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MCSD        Code No. 101 
August 2018 
Chapter 1 - School District Educational Philosophy and Goals 
 
Policy Title   Educational Philosophy 
 
OUR MISSION:  To ensure all students and staff are learning at high levels. 
 
OUR VISION: To develop a culture of collaboration and communication that supports 
continuous improvement for all. 
 
DESIRED STATE (What we’d like students to be/do):  At MCSD, we create a positive 
community where students grow to be innovative risk takers who accept responsibility 
for their learning by setting goals and striving for continuous improvement academically 
and behaviorally. Our students use their talents to think critically, communicate 
effectively, and collaborate respectfully with others to be productive citizens.  Graduates 
of MCSD, exhibit persistence and resiliency to produce quality results that add value in 
an ever-changing environment. 
 
Philosophy 
 
The Board of Education believes that it is the responsibility of the schools to 
provide maximum learning opportunities for all the children in the 
community, and for adult members of the community when a need is 
identified.  There shall be no discrimination against any student because of 
age, race, color, religion, creed, physical disability, national origin, marital 
status, gender, sexual orientation, gender identity, or socioeconomic status. 
 
The Board of Education further believes that all students can succeed.  
Students should be active participants in the learning process. 
 
It is the function of the educational program to provide students with 
opportunities for obtaining the skills, knowledge, and orientations, which 
enable them to be contributing members in their families and their 
communities.  For some students, this will mean thorough preparation for 
further formal education.  For others, it will mean basic general information 
plus the attainment of certain vocational skills and experience. 
 
 Legal Reference: Iowa Code §§ 256.11, (2013) 
 
Cross Reference: 102 Equal Educational Opportunity 
   103 Long-Range Needs Assessment 
    
Previous Date of Adoption  08/10/92 
Revision Discussion   08/12/96 
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First Reading - Revision   09/09/96 
Second Reading - Adopted  09/23/96 
Reviewed by Policy Committee  09-08-03, 01-08-07, 07-16-07, 09-10-12,  
      07-20-18 
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MCSD          Code No.  102 
December 2020 
Chapter 1 – School District Educational Philosophy and Goals 
 
Policy Title:  Equal Educational Opportunity 
 
It is the goal of the board to develop a healthy social, intellectual, emotional, and physical self-
concept in the students enrolled in the school district.  Each student attending school will have 
the opportunity to use its education program and services as a means for self-improvement and 
individual growth.  In so doing, the students are expected to conduct themselves in a manner that 
assures each student the same educational opportunity. 
 
The Maquoketa Community School District does not discriminate on the basis of gender, race, 
age (for employment), color, national origin, disability, religion, creed, marital status (for 
programs), sexual orientation, gender identity, socioeconomic status (for programs) in its 
educational programs and its employment practices. The belief in equal educational opportunity 
serves as a guide for the board and employees in making decisions relating to school district 
facilities, employment, selection of educational materials, equipment, curriculum, and 
regulations affecting students.  There is a grievance procedure for processing complaints of 
discrimination.  If you have questions or a grievance related to this policy please contact Jill 
Bresnan, Equity Coordinator, Maquoketa Middle School, 563-652-4956, 
jbresnan@maquoketaschools.org.   
 
Board policies, rules and regulations affect students while they are on school district property or 
on property within the jurisdiction of the school district; while on school owned and/or operated 
school or chartered vehicles; while attending or engaged in school activities; and while away 
from school grounds in misconduct will directly affect the good order, efficient management and 
welfare of the school district. 
 
The board requires all person, agencies, vendors, contractors and other persons and organizations 
doing business with or performing services for the school district to subscribe to all applicable 
federal and state laws, executive orders, rules and regulations pertaining to compliance and equal 
opportunity. 
 
Inquiries by students regarding compliance with equal educational opportunity and affirmative 
action laws and policies, including but not limited to complaints of discrimination, are directed 
to: Affirmative Action Coordinator, Maquoketa Community School District, 612 South Vermont 
Maquoketa, IA 52060 or by telephoning (563) 652-4984 
 
 
Inquiries by students regarding compliance with equal educational opportunity and affirmative 
action laws and policies, including but not limited to complaints of discrimination may also be 
directed in writing to the Director of the Regional VII office of the Civil Rights, US Department 
of Education, John C. Kluczynski Federal Building, 230 S Dearborn St, 37th Floor, Chicago, IL 
60604, (312) 730-1560, fax (312) 730-1576,  OCR.Chicago@ed.gov. Kansas City, Missouri, 
Director of the Iowa Civil Rights Commission, 211 E. Maple, Des Moines, IA 50309, (515) 281-
4121 ,the  Iowa Civil Rights Commissioner, https://icrc.iowa.gov, (515) 281-4121 or the Inquires 
may also be directed to: Director, Iowa Department of Education, Grimes State Office Building, 

mailto:OCR.Chicago@ed.gov
https://icrc.iowa.gov/
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Des Moines, Iowa 50319, (515) 281-5294.  This inquiry or complaint to the federal or state 
office may be done instead of, or in addition to, an inquiry or complaint at the local level. 
 
Reference Grievance Procedure 102 R1 
 
Legal References: 20 U.S.C. §§ 1221 et seq.  
   20 U.S.C. §§ 1681 et seq.  
   20 U.S.C. §§ 1701 et seq.  
   29 U.S.C. §§ 206 et seq. 
   29 U.S.C. § 794  
   42 U.S.C. §§ 2000d and 2000e. 
   42 U.S.C. §§ 12101 et seq.  
   34 C.F.R. Pt. 100  
   34 C.F.R. Pt. 104  
   Iowa Code §§ 216.6; 216.9; 256.11, 280.3 
   281 I.A.C. 12 
 
Cross Reference: 101 Educational Philosophy 
   401.1 Equal Employment Opportunity 
   506.1  Education Records Access 
 
Previous Date of Adoption   05-29-90 
Revision Discussion    05-13-96 
First Reading on Revision   05-28-96 
Second and Final Reading   06-24-96 
Reviewed      11-11-96 
Revised     03-10-03 
Reviewed by Policy Committee  09-08-03, 01-08-07, 07-16-07, 11-10-08, 09-10-12,  
      11-21-16, 08-20-18, 07-10-20, 12-21-20 
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MCSD          Code No. 102R1 
July 2020 
Chapter 1 – School District Educational Philosophy and Goals 

 
Policy Title:  Grievance Procedures for Discrimination 
 
 
It is the policy of the Maquoketa Community School District not to discriminate on the basis of 
race, color, national origin, gender, disability, religion, creed, age (for employment), marital 
status (for programs), sexual orientation, gender identity, and socioeconomic status (for 
programs) in its educational programs and its employment practices.  There is a grievance 
procedure for processing complaints of discrimination.  If you have questions or a grievance 
related to this policy please contact Jill Bresnan, Maquoketa Middle School, 200 E. Locust St, 
Maquoketa, IA 52060, 563-652-4956, jbresnan@maquoketaschools.org office hours 8:30 am – 
3:30 pm. 
 
Student, parents of students, employees, and applicants for employment in the school district 
have the right to file a formal complaint alleging discrimination.  The district has policies and 
procedures in place to identify and investigate complaints alleging discrimination.  If 
appropriate, the district will take steps to prevent the recurrence of discrimination and correct its 
discriminatory effects on the Complainant and others. 
 
A Complainant may attempt to resolve the problem informally by discussing the matter with a 
building principal or a direct supervisor.  However, the Complainant has the right to end the 
informal process at any time and pursue the formal grievance procedures outlined below.  Use of 
the informal or formal grievance procedure is not a prerequisite to the pursuit of other remedies. 
Please not that informal processes and procedures are not to be used in certain circumstances 
(e.g., sexual harassment or sexual assault). 
 
Filing a Complaint 
A Complainant who wishes to avail himself/herself of this grievance procedure may do so by 
filing a complaint with the equity coordinator(s). An alternate will be designated in the event it is 
claimed that the equity coordinator or superintendent committed the alleged discrimination or 
some other conflict of interest exists.  Complainants shall be filed within 15 days of the event 
giving rise to the complaint or from the date the Complainant could reasonably become aware of 
such occurrence.  The Complainant will state the nature of the complaint and the remedy 
requested. The equity coordinator(s) shall assist the Complainant as needed. 
 
Investigation 
Within 15 working days, the equity coordinator will begin the investigation of the complaint or 
appoint a qualified person to undertake the investigation (hereinafter “equity coordinator”).  If 
the Complainant is under 18 years of age, the equity coordinator shall notify his or her 
parent(s)/guardian(s) that they may attend investigatory meetings in which the Complainant is 
involved.  The complaint and identity of the Complainant, Respondent, or witnesses will only be 
disclosed as reasonably necessary in connection with the investigation or as required by law or 
policy.  The investigation may include, but is not limited to the following: 

• A request for the Complainant to provide a written statement regarding the nature of the 
complaint; 

mailto:jbresnan@maquoketaschools.org
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• A request for the individual named in the complaint to provide a written statement; 
• A request for witnesses identified during the course of the investigation to provide a 

written statement; 
• Interviews of the Complainant, respondent, or witnesses; 
• An opportunity to present witnesses or other relevant information; and 
• Review and collection of documentation or information deemed relevant to the 

investigation. 
 
Within 15 working days, the equity coordinator shall complete the investigation and issue a 
report with respect to the findings.  The equity coordinator shall notify the Complainant and 
Respondent of the decision within 5 working days of completing the written report.  Notification 
shall be by U.S. mail, first class. 
 
Decision and Appeal 
The complaint is closed after the equity coordinator has issued the report, unless within 5 
working days after receiving the decision, either party appeals the decision to the superintendent 
by making a written request detailing why he/she believes the decision should be reconsidered.  
The equity coordinator shall promptly forward all materials relative to the complaint and appeal 
to the superintendent.  Within 10 working days, the superintendent shall affirm, reverse, amend 
the decision, or direct the equity coordinator to gather additional information.  The 
superintendent shall notify the Complainant, Respondent, and the equity coordinator of the 
decision within 5 working days of the decision.  Notification shall be by U.S. mail, first class. 
 
The decision of the superintendent shall be final. 
 
The decision of the superintendent in no way prejudices a party from seeking redress through 
state or federal agencies as provided by in law. 
 
This policy and procedures are to be used for complaints of discrimination, in lieu of any other 
general complaint policies or procedures that may be available. 
 
If any of the stated timeframes cannot be met by the district, the district will notify the parties 
and pursue completion as promptly as possible. 
 
Retaliation against any person, because the person has filed a complaint or assisted or 
participated in an investigation, is prohibited.  Persons found to have engaged in retaliation shall 
be subject to discipline by appropriate measures. 
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Code 102.E1 
 

ANNUAL NOTICE OF NONDISRIMINATION 
 

The Maquoketa Community School District offers career and technical programs. 
 
It is the policy of the Maquoketa Community School District not to discriminate on the basis of 
race, color, national origin, gender, disability, religion, creed, age (for employment), marital 
status (for programs), sexual orientation, gender identity, and socioeconomic status (for 
programs) in its educational programs and its employment practices.  There is a grievance 
procedure for processing complaints of discrimination.  
 
If you have questions or a grievance related to this policy, please contact: 
 
Name Jillian Bresnan 
  
Office Address Maquoketa Middle School 

200 E. Locust St,  Maquoketa, IA 52060 
  
Phone Number 563-652-4956 
  
Office Hours 8:30 am – 3:30 pm 
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Code 102.E2 
 

CONTINUOUS NOTICE OF NONDISRIMINATION 
 

It is the policy of the Maquoketa Community School District not to discriminate on the basis of 
race, color, national origin, gender, disability, religion, creed, age (for employment), marital 
status (for programs), sexual orientation, gender identity, and socioeconomic status (for 
programs) in its educational programs and its employment practices.  There is a grievance 
procedure for processing complaints of discrimination.  
 
If you have questions or a grievance related to this policy, please contact: 
 
Name Jillian Bresnan 
  
Office Address Maquoketa Middle School 

200 E. Locust St,  Maquoketa, IA 52060 
  
Phone Number 563-652-4956 
  
Office Hours 8:30 am – 3:30 pm 
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Code 102.E3 
 

NOTICE OF SECTION 504 STUDENT AND PARENTAL RIGHTS 
 

The Maquoketa Community School District does not discriminate in its educational programs 
and activities on the basis of a student’s disability.  It has been determined that your child has a 
qualifying disability for which accommodations may need to be made to meet his or her 
individual needs as adequately as the needs of other students.  As a parent, you have the right to 
the following: 
 

•  Participation of your child in school district programs and activities, including 
extracurricular programs and activities, to the maximum extent appropriate, free of 
discrimination based upon the student’s disability and at the same level as students 
without disabilities; 

•  Receipt of free educational services to the extent they are provided students without 
disabilities; 

•  Receipt of information of your child and your child’s educational programs and activities 
in your native language; 

•  Notice of identification of your child as having a qualifying disability for which 
accommodations may need to be made and notice prior to evaluation and placement of 
your child and right to periodically request a re-evaluation of your child; 

•  Inspect and review your child’s educational records including a right to copy those 
records for a reasonable fee; you also have a right to ask the school district to amend your 
child’s educational records if you feel the information in the records is misleading or 
inaccurate; should the school district refuse to amend the records, you have a right to a 
hearing and to place an explanatory letter in your child’s file explaining why you feel are 
misleading or inaccurate; and 

•   Hearing before an impartial hearing officer if you disagree with your child’s evaluation 
or placement; you have a right to counsel at the hearing and have the decision of the 
impartial hearing officer reviewed. 

 
It is the policy of the Maquoketa Community School District not to discriminate on the basis of 
race, color, national origin, gender, disability, religion, creed, age (for employment), marital 
status (for programs), sexual orientation, gender identity, and socioeconomic status (for 
programs) in its educational programs and its employment practices.  There is a grievance 
procedure for processing complaints of discrimination.  
 
If you have questions or a grievance related to this policy, please contact: 
 
Name Jillian Bresnan 
  
Office Address Maquoketa Middle School 

200 E. Locust St,  Maquoketa, IA 52060 
  
Phone Number 563-652-4956 
  
Office Hours 8:30 am – 3:30 pm______________________ 
 



102 

       Code 102.E4 
 

DISCRIMINATION COMPLAINT FORM 
 
 
Date of complaint:              
 
Name of complainant:             
 
Are you filling out this form for yourself or someone else (please identify the individual if you 
are submitting on behalf of someone else):          
              
 
Who or what entity do you believe discriminated against, harassed, or bullied you (or someone 
else)?:               
 
Date and place of incident or incident(s):         
     
              
 
Names of any witnesses (if any):           
         
Nature of discrimination, harassment, or bullying alleged (Check all that apply) 
 

 Age  Physical Attribute  Gender 
 Disability  Physical/Mental Ability  Sexual Orientation 

 Familial Status  Political Belief  
Socio-economic 
Background 

 Gender Identity  
Political Party 
Preference  Other – Please Specify 

 Marital Status  Race/Color  

 
National Origin/Ethnic 
Background/Ancestry  Religion/Creed  

 

 
In the space below, please describe what happened and why you believe that you or someone 
else has been discriminated against, harassed, or bullied.  Please be as specific as possible and 
attach additional pages if necessary. 
             
             
             
             
             
             
              
 
I agree that all of the information on this form is accurate and true to the best of my knowledge. 
 
Signature:              Date:       
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Code No. 102.E5 
 

 
WITNESS DISCLOSURE FORM 

 
Name of witness:              
 
Date of interview:          
        
Date of initial complaint:        
 
Name of Complainant (include whether the Complainant is a student or employee:      
 
           
 
Date and place of alleged incident(s):       
       
           
 
Nature of discrimination, harassment, or bullying alleged (Check all that apply) 
 

 Age  Physical Attribute  Gender 
 Disability  Physical/Mental Ability  Sexual Orientation 

 Familial Status  Political Belief  
Socio-economic 
Background 

 Gender Identity  
Political Party 
Preference  Other – Please Specify 

 Marital Status  Race/Color  

 
National Origin/Ethnic 
Background/Ancestry  Religion/Creed  

 

 
Description of incident witnessed:      
         
         
         
         
 
Any other information:            
           
              
 
              
 
 
I agree that all of the information on this form is accurate and true to the best of my knowledge. 
 
Signature:         Date:       
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Code No. 102.E6 
 
 

DISPOSITION OF COMPLAINT FORM 
 
Name:                
 
Date of initial complaint:         
      
Name of Complainant (include whether the Complainant is a student or employee):     
   
          
          
  
Date and place of alleged incident(s):        
       
           
 
Name of Respondent (include whether the Respondent is a student or employee):     
          
           
Nature of discrimination, harassment, or bullying alleged (Check all that apply) 
 

 Age  Physical Attribute  Gender 
 Disability  Physical/Mental Ability  Sexual Orientation 

 Familial Status  Political Belief  
Socio-economic 
Background 

 Gender Identity  
Political Party 
Preference  Other – Please Specify 

 Marital Status  Race/Color  

 
National Origin/Ethnic 
Background/Ancestry  Religion/Creed  

 

 
Summary of Investigation:      
         
         
         
         
         
         
         
         
         
         
         
         
         
 
I agree that all of the information on this form is accurate and true to the best of my knowledge. 
 
Signature:         Date:      
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MCSD         Code No. 103 
August 2018 
Chapter 1 – School District Educational Philosophy and Goals 
 
Policy Title:   Long-range Needs Assessment 
 
Long-range needs assessment enables the school district to analyze assessment data, get feedback 
from the community about its expectations of students and determine how well students are 
meeting student learning goals.  The Board shall conduct an ongoing and in-depth needs 
assessment as part of the comprehensive school improvement planning process.   
 
In conjunction with the in-depth needs assessment of the school district, the board shall authorize 
the appointment of a committee, representing administrators, employees, parents, students, and 
community members, to make recommendations and assist the board in determining the priorities 
of the school district in addition to the basic skills areas of the education program. The priorities 
will become part of the District’s Comprehensive School Improvement Plan. Opportunities for 
community feedback are provided through the School Improvement Advisory Council meetings 
which are held at least twice per year, periodic parent and community surveys, Title I School 
wide meetings, parent meetings at individual buildings, and through opportunities for open 
communication with district staff. 
 
It shall be the responsibility of the Superintendent, in conjunction with the Curriculum Director, 
to ensure the school district community is informed of students’ progress on state and locally 
determined indicators.  The Curriculum Director shall report annually to the Board about the 
means used to keep the community informed. 
 
As a result of the board and committee’s work the board shall determine major educational needs 
and rank them in priority order; develop long-range goals and plans to meet the educational 
needs; establish and implement short-range and intermediate-range plans to meet the goals and to 
attain the desired levels of student performance; evaluate progress toward meeting the goals and 
maintain a record of progress under the plan that includes reports of student performance and 
results of school improvement projects; and annually report the school district’s progress made 
under the plan to the committee, community, and Iowa Department of Education. 
 
 
Legal Reference:  Iowa Code §§ 21, 256.7, 280.12, (201) 
   281 Iowa Admin. Code 12.8(1)(b) 
 
Cross Reference: 101 Educational Philosophy of the School District 
   201.2 Legal Status of the Board of Directors 
   208 Ad Hoc Committees/Citizens’ Advisory Committees 
   603.1 Basic Instruction Program 
   801.1 Buildings and Sites Long Range Planning 
   801.2 Buildings and Sites Surveys 
 
Previous Date of Adoption  04-14-89 
Second & Final Reading  07-20-92 
Reviewed    04-08-02 
Reviewed by Policy Committee  09-08-03, 9-11-03, 01-08-07, 12-08-08, 09-10-12, 08-
20-18 
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        Code No. 103 R-1 
 

Long-range Needs Assessment 
 
School districts also need to develop a process for long-range needs assessment.  The 
process needs to include three items. 
 

• provisions for collecting, analyzing, and reporting information derived from 
local, state, and national sources; 

 
• provisions for reviewing information acquired on the following: 

  * state indicators and other locally determined indicators, 
  * locally established student learning goals, 
  * specific data collection required by state and federal programs, 
 

• provisions for collecting and analyzing assessment data on the following; 
  * state indicators, 
  * locally determined indicators, 
  * locally established student learning goals. 
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MCSD        Code No. 104  
June 2020 
Chapter 1 - School District Educational Philosophy and Goals 

 
Policy Title: Anti-Bullying/Anti-Harassment Policy 
 
The Maquoketa Community School District is committed to providing all students, employees, and volunteers with 
a safe and civil school environment in which all members of the school community are treated with dignity and 
respect.  Bullying and/or harassing behavior can seriously disrupt the ability of school employees to maintain a safe 
and civil environment, and the ability of students to learn and succeed.   
Bullying and/or harassment of or by students, staff, and volunteers is against federal, state, and local policy and is 
not tolerated by the board. 
 
Accordingly, school employees, volunteers, and students shall not engage in bullying or harassing behavior while 
on school property, while on school-owned or school-operated vehicles, while attending or participating in school-
sponsored or sanctioned activities, and while away from school grounds if the conduct materially interferes with the 
orderly operation of the educational environment or is likely to do so. 
 
Complaints may be filed with the superintendent or superintendent’s designee pursuant to the regulation 
accompanying this policy.  Complaints will be investigated within a reasonable time frame. 
 
A school employee, volunteer, or student, or a student’s parent or guardian who promptly, reasonably, and in good 
faith reports an incident of bullying or harassment, in compliance with the procedures in the regulation, to 
appropriate school official designated by the school district, shall be immune from civil or criminal liability relating 
to such report and to participation in any administrative or judicial proceeding resulting from or relating to the 
report. 
 
Retaliation Prohibited 
 
Individuals who knowingly file false bullying or harassment complaints and any person who gives false statements 
in an investigation may be subject to discipline by appropriate measures. 
 
Any student found to have violated or retaliated in violation of this policy shall be subject to measures up to, and 
including, suspension and expulsion.  Any school employee found to have violated or retaliated in violation of this 
policy shall be subject to measures up to, and including, termination of employment.  Any school volunteer found 
to have violated or retaliated in violation of this policy shall be subject to measures up to, and including, removal 
from service and exclusion from school grounds. 
 
Definitions 
For the purpose of this policy, the defined words shall have the following meaning: 

•  “Electronic” means any communication involving the transmission of information by wire, radio, optical 
cable, electromagnetic, or other similar means.  “Electronic” includes, but is not limited to, communication 
via electronic mail, internet-based communications, pager service, cell phones, electronic text messaging.   
“Harassment” and “bullying” mean any repeated or potentially repeated electronic, written, verbal, or 
physical act or other ongoing conduct toward an individual based on any trait or characteristic of the 
individual which creates an objectively hostile school that meets one or more of the following conditions: 

 
 (1) Places the student in reasonable fear of harm to the student’s person or property; 
 (2) Has a substantially detrimental effect on the student’s physical or mental health; 
 (3) Has the effect of substantially interfering with the individual’s academic or career performance 
 (4)  Has the effect of substantially interfering with the individual’s ability to participate in or benefit from 

the services, activities, or privileges provided by a school. 
• “Trait or characteristic of the individual includes but is not limited to age, color, creed, national origin, 

race, religion, marital status, gender, sexual orientation, gender identity, physical attributes, physical or 
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mental ability or disability, ancestry, political party preference, political belief, socioeconomic status, or 
familial status. 

• “Volunteer” means an individual who has regular, significant contact with students. 
 
 
Publication of Policy 
The board will annually publish this policy.  The policy may be publicized by the following means: 

• Inclusion in the student handbook, 
• Inclusion in the employee handbook 
• Inclusion in the registration materials 
• Inclusion on the school or school district’s web site, 
• Inclusion in the Patron Newsletter 

and a copy shall be made to any person at the central administrative office at 612 S. Vermont St, Maquoketa, IA 
52060. 
 
Legal References:  20 U.S.C. §§ 1221-1234i 
  29 U.S.C. § 794  
  42 U.S.C. §§ 2000d-2000d-7  
  42 U.S.C. §§ 12001 2et. seq.  
  Iowa Code §§ 216.9; 280.28; 280.3  
  281 I.A.C. 12.3(6) 
  Morse v. Frederick, 551 U.S. 393 (2007) 
  
Cross References:   102 Equal Educational Opportunity 
  403.6 Harassment 
  502 Student Rights and Responsibilities 
  503 Student Discipline 
  506 Student Records 
 
Adoption of Policy & First Reading 07-16-07 
Second and Final Reading 08-13-07 
Revision of Policy 10-08-07 
Reviewed by Policy Committee 09-10-12, 11-21-16, 02-13-17, 08-20-18, 06-15-20 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



   104 

 
 
 

Code No. 104.R1 
 

ANTI-BULLYING/ANTI-HARASSMENT INVESTIGATION PROCEDURES 
 
Filing a Complaint 
An individual who believes the individual has been harassed or bullied may file a complaint with the superintendent 
or superintendent’s designee. The complaint form is available on the district website or in building office. An 
alternate investigator will be designated in the event it is claimed that the superintendent or superintendent’s 
designee committed the alleged bullying or harassment or some other conflict of interest exists.  Complaints shall 
be filed within 15 days of the event giving rise to the complaint or from the date the Complainant could reasonably 
become aware of such occurrence.  The Complainant will state the nature of the complaint and the remedy 
requested.  The Complainant shall receive assistance as needed. 
 
School employees, volunteers, and students shall not engage in reprisal, retaliation, or false accusation against a 
victim, witness, or an individual who has reliable information about an act of bullying or harassment. 
 
Investigation 
The school district will promptly and reasonably investigate allegations of bullying or harassment upon receipt of a 
written complaint.  The building Principal (hereinafter “Investigator”) will be responsible for handling all complaints 
alleging bullying or harassment.   
 
 
The investigation may include, but is not limited to the following: 

• Interviews with the Complainant and the individual named in the complaint (“Respondent”) 
• A request for the Complainant to provide a written statement regarding the nature of the complaint; 
• A request for the Respondent to provide a written statement; 
• Interviews with witnesses identified during the course of the investigation; 
• A request for witnesses identified during the course of the investigation to provide a written 

statement; and 
• Review and collection of documentation or information deemed relevant to the investigation. 

 
The Investigator shall consider the totality of circumstances presented in determining whether conduct objectively 
constitutes bullying or harassment as defined in Board policy. Upon completion of the investigation, the Investigator 
shall issue a report with respect to the findings, and provide a copy of the report to the appropriate building principal 
or superintendent if the investigation involved the building principal. 
 
When students are interviewed during the investigation of sexual harassment, sexual bullying, or any sexual 
conversation in nature, conversations will take place with a staff member of the same gender in the room with 
the student. 
 
If the Complainant is under 18 years of age, the Investigator shall notify his or her parent(s)/guardian(s) that they 
may attend investigatory meetings in which the Complainant is involved.   
 
The complaint and identity of the Complainant, Respondent, or witnesses will only be disclosed as reasonably 
necessary in connection with the investigation or as required by law or policy.  Similarly, evidence uncovered in the 
investigation shall be kept confidential to the extent reasonably possible. 
 
Additional suggestions for administrative procedures regarding this policy include: 
 

• Organizing training programs for students, school employees, and volunteers regarding how to recognize 
bullying and harassing behavior and what to do if this behavior is witnessed; and 
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• Developing a process for evaluating the effectiveness of this policy in reducing bullying and harassing 
behavior. 

 
Decision 
The investigator, building principal or superintendent, depending on the individuals involved, shall inform the 
Complainant and the accused about the outcome of the investigation. If, after an investigation, a student is found to 
be in violation of this policy, the student shall be disciplined by appropriate measures, which may include 
suspension and expulsion.  If after an investigation a school employee is found to be in violation of this policy, the 
employee shall be disciplined by appropriate measures, which may include termination.  If after an investigation a 
school volunteer is found to be in violation of this policy, the volunteer shall be subject to appropriate measures, 
which may include exclusion from school grounds. 
 
Individuals who knowingly file false bullying or harassment complaints and any person who gives false statements 
in an investigation may be subject to discipline by appropriate measures, as shall any person who is found to have 
retaliated against another in violation of this policy.  Any student found to have retaliated in violation of this policy 
shall be subject to measures up to, and including, suspension and expulsion.   
Any school employee found to have retaliated in violation of this policy shall be subject to measures up to, and 
including, termination of employment.  Any school volunteer found to have retaliated in violation of this policy 
shall be subject to measures up to, and including, exclusion from school grounds. 
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Code No. 104.E1 
 
 

COMPLAINT FORM 
(Discrimination, Anti-Bullying, and Anti-Harassment) 

 
 
Date of complaint:              
 
Name of complainant:             
 
Are you filling out this form for yourself or someone else (please identify the individual if you are submitting on behalf of 
someone else):                
               
              
     
Who or what entity do you believe discriminated against, harassed, or bullied you (or someone else)?:     
               
 
Date and place of incident or incident(s):            
 
               
 
Names of any witnesses (if any):              
 
Nature of discrimination, harassment, or bullying alleged (Check all that apply) 
 

 Age  Physical Attribute  Gender 
 Disability  Physical/Mental Ability  Sexual Orientation 

 Familial Status  Political Belief  
Socio-economic 
Background 

 Gender Identity  
Political Party 
Preference  Other – Please Specify 

 Marital Status  Race/Color  

 
National Origin/Ethnic 
Background/Ancestry  Religion/Creed  

 

 
In the space below, please describe what happened and why you believe that you or someone else has been discriminated against, 
harassed, or bullied.  Please be as specific as possible and attach additional pages if necessary. 
              
              
              
              
              
              
        
 
I agree that all of the information on this form is accurate and true to the best of my knowledge. 
 
Signature:              Date:       
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Code No. 104.E2 
 

 
WITNESS DISCLOSURE FORM 

 
Name of witness:         
 
Date of interview:          
 
Date of initial complaint:        
 
Name of Complainant (include whether the Complainant is a student or employee:      
 
           
 
Date and place of alleged incident(s):        
 
           
 
Nature of discrimination, harassment, or bullying alleged (Check all that apply) 
 

 Age  Physical Attribute  Gender 
 Disability  Physical/Mental Ability  Sexual Orientation 

 Familial Status  Political Belief  
Socio-economic 
Background 

 Gender Identity  
Political Party 
Preference  Other – Please Specify 

 Marital Status  Race/Color  

 
National Origin/Ethnic 
Background/Ancestry  Religion/Creed  

 

 
Description of incident witnessed:      
         
         
         
         
 
Any other information:              
 
              
 
              
 
 
I agree that all of the information on this form is accurate and true to the best of my knowledge. 
 
Signature:         Date:       
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Code No. 104.E3 
 
 

DISPOSITION OF COMPLAINT FORM 
 
Name:          
 
Date of initial complaint:          
      
 
Name of Complainant (include whether the Complainant is a student or employee):     
 
           
         
Date and place of alleged incident(s):        
           
 
Name of Respondent (include whether the Respondent is a student or employee):      
 
           
            
Nature of discrimination, harassment, or bullying alleged (Check all that apply) 
 

 Age  Physical Attribute  Gender 
 Disability  Physical/Mental Ability  Sexual Orientation 

 Familial Status  Political Belief  
Socio-economic 
Background 

 Gender Identity  
Political Party 
Preference  Other – Please Specify 

 Marital Status  Race/Color  

 
National Origin/Ethnic 
Background/Ancestry  Religion/Creed  

 

 
Summary of Investigation:      
         
         
         
         
         
         
         
         
         
         
         
         
         
 
 
 
I agree that all of the information on this form is accurate and true to the best of my knowledge. 
 
Signature:         Date:      
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MCSD         Code No: 106 
November 2020 
Chapter 1 – School District Educational Philosophy and Goals 
 
Policy Title:  Discrimination and Harassment Based on Sex Prohibited 
 
In accordance with Title IX of the Education Amendments Act of 1972, the Maquoketa Community 
School District prohibits sex discrimination, including sexual harassment as defined by the regulations 
implementing Title IX (34 C.F.R § 106.30), against any individual participation in any education program 
or activity of the District.  This prohibition on discrimination applies to students, employees, and 
applicants for employment. 
 
The Board authorizes the Superintendent to adopt procedures for any individual to report sexual 
harassment to the District’s Title IX Coordinator, for the provision of supportive measures to anyone who 
has been subjected to sexual harassment whether or not they proceed with a formal complaint under those 
procedures, and for the investigation and resolution of such complaints, as required by Title IX.  This 
Title IX grievance process shall be used to respond to all complaints of sexual harassment that fall within 
the scope of Title IX.  For complaints of sexual harassment that do not fall within the scope of Title IX, 
the District may still offer supportive measures to the subject of such conduct and shall apply any other 
policy or procedure applicable to the alleged conduct. 
 
Any individual with questions about the District’s Title IX policy and procedures, or who would like to 
make a report or file a formal complaint of sex discrimination or sexual harassment may contact the 
District’s designated Title IX Coordinator, Caleb Bonjour, 1003 Pershing Rd., Maquoketa, IA 52060, 
phone no. 563-652-4957, email address: cbonjour@maquoketaschools.org or the Coordinator Designee, 
Patrick Bollman, 400 W. Quarry St., Maquoketa, IA 52060, phone no. 563-652-4956, email address: 
pbollman@maquoketaschools.org. 
 
Retaliation against a person who made a report or complaint of sexual harassment, assisted, or 
participated in any manner in an investigation or resolution of a sexual harassment report or complaint is 
strictly prohibited.  Retaliation includes threats, coercion, discrimination, intimidation, reprisals, and/or 
adverse actions related to employment or education.  Any individual who believe they have been 
retaliated against in violation of this Policy should immediately contact the District’s Title IX 
Coordinator. 
 
 
Legal Reference:   20 U.S.C § 1681 et seq.  
   34 U.S.C § 106 et seq. 
 
First Reading of Revision  11-16-20 
Second Reading and Adoption  12-21-20 
Reviewed by Policy Committee  
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         Code No: 105 106 
Building Mission Statements 

 
Belief Statements 

 
INSTRUCTION: 

• Instructional strategies should fit the needs of the learners and challenge their growth 
emotionally, socially, and academically. 

• Instructional strategies will model life long learning. 
• Instructional strategies will support student development as independent learners and provide 

opportunities to interact effectively and productively with others. 
• Teachers will utilize a wide variety of instructional strategies throughout the curriculum to meet 

needs of diverse learners. 
• Instructional strategies used should encourage the development of skills, processes and 

knowledge. 
• Assessment is an integral part of good instruction.  It should provide motivation, be on-going and 

clearly linked to instructional strategies. 
• Quality assessments will inform students, parents, and teachers and provide feedback that can be 

utilized to improve instruction. 
 
TECHNOLOGY: 

• the use of technology is an essential part of life-long learning. 
• Technology is an essential tool that can improve student learning and enhance creativity. 
• Students and staff will utilize technology in a responsible and ethical manner. 
• Technology is not limited to computers, but includes calculators, TV, VCR, telephones, digital 

cameras, scanners, etc. 
• Technology based learning will enhance opportunities for community involvement and expand or 

improve avenues of communication. 
• On-going support from the district and staff development in the area of technology is essential for 

continuous growth and improvement. 
• Technological skills, applications, processes and products will be assessed for growth. 

 
CURRICULUM: 

• Students will learn to solve problems and manage change by themselves and with others. 
• Knowledge, skills, processes and character development are spiraled EC-12.   
• Staff development will focus on pedagogy and best practices. 
• The curriculum is rigorous and relevant to the students and provides opportunity for choice. 
• Requires students, parents, school employees, community members and the business community 

to participate actively in the connected learning process. 
• Assessment and feed back of student learning is interwoven throughout the teaching and learning 

experience.  Skills, processes and products will be assessed.   
• Curriculum development is an on-going process that requires communication. 

 
ORGANIZATIONAL / LEARNING ENVIRONMENT: 

• The atmosphere will be free of fear, prejudice and discrimination of all kinds. 
• A safe, orderly and supportive learning environment will be provided for all students, staff and 

community members. 
• An appreciation of diversity, tolerance, and mutual respect are the basis of positive working 

relationships for both students and adults. 
• Planned opportunities for involvement of the entire community in the educational process will be 

continuously provided. 
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• Students will feel safe and secure in the school environment due to having adequate physical 
facilities and continuous emotional support. 

• Students will be supported as they transition throughout the school system developing confidence 
and independence commensurate with their age and maturity. 

• Scheduling and staffing decisions will be based upon providing maximum learning opportunities 
for students. 

 
Learner Outcomes: 

 
The district has two overall outcomes: 

• Each learner will be able to establish an active, independent life and be able to interact effectively 
and productively with others. 

• Each learner will be able to manage change creatively and constructively. 
 
Students must therefore be able to: 

• Gather information – determine the need for information and acquire the information 
• Process Information – organize information in a workable framework, define the main cause of 

the problem, generate relevant alternatives and judge choices before acting. 
• Produce Information – develop a plan of action toward a specific intent and implement a plan of 

action to develop either a quality product or idea. 
• Provide Information – effectively present a product or idea to others. 

 
Student Learning Goals 

It is our belief that students can develop basic skills, thinking skills, and personal/social skills that will 
meet their needs and those of the larger community.  Therefore, students will:  

• Demonstrate at high levels the basic skills of communication, problem-solving, reasoning, 
knowing how to learn, along with such personal qualities as responsibility, integrity, honesty, and 
self-confidence. 

• Work both independently and with others to determine and achieve worthwhile purposes. 
• Respect, understand and support other students, parents, school employees, community members, 

and the business community and their roles within the school community. 
• Use appropriate technologies for a variety of purposes in an engaging problem-solving 

environment. 
• Use information from a variety of resources and reasoning strategies to solve problems and make 

decisions in a changing world. 
• Have the skills, habits, and traits of character for leading healthy lives as contributing members of 

the community. 
• Understand, appreciate and enjoy the contributions of the world’s many cultures, including both 

men and women, to our lives and work. 
• All students will model healthy physical, mental, and emotional self-images. 
• All students will display behavior that demonstrates an acquired understanding of the rights and 

dignity of themselves and others, who may be different in terms of gender, race, national origin, 
and disabilities. 

• All students will appreciate the aesthetic qualities of the arts and humanities. 
• All students will be successfully employed (making a home, military service, full-time employee, 

self-employed, and/or enrolled in post-secondary education.) 
 

 



MCSD                                                                                                Code No: 107 
September 2019 
Chapter 1 – School District Educational Philosophy and Goals 

  
Policy Title:  Professional Therapy Dogs 

 
GUIDELINES FOR THE USE OF PROFESSIONAL THERAPY DOGS  

The Role and Purpose of Certified Assistance Dog Teams in Maquoketa Community Schools:  
 

Professional School Therapy Dogs certified with their owners/handlers as Certified Assistance Dog 
Teams provide emotional and physical support in the educational setting. These highly trained dogs 
model good behavior, tolerance, and acceptance. All Certified Assistance Dog Teams in the Maquoketa 
Community School District work to support and positively influence student achievement.  
 

I. Professional Therapy Dogs - definition  
A. Professional therapy dogs are dogs trained and tested to provide specific physical or 

therapeutic functions under the direction and control of a qualified handler who works 
with the dog as a team, and as a part of the handler’s occupation or profession.  

1. A professional therapy dog has been temperament tested by a trainer affiliated 
with an organization recognized as qualified to do temperament testing.  

a) Such dogs, with their handlers, perform such functions in institutional 
settings, community-based group settings, or when providing services to 
specific persons who have disabilities. 

b) Professional therapy dogs in the MCSD are not family pets that have 
been certified as pet therapy animals. (See section III, “Pet Visitation”)  

B. Professional therapy dogs have passed a Public Access Test administered by a 
trainer/evaluator recognized by Maquoketa CSD for this purpose.Handlers and their dogs 
will be administered the Public Access Test for reevaluation during their first year of 
service and then every two-three years after.  

a) The Public Access re-tests may be administered by a trainer/evaluator 
recognized by Maquoketa CSD. 

b) A certificate showing that the re-test has been taken should be kept in the 
handler’s building and Central Office. 

1.   Professional therapy dogs are owned by a professional educator in Maquoketa 
CSD who wishes to use a professional therapy dog to augment his/her 
educational program.  

a) See attached Therapy Dog Handler Ethics (put policy reference here) 
b) See attached documentation requirements (checklist of information) for 

Certified Assistance Dog Teams in the MCSD.(put policy reference here) 
C.  Professional Therapy Dogs may be used in the school setting on a regular basis when the 

following documentation is in place:  
1. Administrative Approval  

a) The use of the animal or animals must be approved by the 
administrator(s) of the building(s) in which the Professional Therapy 
Dog’s handler works.  

b) A letter stating this approval should be written and kept on file in the 
building. A copy should be sent to Central Office. 

2.  Owner’s Responsibility --- Health Records and Hygiene/Animal Care Maquoketa 
Community School District  



a) The owner must have all required documents on file and approved by the 
Central Office and Building Principal before bringing the dog on campus 
and must update at the beginning of each school year or upon expiration 
of said document(s).  

b) In the event of damage or harm caused, this must be immediately 
reported to Central Office. All claims will be the responsibility of the 
dog owner.  

c) The owner/handler must provide documentation of private insurance 
policy with a minimum of $1,000,000 of coverage for dog bites.  

d) The owner/handler must provide a record of annual vaccinations 
received by the dog and signed by a veterinarian; these health records 
should be kept on file in the school building and Central Office 

e) The dog should receive a bordatella vaccination annually; rabies 
vaccinations and five-way parvo/distemper (DHPP) shall be updated 
every three years. Please note: dogs less than one year of age or receiving 
their rabies and parvo vaccinations for the first time shall receive a 
follow-up vaccine in one year, with vaccinations every three years 
thereafter.  

1. The dog should be given a comprehensive wormer or fecal check 
annually.  

2. The dog should be checked for external parasite control.  
3. All owners will give preventive parasite (fleas and ticks) control 

and heartworm medication year-round. Annual tests for 
heartworm are recommended. Please note: Frontline Plus is 
recommended by the veterinarian on MCSD’s professional 
therapy dog committee – this is due to its non-toxic nature, 
which is important in a school environment.  

a. The dog should be groomed and bathed regularly. For 
dogs in a working environment, monthly to bi-monthly 
baths are recommended as is daily brushing. (Good 
judgment should be used based on the dog’s hair, skin, 
and dander concerns.) The owner/handler must also 
ensure proper health care through regular (several times 
weekly) brushing of the dog’s teeth, regular nail 
trimming as needed, and weekly cleaning/checks of the 
dog’s ears.  

c)   Public Access Test Documentation  
1. A copy of the Public Access Test certificate of completion 

should be kept on file in the school building and Central Office. 
2. A certificate certifying that the handler and the dog both passed 

the Public Access Test must be sent by the certifying institution 
to Central Office.  

3. Records of advanced obedience, agility, or other training may be 
kept updated in the employee’s file and sent to Central Office. 

 
 

D.    District financial commitment to the program: 
1. If funds are available within the Therapy Dog Program Account, the district will pay for 

the training of the Therapy Dog.  This Therapy Dog Program Account will be held with 
the agency fund which means it will be 100% funded through donations.  



2. When the dog is trained the owner is agreeing to support the program with their dog until 
the Oversight Committee retires the dog from service.  

a. If the owner of the dog decides to retire their dog individually, they will be 
responsible for a financial commitment to the Therapy Dog Program to ensure 
that a new dog is able to be trained so that services are not lost for students and 
the district's financial commitment is protected. The minimum expectancy of the 
program is 5 Years. With the minimum cost to the district being $2500 per dog, 
the handler would be responsible for $500 x the number of years retiring shy of 
the 5 Year commitment.  

3. All other requirements included in this policy are the responsibility of the owner. (ie, 
vaccinations, grooming, insurance, food, etc. - please note this is not an inclusive list) 

 
E.  Review of Professional School Therapy Dog Guidelines and Procedures: 

1. Professional Therapy Dog guidelines and procedures will be reviewed annually 
with all staff and students at the start of the academic year. 

2.  Review of guidelines and procedures will take place as needed (determined by 
the administrator and dog owner/handler) throughout the year. 

 
II.  Oversight Committee 

A.  A committee of objective persons knowledgeable in the use of therapy dogs is established 
to help with issues and questions that may arise concerning handlers or dogs. This 
committee will be Board approved each year.  

1. Concerns should be directed to the district administrator who will address the 
issues with the Oversight Committee. 

B.  The purpose of the Oversight Committee will be to:  
1.  Provide ongoing training for Professional Therapy Dogs and handlers.  
2.  Provide general assistance with questions and answers pertinent to use of 

Professional Therapy Dogs.  
3.  Review Professional Therapy Dog policies, procedures, and guidelines.  
4.  Educate and communicate with the school community regarding the use and 

value of Professional Therapy Dogs.  
 

III.  Pet Visitation Dogs – definition  
A. A pet visitation dog is a dog owned by a volunteer or student who is NOT employed by 

Maquoketa CSD but who has received registration and/or recognition for volunteer pet 
visitation.  

1.  These dogs are NOT considered to be Professional Therapy Dogs.  
2.  For a dog to be used on a volunteer basis, these guidelines must be followed:  

a.  If the handler of the dog is an employee of Maquoketa CSD, the dog and 
handler MUST be certified under the Professional Therapy Dog guidelines 
listed above.  

b.  The dog may be used no more often than one visitation per week for a two-
hour interval of time.  

1.  Should the dog be used more often or for longer periods, it must pass 
all requirements for Professional Therapy Dog status before it may 
be used at school.  

 
IV.  The privilege to bring the dog into the school setting may be terminated should the handler or dog 

behave in a way deemed unprofessional or unsafe.  
 



Board Policy 
 

PROFESSIONAL THERAPY DOG HANDLER ETHICS  
 

1.  Handlers should evaluate their dog’s health and attitude before each working day.  
 https://docs.google.com/document/d/1JcRtWiq3kZYcI6JswzIuiQeYbC16gFqINhMs-

k359Y4/edit?usp=sharing 
 
2.  It is permissible for the dog to be off-lead while in a supervised situation where it is working, but 

it should not be allowed to wander through the facility unsupervised.  
 
3.  Be aware and courteous of the places your dog is welcome or allowed in each facility. Students 

should be taught to “smile and wave” (or other quiet greeting) at the dog in the hall or other less-
structured environments to alleviate disruption of students’ attention and conduct.  

 
4.  Handlers will always clean up after the dog, inside or outside the facility. Handler will work with 

administration to determine appropriate place for their dog to relieve themselves and proper 
disposal of waste.  

 
5. Give verbal commands firmly and calmly and praise the dog for exemplary behavior.  
 
6.  Students are NEVER to be left alone with a dog; a designated handler must always be present. 

Dogs may be left with a non-handler adult for brief periods of time when children are not 
present/will not have access to the dog. When the dog is left unattended, it should be put in a 
crate with the door latched or in a room or office with the door closed and locked as needed.  

 
7.  If treats are used, students should be taught to give the treat with a flat hand or drop the treat on 

the ground.  
 
8.  Always be alert to signs of stress in the dog. Some signs of stress may be:  

• Excessive panting  
• Dog jumps or climbs on handler for security  
• Dog hides behind handler  
• Shaking or tremors, or ears and tail pressed closed to body  
• Yawning and changes in facial expression  
• Dog looks for doorway or other escape route  
• Noticeable change in behavior and/or desire to socialize  

 
9.  Be aware of small items dropped on the floor and do not allow the dog to rummage through trash 

containers. Use the “Leave it!” command if this situation arises.  
 
10. When working with disabled persons, the handler(s) will assist in commanding and handling the 

dog.  
 
11.  Never knowingly put your dog in questionable or threatening situation.  
 
12. All MCSD handlers/trainers will follow the district guidelines to ensure the safety of their dogs 

and students; in addition, following these guidelines will help provide for the appropriate hygiene 
and veterinary care for their dogs, ensuring a long and healthy certified assistance dog team 
relationship.  

 
 
 
  

https://docs.google.com/document/d/1JcRtWiq3kZYcI6JswzIuiQeYbC16gFqINhMs-k359Y4/edit?usp=sharing
https://docs.google.com/document/d/1JcRtWiq3kZYcI6JswzIuiQeYbC16gFqINhMs-k359Y4/edit?usp=sharing


PROFESSIONAL THERAPY DOGS VITAL INFORMATION  
 

(All documentation to be filed in the building(s) in which the Professional Therapy Dog’s owner 
works, and with the District Business Office)  

 
Professional Dog Owner______________________________________________________________ 

 
 Professional Dog Handler(s)__________________________________________________________  

 
Professional Therapy Dog ____________________________________________________________  

 
School(s) in which dog will be used ____________________________________________________  

 
Dog and Handler’s Certification Date ___________________________________________________  

 
Name of Organization Certifying ______________________________________________________  

 
Date for Re-certification _____________________________________________________________  

 
Emergency Contact Person and Phone No. for the Dog  

 
1. _______________________________________________________________________________  

 
2. _______________________________________________________________________________  
 
Therapy Dogs Veterinarian and Phone No. ______________________________________________  

 
Dog’s Date of Birth ________________  Last Health Check ___________________  

 
Annual Worm Check _______________  Rabies Vaccination Date ______________  

 
Parvo/Distemper Date: _______________  

 
Note: Five-way Parvo/Distemper (DHPP) and rabies vaccinations shall be updated every three years; 
dogs less than one year of age or receiving these vaccinations for the first time shall receive a follow-
up in one year, with vaccinations every three years thereafter.  
 
Verification that preventive parasite control (fleas and ticks) as well as heartworm medication is 
given year-round:  
 
 
_______________________________________________________       _______________________ 
(Owner’s Signature)                                                                                    (Date)  
 
  



PROFESSIONAL THERAPY DOGS  
Checklist of Information in Building and District Business Office Files 

 
 
 

Professional Dog Owner _____________________________________________________________  
 
Professional Dog Handler(s) __________________________________________________________ 
 
Professional Therapy Dog ____________________________________________________________  
 
School(s) in which dog will be used ____________________________________________________  
 
❏ Administrative Approval – A signed statement of the building administrator’s approval for use of 

the Professional Therapy Dog. 
 

❏ Health Records – A copy of annual vaccinations and exams signed by the veterinarian, including 
a photocopy of Rabies certificate. *It is expected that all owners will use year-round preventive 
medication for heartworm and external parasites. 

 
●  Rabies, five-way parvo/distemper, and bordetella vaccinations  
● Comprehensive wormer or a fecal check for worms  
● Check for external parasite control  

 
Please note: for dogs less than one year of age or receiving their first parvo/distemper and rabies vaccination, 

follow-up vaccines will take place in one year. For all other dogs, these vaccinations take place every three years 
 

❏ Public Access Test Documentation – A certificate certifying that the handler and dog both passed 
the Public Access Test must be provided.  

 
❏ Current Certification – Date:_______________________________________________________  

 
❏ Proof of Insurance 

 
❏ Agree to abide by all items as outlined in Board Policy.  

 
 
 
 
________________________________________________________     _________________________  
Dog Owner’s Signature                   Date   



MCSD Therapy Dog Team Daily Checklist 
 
As a handler you have a significant responsibility to your teammate- your animal. A close and 
trusting relationship is crucial for successful therapy dog visits. Please go through this checklist 
on a daily basis to ensure a successful day for you and your partner. 
 

❏ Does you dog meet the requirements outlined in board policy and is the appropriate 
paperwork turned in? 
 

❏ Is your dog ready for the day? 
❏ Are they well groomed? 

❏ Bathed 
❏ Coat well maintained 
❏ Nails trimmed 
❏ Good breath 
❏ Drooling under control 
❏ Clean eyes 
❏ Ears clean and free of odor 
❏ Feet are clean 

❏ Is there temperament appropriate for the day (no signs of stress, no growling, no 
excessive panting, jumping excessively, whining, licking and mouthing, etc.)? 

❏ Are they following directions and commands? 
❏ Have they been fed and watered? 
❏ Are they free of any signs of ill health (open wounds, skin rashes, vomiting, 

tiredness, odd smells, etc.) 
❏ Are the free of fleas, ear mites, skin mites, mange, ticks, or other parasites? 
❏ Does your dog have their vest on with Therapy Dog tags? 
❏ Does your dog have their identification on their collar or vest? 

 
❏ Are you ready for the day? 

❏ Do you have a location predetermined for potty breaks? 
❏ Do you have cleaning supplies available if an accident were to occur? 
❏ Is your temperament appropriate for the day?  
❏ Do you have planned water breaks, potty breaks, and stress breaks? 
❏ Do you have a plan for students or staff with allergies or have no contact 

requests? 
❏ Are you aware of your dog’s stress triggers? 

❏ Do you have a plan if your dog becomes stressed? 
❏ Do you have a dog first aid kit available if your dog were to become injured? 

❏ Do you have a plan for emergencies? 
 
 

Adoption of Policy    08-19-19 
First Reading of Policy 08-19-19 
Second and Final Reading 09-16-19 
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MCSD         Code No: 108 
December 2020 
Chapter 1 – School District Educational Philosophy and Goals 
 
Policy Title:  Goals & Objectives of Education Program 
 
The goals and objectives of the school district shall be designed to achieve the philosophy statement of 
the school district. 
 
Short-term and long-term objectives for the education program shall be reviewed annually by the board.  
These objectives shall reflect the results of the needs assessment, staff recommendations, changes in law 
and shall be reviewed annually. 
 
1. Community members and business people have the opportunity to be active partners with 

students and the school district in the educational process. 
 
2. Parents will have the opportunity to be active partners with their children and the school district 

in the educational process. 
 
3. The district will provide a safe, orderly, and supportive environment.  The district will maintain a 

just and fair atmosphere which fosters respect for others, personal integrity, and accountability. 
 
4. Students will develop basic skills, thinking skills and personal/social skills that will meet their 

needs and those of the larger community. 
 
5. School employees and volunteers will assist students in meeting their needs.  School employees 

and volunteers will continually improve their skills to meet the ever-changing responsibilities of 
their jobs. 

 
6. The district will ensure that the entire community has the opportunity for involvement in the 

educational process.  On an annual basis, the School Improvement Advisory Council will review 
and affirm district belief statements and learner outcomes. 

 
Legal Reference:  Iowa Code §§ 21, 280.12, 280.18 
 
Previous Date of Adoption  04-24-89 
Revision Discussion   01-27-97 
First Reading of Revision  01-27-97 
Second Reading and Adoption  02-10-97 
Reviewed by Policy Committee 09-08-03, 09-11-06, 01-08-07, 07-16-07, 09-10-12,  

08-20-18, 12-21-20 
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         Code No: 108 
Building Mission Statements 

 
Belief Statements 

 
INSTRUCTION: 

• Instructional strategies should fit the needs of the learners and challenge their growth 
emotionally, socially, and academically. 

• Instructional strategies will model life long learning. 
• Instructional strategies will support student development as independent learners and provide 

opportunities to interact effectively and productively with others. 
• Teachers will utilize a wide variety of instructional strategies throughout the curriculum to meet 

needs of diverse learners. 
• Instructional strategies used should encourage the development of skills, processes and 

knowledge. 
• Assessment is an integral part of good instruction.  It should provide motivation, be on-going and 

clearly linked to instructional strategies. 
• Quality assessments will inform students, parents, and teachers and provide feedback that can be 

utilized to improve instruction. 
 
TECHNOLOGY: 

• the use of technology is an essential part of life-long learning. 
• Technology is an essential tool that can improve student learning and enhance creativity. 
• Students and staff will utilize technology in a responsible and ethical manner. 
• Technology is not limited to computers, but includes calculators, TV, VCR, telephones, digital 

cameras, scanners, etc. 
• Technology based learning will enhance opportunities for community involvement and expand or 

improve avenues of communication. 
• On-going support from the district and staff development in the area of technology is essential for 

continuous growth and improvement. 
• Technological skills, applications, processes and products will be assessed for growth. 

 
CURRICULUM: 

• Students will learn to solve problems and manage change by themselves and with others. 
• Knowledge, skills, processes and character development are spiraled EC-12.   
• Staff development will focus on pedagogy and best practices. 
• The curriculum is rigorous and relevant to the students and provides opportunity for choice. 
• Requires students, parents, school employees, community members and the business community 

to participate actively in the connected learning process. 
• Assessment and feed back of student learning is interwoven throughout the teaching and learning 

experience.  Skills, processes and products will be assessed.   
• Curriculum development is an on-going process that requires communication. 

 
ORGANIZATIONAL / LEARNING ENVIRONMENT: 

• The atmosphere will be free of fear, prejudice and discrimination of all kinds. 
• A safe, orderly and supportive learning environment will be provided for all students, staff and 

community members. 
• An appreciation of diversity, tolerance, and mutual respect are the basis of positive working 

relationships for both students and adults. 
• Planned opportunities for involvement of the entire community in the educational process will be 

continuously provided. 
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• Students will feel safe and secure in the school environment due to having adequate physical 
facilities and continuous emotional support. 

• Students will be supported as they transition throughout the school system developing confidence 
and independence commensurate with their age and maturity. 

• Scheduling and staffing decisions will be based upon providing maximum learning opportunities 
for students. 

 
Learner Outcomes: 

 
The district has two overall outcomes: 

• Each learner will be able to establish an active, independent life and be able to interact effectively 
and productively with others. 

• Each learner will be able to manage change creatively and constructively. 
 
Students must therefore be able to: 

• Gather information – determine the need for information and acquire the information 
• Process Information – organize information in a workable framework, define the main cause of 

the problem, generate relevant alternatives and judge choices before acting. 
• Produce Information – develop a plan of action toward a specific intent and implement a plan of 

action to develop either a quality product or idea. 
• Provide Information – effectively present a product or idea to others. 

 
Student Learning Goals 

It is our belief that students can develop basic skills, thinking skills, and personal/social skills that will 
meet their needs and those of the larger community.  Therefore, students will:  

• Demonstrate at high levels the basic skills of communication, problem-solving, reasoning, 
knowing how to learn, along with such personal qualities as responsibility, integrity, honesty, and 
self-confidence. 

• Work both independently and with others to determine and achieve worthwhile purposes. 
• Respect, understand and support other students, parents, school employees, community members, 

and the business community and their roles within the school community. 
• Use appropriate technologies for a variety of purposes in an engaging problem-solving 

environment. 
• Use information from a variety of resources and reasoning strategies to solve problems and make 

decisions in a changing world. 
• Have the skills, habits, and traits of character for leading healthy lives as contributing members of 

the community. 
• Understand, appreciate and enjoy the contributions of the world’s many cultures, including both 

men and women, to our lives and work. 
• All students will model healthy physical, mental, and emotional self-images. 
• All students will display behavior that demonstrates an acquired understanding of the rights and 

dignity of themselves and others, who may be different in terms of gender, race, national origin, 
and disabilities. 

• All students will appreciate the aesthetic qualities of the arts and humanities. 
• All students will be successfully employed (making a home, military service, full-time employee, 

self-employed, and/or enrolled in post-secondary education.) 
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MCSD          Code No. 200 
August 2018 
Chapter 2 – Board of Education 
 

Board of Education 
 

Chapter 2 
 

Policy Title  Statement of Guiding Principles  
 
It is the policy of the Board of Education to organize and maintain the distinction 
between those activities which are appropriate to the Board of Education as the 
legislative governing body of the School District, and those administrative activities 
which are to be performed by the Superintendent of Schools and the administrative staff 
in the exercise of a delegated administrative authority.  The function of the Board can be 
described as policy-making, appraisal, and evaluation. 
 
The Board of Education shall have the further duty of providing the financial means by 
which the educational program is conducted.  The Board shall also ensure that the 
community is informed of the needs, purposes, values, and status of the schools. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Previous Date of Adoption  11-10-86 
Revision Discussion   07-20-92 
Adoption of Revision   07-20-92 
Reviewed by Policy Committee 09-08-03, 01-08-07, 11-12-12, 08-20-18 
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MCSD         Code No. 200.1 
June 2020 
Chapter 2 – Board of Education 
 
Policy Title  Organization of Board  
 
The Maquoketa Community School District board is authorized by and derives its 
organization from Iowa law.  The board will consist of five board members.   
 
The board is organized for the purpose of setting policy and providing general direction 
for the school district.  The board will hold its organizational meeting at the first regular 
meeting following the canvass of votes.  The retiring board will transfer materials and 
responsibility to the new board. 
 
The organizational meeting allows the outgoing board to approve minutes of its previous 
meetings, complete unfinished business and review the school election results.  The 
retiring board will adjourn and the new board will then begin.  The Secretary of the 
Board will administer the oath of office to the newly-elected board members.  The 
Secretary of the Board or the Superintendent of Schools will preside while the new board 
elects the president and vice-president whom will hold office for a term of one year. 
 
Nominations for president may be made by any Board member.  The Board member 
receiving the majority vote will be declared elected.  This may be done orally or by 
written ballot.  However, if a written ballot is the choice, ballots must be initialed or 
signed by each Board member for identification. 
 
The nominations for and election of a vice-president shall be conducted in the same 
manner as the president. 
 
Legal Reference: Iowa Code §§ 274.2; 275.23A; 277.23, .28, .31; 279.1, .5, .7, .8, .33 
 281 I.A.C 12.3 
 
Cross Reference: 201.5 Memberships 
 206.1 President 
 206.2 Vice-President 
 210.2 Regular Meetings 
 
 
 
 
Previous Date of Adoption  11-10-86 
First Reading    07-13-87 
Adoption of Revision   08-10-87 
Reviewed by Policy Committee 09-08-03, 01-08-07, 08-10-09,11-12-12, 5-15-17, 

08-20-18, 06-15-20 
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Code No. 200.1R1 
 
 

ORGANIZATIONAL MEETING PROCEDURES 
 
The board will hold its organizational meeting in odd-numbered years at or before the first 
regular following the canvass of votes. Notice of the meeting's place and time will be given by 
the board secretary to each member, member-elect, and the public. 
 
The purpose of the meeting is to transfer material and responsibility from the outgoing board to 
the new board.  At the meeting, the board will elect a president and vice president who will hold 
office for one year.  Once elected, the president and vice president will be entitled to vote on all 
matters before the board. 
 
Meeting Procedure 
 
The organizational meeting of the board will be held in two parts:  the final meeting of the 
outgoing board, and the organizational meeting of the new board. 
 

1. Final Meeting of the Retiring Board 
   

 (1) Roll Call. 
 (2) Approval of Agenda 
 (3) Approval of minutes of previous meeting(s) 
 (4) Visitors – Comments from the Public 
 (5) Old Business  
  (a) Current claims and accounts (for the retiring board to authorize).   
 (6)  Examine and settle the books for the previous year. 
 (7) Review of election results.  The board secretary will present the county auditor’s  
  official report on the latest elections.  Official results are recorded in the minutes.  
 (8) Adjournment of the retiring board. 
 
2. Organizational Meeting of the New Board 

(1) The Boards Secretary or Superintendent, as president pro tem, will preside over the 
meeting until a new board president is elected. 

(2) Call to order. 
(3) Roll Call. 
(4) Oath of office.  The board secretary or superintendent will administer the oath to new 

members. 
(5) Election of a president of the board.  The president pro-tem calls for nominations; 

nominations need not be seconded.  The board will then vote on the nominations.  
The secretary will announce the result of the vote, and the president pro-tem will 
administer the oath of office to the newly elected president and the newly elected 
president will assume the chair. 

(6) Election of the vice president.  The president of the board will call for nominations; 
the nominations need not be seconded.  The board will then vote on the nominations.  
The president will announce the results and administer the oath of office to the vice 
president. 

(7) Board resolution of appreciation recognizing the public service rendered by retiring 
board members. 

(8) Determination of time and place of regular meetings 
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(9) Review of School Board Code of Ethics 
(10) Approval of the Board Policy Book 
(11) Appointments and Designations 
(12) Superintendent’s report. 
(13) Adjournment. 

 
Vacancies in Officer Positions 
 
If any office of the board should become vacant between organizational meetings, such office 
will be filled by the remaining members of the board in accordance with this policy. 
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MCSD         Code No. 200.3 
August 2018 
Chapter 2 – Board of Education 
 
Policy Title:  General Powers and Duties  
 
The Board of Education shall make rules for its own government and that of the 
employees and pupils, and for the care of the schoolhouse, grounds, and property of the 
school corporation, and aid in the enforcement of these rules, and require the 
performance of duties of said persons imposed by the law and the rules. 
 
Legislative - The school Board represents the people of the district and shall function as 

a policy-making body.  The Board has complete jurisdiction over the 
school district and its employees. 

 
Executive - The Board of Education selects an executive officer, the Superintendent of 

Schools, and delegates to him/her the authority for carrying out the 
policies, plans, and administrative details necessary to insure that all 
phases formulated by the Board are made effective in the operation of the 
schools. 

 
Evaluative- Evaluation is that function which attempts, through careful  
 examination and study of facts and conditions, to determine the efficiency 

of the operation of the schools, not only in dollars and cents, but in 
desirable values as the result of instruction based on a sound philosophy of 
education. 

    
Legal Reference: Iowa Code §§ 274.1; 279.1, .8, .20; 280.12 (2013). 
  281 I.A.C. 12.3 (2). 
 
 
 
 
Previous Date of Adoption  04-27-81 
Revision Discussion   10-27-86 
Adoption of Revision   11-10-86 
Reviewed by Policy Committee 09-08-03, 01-08-07, 11-12-12, 08-20-18 
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MCSD         Code No: 200.4 
August 2018 
Chapter 2, Board of Education 
 
Policy Title: Compensation for Expenses 
 
Members of the Board of Education shall serve without pay.  They shall be reimbursed 
for expenses incurred in the performance of their duties as members of the Board. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Original Date of Adoption  05-14-73 
Revision Discussion   03-23-81 
First Reading    04-06-81 
Second Reading – Adoption  04-27-81 
Reviewed by Policy Committee 10-06-86 
Reviewed by Policy Committee 09-08-03, 01-08-07, 11-12-12, 08-20-18 
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MCSD             Code No.  201 
August 2018 
Chapter 2 - Board of Education 
 
Policy Title: Elections 
 
The school election takes place on the first Tuesday after the first Monday in November of odd-
numbered years. 
 
Special elections may be called by the Board of Education with reference to those matters 
stipulated in Chapter 277.2, which are applicable to the School District.  HF 2620 has limited 
special elections to four dates per year. 
 
There shall be a written notice of all regular or special elections, which notice shall be given by 
publication preceding the election.  Arrangement for conducting the elections, including 
publication, shall be the responsibility of the County Auditor upon written notification from the 
Board of Directors. 
 
Balloting at school elections will be by printed ballot, or voting machines.  The ballots shall be 
printed on plain paper with the candidates’ names printed in alphabetical order and rotated in 
precincts where more than one candidate is running for each seat. 
 
Citizens of the school district community seeking a seat on the board must file their nomination 
papers with the board secretary, or the board secretary’s designee, in accordance with the timelines 
established by law. 
 
If a vacancy occurs on the board it shall be filled in accordance with law and board policy.. 
 
Polling places for school elections will be as follows: 
 
A. For regular elections held on the first Tuesday after the first Monday in November of odd-
numbered years or special elections, there will be only one polling place at the Jackson County 
Court House in Maquoketa. 
 
 
Legal Reference:  Iowa Code §§ 39; 45, 63, 69; 274.7; 277; 278.1, 279.7 
  
 
Cross Reference: 203  Board of Directors’ Conflict of Interest 
 
 
Previous Date of Revision  08-09-93 
Revision Discussion   11-11-96 
Adoption of Revision   01-14-02 
Reviewed by Policy Committee  09-08-03, 01-08-07, 07-20-09, 11-12-12, 08-20-18 
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MCSD         Code No. 201.1 
August 2018 
Chapter 2 – Board of Education 
 
Policy Title:  Name of School District 
 
This school district is organized and known as Maquoketa Community School District 
located in the counties of Jackson, Clinton, Dubuque, State of Iowa. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference: Code of Iowa Chapter 274.6 
 
 
 
 
 
First Reading     02-26-73 
Confirmation of First Reading Changes 04-23-73 
Final Reading     05-14-73 
Reviewed by Policy Committee  09-08-03, 01-08-07, 11-12-12, 08-20-18 
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MCSD          Code No. 201.2 
August 208 
Chapter 2 – Board of Education 
 
Policy Title:  Legal Status of the Board 
 
The Board of Education of the Maquoketa Community School District derives its legal status 
from the constitution of the State of Iowa and the statutes enacted by the Iowa General 
Assembly.  A Board of Education may establish additional rules and regulations that are not 
in conflict with the laws of the State or our nation. 
 
The Board of Education can transact business which is legally binding on the district only 
when it is in regular or special session with a quorum (as defined in policy no. 210.6) present 
and its proceedings recorded in the minutes of the meeting. 
 
The Board of Education retains full legislative and judicial authority over the schools in 
accordance with the school laws and the expressed will of the electorate.  It delegates all 
executive, supervisory, and instructional authority to its employees as hereinafter specified.  
Legislative service under the law implies the power and the obligation to contract for service 
and materials, the power to inspect, the power to pass judgment upon employees and their 
work.  It is also empowered to veto acts of any or all employees when such acts are deemed 
contrary to the legal rights or obligations of the district, or inconsistent with established board 
policies. 
 
While the Board of Education is charged by the state with the responsibility for providing 
educational opportunities for the children of its school district and of directing those public 
school activities which the state entrusts to its care and supervision, a carefully planned 
pattern of authority is observed by the Board.  In fulfilling its obligations, the Board acts 
similarly in its relationships to the schools as do boards of directors to successful business 
organizations.  It will establish policies, delegate their execution and evaluate the results. 
 
The direct administration of the school system is delegated to the Superintendent of Schools 
whom the Board appoints to act as executive officer of the Board.  The Superintendent is held 
individually and directly responsible to the Board for the execution of all its policies and its 
legislation and for such other duties assigned to the Superintendent by the Board. 
 
The Board approves of the team management concept and authorizes the Superintendent to 
establish guidelines for implementing that process. 
 
Individual members have authority only when acting formally as members of the Board while 
it is in regular or special session, or when specifically entrusted by the Board to carry our 
definite assignments. 
 
Previous Date of Adoption  11-10-86 
Revision Discussion   07-20-92 
Adoption of Revision   07-20-92 
Reviewed by Policy Committee 09-08-03, 01-08-07, 11-12-12, 08-20-18 
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MCSD        Code No: 201.5 
August 2018 
Chapter 2, Board of Education 
 
Policy Title:  Membership  
 
The Board of Education shall consist of five (5) members. 
 
The five members shall be all at large districts.  However, at each election for board 
members, all qualified electors are permitted to vote for the candidates from each area. 
 
Related Administrative Rules and Regulations: 
 
Any person seeking election to an elective office under the laws of the state of Iowa shall 
be an eligible elector at the time of any election at which the person’s name appears on 
the ballet.   
 
An eligible elector is a U.S. Citizen who is at least 18 years old and is a resident of the 
appropriate district and who has not been disqualified from voting.  An eligible elector 
meets all of the requirements to register to vote, but is not necessarily registered to vote. 
 
 
Previous Date of Adoption  09-14-87 
First Reading    Waived 
Second and Final Reading  07-18-94 
First Revision    01-28-02 
Reviewed by Policy Committee  09-08-03, 01-08-07, 11-12-12, 08-20-18 
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MCSD         Code No. 202.3 
August 2018 
Chapter 2 – Board of Education 
 
Policy Title  Term of Office   
 
Board members elected for a full term at a regularly scheduled school election in 
November, of odd-numbered years, serve for four years.  Board members appointed to 
fill a vacant position will serve until a successor is elected and qualified at the next 
regular school election, unless there is an intervening special election for the school 
district, in which event a successor shall be elected at the intervening special election.  A 
board member elected to fill a vacancy will serve out the unexpired term. 
 
 
 
 
 
 
Legal Reference: Iowa Code §§69.12; 274.7; 279.6-.7  
 
 
Cross Reference: 201 Board of Directors’ Elections 
   202 Board of Directors Members 
   202.4 Vacancies 
 
 
 
 
 
 
 
 
Original Date of Adoption  05-14-73 
Revision Discussion   03-23-81 
First Reading    04-06-81 
Second Reading –Adoption  04-27-81 
Reviewed by Policy Committee 10-06-86 
Reviewed by Policy Committee 09-08-03, 01-08-07, 07-20-09, 11-12-12, 08-20-18 
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MCSD         Code No. 202.4 
June 2020 
Chapter 2 - Board of Education 
 
Policy Title Board Vacancies 
 
A vacancy occurs as provided by law, which includes but is not limited to when a board 
member dies, resigns or leaves office, or fails to reside in the school district.  
 
If a vacancy occurs prior to the expiration of a term of office, the vacancy will be filled by 
board appointment within thirty days of the vacancy. The board shall publish notice stating 
that the board intends to fill the vacancy by appointment, but the electors of the school 
district have the right to file a petition within 14 days of the publication of the notice 
requiring the vacancy be filled by a special election. 
 
A person appointed to fill a vacancy shall hold office until a successor is elected and 
qualified at the next regular school election, unless there is an intervening special election 
for the school district, in which event a successor shall be elected at the intervening special 
election. 
 
If the Board is unable to fill a vacancy by appointment within thirty days after the vacancy 
occurs, or if a valid petition is submitted the board secretary will call a special election to be 
held no sooner than sixty days and not later than seventy days after the vacancy occurred.  
The board member elected at the special election will serve the remaining portion of the 
unexpired term. 
 
Legal Reference: Good v. Crouch, 397 N.W.2d 757 (Iowa 1986). 

Board of Directors of Grimes Independent School Dist. v. County 
 Board of Public Instruction of Polk Co., 257 Iowa 106, 131 N.W. 
 2d 802 (1965). 

Board of Directors of Menlo Consol. School Dist. v. Blakesburg, 240 
Iowa 910, 36 N.W.2d 751 (1949). 

   Iowa Code §§ 69; 277.29-30; 279.6-.7 (2011). 
   1944 Op. Att’y Gen. 39. 
 
Cross Reference: 201  Board of Directors Elections 
   201.5 Membership 
   202.3 Term of Office 
 
Previous Date of Adoption  07-20-92 
Revision Discussion   07-19-93 
First Reading on Revision  07-19-93 
Adoption of Revision   08-09-93  
Reviewed by Policy Committee 09-08-03, 01-08-07, 07-20-09, 11-12-12,    
     08-20-18, 06-15-20 
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MCSD         Code No. 202.7 
August 2018 
Chapter 2 – Board of Education 
 
Policy Title  New Board Member Orientation  
 
The Board directs the superintendent to cooperate impartially with all candidates in providing them 
with information about school governance, board operations and school programs.  This cooperation, 
for example, may include: 
 

1. Notification of public meetings of the Board, with the agenda provided. 
 

2. Meeting with a candidate or candidates to provide background information on the 
school system and school board service and/or arranging such other candidate-
orientation sessions as the superintendent finds appropriate. 

 
3. Providing each candidate with information published by the State School Board 

Association on the powers and duties of Boards and other association materials germane 
to board service. 

 
4. Making arrangements for the candidate to review the current policies of the Board, 

administrative regulations, and other publications of the school system. 
 
During the period of their candidacy, all candidates will be urged to attend, and be welcomed at, pubic 
meetings of the Board.  All public information about the school system will be made available to them. 
 
The introduction of new board members to the School District and their familiarization with it is a 
crucial educational process and an important board responsibility.  A satisfying introductory program 
will ultimately reward both board members and the School District.  Therefore, orientation will include 
the following for all new board member: 
 

1. A workshop (for new board members) conducted by the State School Boards Association 
 
2. An orientation meeting or meetings with the Superintendent and the board president. 

 
3. Availability of board policies and administrative procedures. 

 
4. Visits to school facilities. 

 
Board development and training, which begins with orientation may be thought of as a continuing 
process and a beneficial one for all board members.  Therefore, the following activities are suggested 
for the entire board: 
 

1. Attendance at conferences and conventions on local, area, state, and national levels. 
 
2. Attendance at local workshops for continuing in-service training. 
 

 
 
Previous Date of Adoption  11-10-86 
Revision Discussion   07-20-92 
Adoption of Revision   07-20-92 
Reviewed by Policy Committee 09-08-03, 01-08-07, 11-12-12 , 08-20-18 
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MCSD           Code No. 203 
June 2020 
Chapter 2 - Board of Education 
 
Policy Title   Board of Directors’ Conflict of Interest     
 
Board members must be able to make decisions objectively.  It is a conflict of interest for a board 
member to receive direct compensation from the school district, unless exempted in law or policy, for 
anything other than reimbursement of actual and necessary expenses, including travel, incurred in the 
performance of official duties. A board member will not act as an agent for school textbooks or school 
supplies, including sports apparel or equipment in any transaction with a director, officer, or other staff 
member of the school district during the board member’s term of office. It will not be a conflict of 
interest for board members to receive compensation from the school district for contracts to for the 
purchase goods or services which benefits a board member, or to compensation for part-time or 
temporary employment which benefits a board member, if the benefit to the board member does not 
exceed $6,000 a fiscal year or if the contracts are made by the board, upon competitive bid in writing, 
publicly invited and opened. 
 
The conflict of interest provisions do not apply to a contract that is a bond, note or other obligation of a 
school corporation if the contract is not acquired directly from the school corporation, but is acquired 
in a transaction with a third party, who may or may not be the original underwriter, purchaser, or 
oblige of the contract, or to a contract in which a director has an interest solely by reason of 
employment if the contract was made by competitive bid, in writing, publicly invited and opened, or if 
the remuneration for employment will not be directly affected as a result of the contract and duties of 
employment do not involve any of the preparation or procurement of any art of the contract.  The 
competitive bid section of the conflict of interest provision does not apply to a contract for professional 
services not customarily awarded by competitive bid. 
 
It will also be a conflict of interest for a board member to engage in any outside employment or 
activity, which is in conflict with the board member’s official duties and responsibilities.  In 
determining whether outside employment or activity of a board member creates a conflict of interest, 
situations in which an unacceptable conflict of interest is deemed to exist shall include, but not be 
limited to, any of the following: 
 
 (1) The outside employment or activity involves the use of the school district’s time, 
facilities, equipment and supplies or the use of the school district badge, uniform, business card or 
other evidence of office to give the board member or member of the board member’s immediate family 
an advantage or pecuniary benefit that is not available to other similarly situated members or classes of 
members of the general public.  For purposes of this section, a person is not “similarly situated” merely 
by being related to a board member. 
 
 (2) The outside employment or activity involves the receipt of, promise of, or acceptance of 
more or other consideration by the board member or a member of the board member’s immediate 
family from anyone other than the state or the school district for the performance of any act that the 
board member would be required or expected to perform as part of the board member’s regular duties 
or during the hours in which the board member performs service or work for the school district. 
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Policy Title   Board of Directors’ Conflict of Interest, Continued   Code No: 203 
 
 (3) The outside employment or activity is subject to the official control, inspection, review, 
audit, or enforcement authority of the board member, during the performance of the board member’s 
duties of office or employment. 
 
If the outside employment or activity is employment or activity in (1) or (2) above, the board member 
must cease the employment of or activity. If the activity or employment falls under (3), then the board 
member must: 
 

• Cease the outside employment or activity; or 
 
• Publicly disclose the existence of the conflict and refrain from taking any official action or 

performing any official duty that would detrimentally affect or create a benefit for the outside 
employment or activity.  Official action or official duty includes, but is not limited to, 
participating in any vote, taking affirmative action to influence any vote, determining the facts 
or law in a contested case or rulemaking proceeding, conducting any inspection, or providing 
any other official service or thing that is not available generally to members of the public in 
order to further the interests of the outside employment or activity. 

 
When procurement is supported by Federal Child Nutrition funds, board members will not participate 
in the selection, award, or administration of a contract if there is a real or apparent conflict of interest 
in the contract.  Contract, for purposes of this paragraph, includes a contract where the board members, 
board member’s immediate family, partner, or a non-school district employer of these individuals is a 
party to the contract. 
 
It is the responsibility of each board member to be aware of an actual or potential conflict of interest.  
It is also be the responsibility of each board member to take the action necessary to eliminate such a 
conflict of interest.  Should a conflict of interest arise, a board member should not participate in any 
action relating to the issue from which the conflict arose. 
 
 
Legal Reference: Iowa Code §§ 68B, 71.1; 277.27; 279.7A; 301.28  
   22 C.F.R. § 518.42 
 
Cross Reference: 201  Elections 
   201.5 Memberships 
   204  Code of Ethics 
   217 Gifts to Board of Directors 
   401.3 Relations to Professional Staff (Nepotism) 
 
Previous Date of Adoption  08-10-92 
Adopted    08-09-93 
Reviewed    01-28-02   
Reviewed by Policy Committee 09-08-03, 01-08-07, 04-23-12, 11-12-12, 02-08-16, 08-20-18, 
     06-15-20 
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MCSD           Code No. 204 
June 2020 
Chapter 2 – Board of Education 
 
Policy Title:  Code of Ethics 
 
Board members’ actions, verbal and nonverbal, reflect the attitude and the beliefs of the school district.  
Therefore, board members must conduct themselves professionally and in a manner fitting to their position.   
 
Each board member shall follow the code of ethics stated in this policy. 
 
AS A SCHOOL BOARD MEMBER 
 

1. I will listen. 
   

2. I will respect the opinions of others. 
 
3. I will recognize the integrity of my predecessors and associates and the merit of their work. 
 
4. I will be motivated only by an earnest desire to serve my school district and the children of my 

school district community in the best possible way. 
 
5. I will not use the school district or any part of the school district or any part of the school district 

program for my own personal advantage or for the advantage of my friends or supporters. 
 
6. I will vote for a closed session of the board if the situation requires it, but I will consider “star 

chamber” or “secret” sessions of board members unethical. 
 
7. I will recognize that to promise in advance of a meeting how I will vote on a proposition would 

be considered to be “close minded”.  Further, should I agree not to think through other facts and 
points of view, which might be presented in the meeting, would also be interpreted as “close 
minded”. 

 
8. I will expect, in board meetings, to spend more time on educational programs and procedures 

than on business detail. 
 
9. I will recognize that authority rests with the board in legal session and not with individual 

members of the board, except as authorized by law. 
 
10. I will make no disparaging remarks, in or out of the board meeting, about other members of the 

board or their opinions. 
 
11. I will express my honest and most thoughtful opinions frankly in board meetings in an effort to 

have decisions made for the best interests of the children and the education program. 
 
12. I will insist that the members of the board participate fully in board action and recommend that 

when special committees are appointed, they serve only in an investigating and advisory capacity. 
 
13. I will abide by majority decisions of the board. 

 
 



  204 
   
  

Policy Title:  Code of Ethics, continued        Code No. 204 
 

14. I will carefully consider petitions, resolutions and complaints and will act in the best interest of 
the school district. 

 
15. I will not discuss the confidential business of the board in my home, on the street or in my office; 

the place for such discussion is the board meeting. 
 
16. I will endeavor to keep informed on local, state, and national educational developments of 

significance so I may become a better board member. 
 
 
IN MEETING MY RESPONSIBILITY TO MY SCHOOL DISTRICT COMMUNITY 

 
1. I will consider myself a trustee of public education and will do my best to protect it, conserve it, 

and advance it, giving to the children of my school district community the educational facilities 
that are as complete and adequate as it is possible to provide. 

 
2. I will consider it an important responsibility of the board to interpret the aims, methods, and 

attitudes of the school district to the community.   
 
3. I will earnestly try to interpret the needs and attitudes of the school district community and do my 

best to translate them into the education program of the school district. 
 
4. I will attempt to procure adequate financial support for educational facilities and programs. 
 
5. I will represent the entire school district rather than individual electors, patrons or groups. 
 
6. I will not regard the school district facilities as my own private property but as the property of the 

people. 
 
 
IN MY RELATIONSHIP WITH SUPERINTENDENT AND EMPLOYEES 
 

1. I will function, in meeting the legal responsibility that is mine, as a part of a legislative, policy 
forming body, not as an administrative office. 

 
2. I will recognize that it is my responsibility, together with that of my fellow Board members, to 

see the school district is properly run and not to run them myself. 
 
3. I will expect the school district to be administered by the best trained technical and professional 

people it is possible to procure within the financial resources of the school district. 
 
4. I will recognize the superintendent as executive officer of the board. 
 
5. I will work through the administrative employees of the Board, not over or around them. 

 
6. I will expect the superintendent to keep the board adequately informed through both oral and 

written reports. 
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Policy Title:  Code of Ethics, continued        Code No. 204 
 
7. I will vote to employ employees only after the recommendation of the superintendent  has been 

received. 
 
8. I will insist that contracts be equally binding on teacher and the board. 
 
9. I will give the superintendent power commensurate with the superintendent’s responsibility and 

will not in any way interfere with, or seek to undermine, the superintendent’s authority.  
 
10. I will give the Superintendent of Schools friendly counsel and advice. 
 
11. I will present any personal criticism of employees to the Superintendent of Schools. 
 
12. I will refer all complaints to the proper administrative officer. 

 
TO COOPERATE WITH OTHER SCHOOL BOARDS 
 

1. I will not employ a Superintendent, principal, or teacher who is already under contract with 
another school without first securing assurance from the proper authority that the person can be 
released from contract. 

 
2. I will consider it unethical to pursue any procedure calculated to embarrass a neighboring Board 

or Superintendent. 
 
3. I will associate myself with board members of other school districts for the purpose of discussing 

school district issues and cooperating in the improvement of the education program. 
 

 
Legal Reference:  Iowa Code §§ 21.6(3)(d); 68B; 69; 277.28; 279.7A, 279.8. 301.28 
 
 
Cross Reference: 203  Board of Directors’ Conflict of Interest 
 
 
Previous Date of Adoption  11-10-86 
Revision Discussion   07-20-92 
Adoption of Revision   07-20-92 
Reviewed by Policy Committee  09-08-03, 01-08-07, 11-12-07, 11-12-12, 08-20-18, 06-15-20 



204.6 

MCSD         Code No. 204.6 
August 2018 
Chapter 2 - Board of Education 
 
 
Policy Title    Board Security and Protection       
 
Public bodies must feel free to meet in the public setting as required by law without 
concern of risk of personal injury.  The Board shall take whatever action is necessary to 
maintain an orderly board meeting, free from interference or interruption by spectators, 
and to keep the board members safe while complying with the open meetings law. 
 
Individuals who threaten the Board with violence or who are continuously disruptive may 
be asked to leave the meeting.  If the individuals do not leave, the Board may have law 
enforcement officials escort the individuals from the Board meeting.  The Board may hire 
a security officer if the board members’ concern for safety or actions by spectators 
warrants it. 
 
 
 
 
 
Legal References: Iowa Code § 21.7; 279.8 
    
Cross Reference: 210.2  Regular Meeting 
   903.6  Public Participation in Board Meetings 
 
 
 
New Policy Discussion   06-13-94 
First Reading on Adoption   06-13-94 
Second Reading and Adoption  07-18-94   
Reviewed by Policy Committee  09-08-03, 01-08-07, 11-12-12, 08-20-18 
 
 
 



204.10 

MCSD         Code No: 204.10 
August 2018 
Chapter 2 – Board of Education 
 
Policy Title:    Order of Regular Business 
 
I. Roll Call 
II. Consent Agenda 

A. Approval of Agenda 
B. Minutes of Previous Meeting(s) 
C. Registrations, Reimbursements, and Selected Accounts Payable 
D. Review of Financial Reports 
E. Contract Amendment(s) 
F. Resignation(s) 
G. Recommendation to Hire(s) 
H. Others 

III. Reception of Visitors and Informal Comments from the Public 
IV. Spotlight on Education 
V. Good News Reports 
VI. Board Comments 
VII.  General Business of the Board 

A. Policy and Instruction 
B. Personnel Items 
C. Business Affairs 

VIII. Legislative Update 
IX. Superintendent’s Report to the Board 
X. Miscellaneous Communication 
XI. Adjournment 
 
 
 
 
Previous Date of Adoption  11-10-86 
Revision Discussion   07-15-91 
First Reading on Revision  07-15-91 
Second and Final Reading  08-12-91 
Reviewed by Policy Committee 09-08-03, 01-08-07, 11-12-12, 09-08-14, 11-10-14, 

08-20-18 
 



204.12 

MCSD         Code No: 204.12 
August 2018 
Chapter 2 - Board of Education 
 
Policy Title:  Minutes of Closed Meetings  
 
Closed meetings of the Board of Education may be held only according to the provisions 
of the law regarding closed meetings. 
 
In that case, the roll call vote of each member on the question of holding a closed session 
will be entered into the minutes.  That said motion should include the reason for the 
closed meeting with reference to the specific exception in the Open Meetings Law. 
 
Minutes of the closed session shall be kept by the school board secretary.  Said minutes 
are to contain a synopsis of the discussion.  In addition to the written summary a  
recording shall be kept of the closed session. 
 
Minutes of the closed session are not a part of the public record, unless so ordered by 
court action.  However, at the beginning of the next open meeting those minutes shall be 
approved by motion, second and roll call vote. 
 
The Board of Education secretary shall have the responsibility and authority to store 
recordings and minutes of closed sessions.  The Board of Education secretary shall 
further have the authority to destroy minutes and erase recordings of all closed sessions 
more than one year old.  The latter action shall take place as a matter of routine unless 
otherwise ordered by the Board or except in cases where there is litigation ongoing or 
pending. 
 
 
 
 
 
 
 
 
 
Previous Date of Adoption  10-11-82 
Revision Discussion   10-27-86 
Adoption of Revision   11-10-86 
Reviewed by Policy Committee 09-08-03, 01-08-07, 11-12-12, 08-20-18 
 



204.14 

MCSD         Code No.  204.14 
August 2018 
Chapter 2- Board of Education 
 
 
Policy Title Banking    
   
The Maquoketa Community School District Business Coordinator/Board Secretary shall 
be responsible for the investment of all school district funds and for making arrangements 
for financing of school district warrants when sufficient funds are not available to pay 
them.  Excess funds will be deposited and invested among the legally authorized financial 
institutions in the District set forth in the current depository resolution, or in ISJIT, (Iowa 
Schools Joint Investment Trust). 
 
The Business Coordinator/Board Secretary and/or Treasurer is authorized, however, to 
invest in government securities when a substantially better return can be obtained in this 
manner. 
 
The Business Coordinator/Board Secretary and/or Treasurer in consultation with the 
Superintendent, is authorized and required to deposit all school district funds in local 
banks.  Assessment of banking services will be made on a regular basis (minimally every 
4 years).  Recommended changes to the location of checking and/or savings accounts will 
be presented to the Board of Education for approval. 
 
 
 
 
Previous Date of Adoption   08-10-92 
Revision Discussion    11-11-96 
First Reading on Revision   11-11-96 
Second and Final Reading    12-09-96 
Reviewed by Policy Committee  09-08-03 
Revision of Board Policy   12-12-05, 01-08-07, 11-12-12, 08-20-18 



205 

MCSD         Code No. 205 
August 2018 
Chapter 2 – Board of Education 
 
Policy Title:   School Board Member Liability 
 
Board members shall not be held personally liable for actions taken in the performance of 
their duties and responsibilities vested in them by the laws of Iowa and the members of 
the school district community.  In carrying out the duties and responsibilities of their 
office, board members shall act in good faith. 
 
The School District shall defend, save harmless and indemnify board members against 
tort claims or demands, whether groundless or otherwise, arising out of an alleged act or 
omission occurring within the scope of their official duties, unless the act constitutes a 
willful or wanton act or omission.  However, the School District shall not save harmless 
or indemnify board members for punitive damages. 
 
 
 
Legal Reference:  Wood v. Strickland, 420 U.S. 308 (1975) 
    42 U.S.C. §§1983, 1985  (1994). 
    Iowa Code ch. 670  
     
 
 
 
Previous Date of Adoption  07-11-88 
Revision Discussion   07-20-92 
First Reading on Revision  07-20-92 
Second Reading – Adoption  07-20-92 
Reviewed by Policy Committee 09-08-03, 01-08-07, 11-12-12, 08-20-18 
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MCSD         Code No. 205.1 
August 2018 
Chapter 2 - Board of Education 
 
 
Policy Title   Board of Directors and Elected Officials     
 
Being aware of, and expressing their opinion on, proposed law revisions and new laws is essential 
to maintaining and creating an education program to meet the needs of the school district 
community. 
 
It shall be the responsibility of the board to maintain contact with the elected official representing 
the school district.  
 
It shall be the responsibility of the superintendent to assist the board in keeping up-to-date on 
proposed laws and in contacting the elected officials who represent the school district. 
 
 
 
 
 
 
 
 
 
Legal Reference: Iowa Code § 279.8 (1991). 
   Iowa Code § 68B (Iowa Acts, 1992). 
 
 
New Policy Discussion   07-19-93 
First Reading on Adoption  07-19-93 
Second Reading and Adoption  08-09-93 
Reviewed    02-11-02 
Reviewed by Policy Committee  09-08-03, 01-08-07, 11-12-12, 08-20-18 
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MCSD         Code No. 206 
August 2018 
Chapter 2 – Board of Education 
 
Policy Title:   Board of Education Retirement 
 
When a Board of Education member retires from service to the school district, the 
following recognition will be given to honor said service. 
 
Upon retirement from the Board of Education after four or more years of service, that 
member shall receive a plaque recognizing said service.  They shall also receive a life 
long activities pass, which will admit them to all future school activities. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy Discussion   09-13-82 
First Reading    09-20-82 
Second Reading–Adoption  10-11-82 
Reviewed by Policy Committee 10-06-86 
Reviewed by Policy Committee 09-08-03, 01-08-07, 07-20-09, 11-12-12, 08-20-18 
 



206.1 

MCSD         Code No. 206.1 
August 2018 
Chapter 2 – Board of Education 
 
Policy Title  President  
 
It is the responsibility of the board president to lead a well-organized board in an efficient 
and effective manner.  The board president will set the tone of the board meetings and, as 
the representative of the consensus of the board, speak on behalf of the board to the 
public. 
 
The president of the board is elected by a majority vote at the organizational meeting in 
odd-numbered years, or at the annual meeting, in even-numbered years, to serve a one 
year term of office. 
 
The president, in addition to presiding at the board meetings, will take an active role in 
board decisions by discussing and voting on each motion before the board in the same 
manner as other board members.  Before making or seconding a motion, the board 
president will turn over control of the meeting to either the vice-president or other board 
member. 
 
The board president has the authority to call special meetings of the board.  Prior to board 
meetings, the board president will consult with the superintendent on the development of 
the agenda for the meeting. 
 
The board president, as the chief officer of the school district, will sign employment 
contracts and sign other contracts and school district warrants approved by the board and 
appear on behalf of the school corporation in causes of action involving the school 
district.  
 
However, in the event of a conflict of interest, or the absence of both the President and 
the Vice-President, the Secretary shall perform this duty. 
 
Legal Reference:  Iowa Code §§ 279.1-.2; 291.1  
 
 
Cross Reference: 200.1  Organization of the Board of Directors 
   206.2 Vice-President 
 
 
 
Previous Date of Adoption  04-27-81 
Revision Discussion   10-27-86 
Adoption of Revision   11-10-86 
Reviewed by Policy Committee 09-08-03, 01-08-07, 07-20-09, 07-19-10, 11-12-12, 

08-20-18 



206.2 

MCSD         Code No. 206.2 
August 2018 
Chapter 2 – Board of Education 
 
Policy Title  Vice-President  
 
The Vice-President of the Board of Education shall perform the duties ascribed to the 
President in Policy Code No. 206.1 in the absence of the President, or at the President’s 
request, or in special circumstances, by the voted request of the majority of the Board of 
Education. 
 
If the board president is unable to or unwilling to carry out the duties required, it is the 
responsibility of the Vice-President of the board to carry out the duties of the president.  
If the president is unable or unwilling to complete the term of office, the vice-president 
will serve as president for the balance of the president’s term of office, and a new vice-
president will be elected. 
 
The vice-president of the board will be elected by a majority vote at the organizational 
meeting, in odd-numbered years, or at the annual meeting, in even-numbered years, to 
serve a one-year term of office. 
 
The vice-president will accept control of the meeting from the president when the 
president wishes to make or second a motion.  The vice-president will take an active role 
in board decisions by discussing and voting on matters before the board in the same 
manner as other board members. 
 
 
Legal Reference:  Iowa Code § 279.5 
 
Cross Reference: 200.1 Organization of the Board Members 
   206.1 President 
 
 
 
Discussion of Proposed New Policy  10-27-86 
First Reading Approval   11-10-86 
Second Reading Approval   11-24-86 
Reviewed by Policy Committee 09-08-03, 01-08-07, 07-20-09, 07-19-10, 12-

10-12, 08-20-18 



206.3 

MCSD         Code No: 206.3 
August 2018 
Chapter 2 - Board of Education 
 
Policy Title: Secretary             
 
It is the responsibility of the Board to annually appoint a Board Secretary at the 
organizational meeting in odd-numbered years, or at the annual meeting, in even-
numbered years, or the November board meeting of even numbered years. 
 
A Board Secretary may be appointed from employees, other than a position requiring a 
teaching certificate, or from the public at the Board’s annual meeting.  To finalize the 
appointment, the Board Secretary will take the oath of office during the meeting at which 
the individual was appointed or no later than ten days thereafter.  [It is the responsibility 
of the Board to evaluate the Board Secretary annually.] 
 
It is the responsibility of the board secretary, as custodian of school district records. 
 
To preserve and maintain the records and documents pertaining to the business of the 
district. 
 
To keep complete minutes of special and regular board meetings, including closed 
sessions. 
 
Keep a record of the results of regular and special elections. 
 
Keep a record of each fund deposited with the Treasurer. 
 
Keep an accurate account of all bills and present them to the Board for audit and approval 
for payment. 
 
Make and file with the Board monthly financial statements, showing receipts, 
disbursements, and the remaining balance in each fund. 
 
Countersign with the President, all warrants and drafts upon the County Treasurer.  Draw 
warrants for claims allowed by the Board, countersign and keep a record of them, 
showing fund upon which the warrant is drawn, the date, name of vendor, purpose, and 
the amount. 
 
Report to the County Treasurer, the name of the President, the Secretary, and the 
Treasurer of the School Board as soon as practicable after each officer has qualified. 
 
Prepare and publish the annual and quarterly financial statements for the district. 
 
Mail itemized tuition statements as per written or oral agreements with cooperating 
districts or agencies. 



206.3 

MCSD         Code No: 206.3 
August 2018 
Chapter 2- Board of Education 
 
Policy Title: Secretary , continued 
 
Call to the attention of the Board legal requirements in those matters for which the 
Secretary is responsible. 
 
Handle legal advertisements. 
 
Countersign all interest bearing school bonds issued. 
 
Collect data on truant students. 
 
The Board Secretary will also be responsible for filing the required reports with the Iowa 
Department of Education. 
 
Perform such other duties from time to time as may be required by the Board of 
Education, Superintendent, or by law. 
 
In the event the President and Vice-President are absent, the Secretary shall serve as 
temporary chairperson for the purpose of selecting a President protempore. 
 
 
Legal reference: Iowa Code §§ 64; 279.3, .5, .7, .32, .33, .35; 
   291.2-.4, .6-.8, .10-.11; 299.10, .16  
   281 I.A.C. 12.3(1). 
 
 
Cross Reference: 206.4  Treasurer 
   210.1  Annual Meeting 
   804.1  Secretary’s Monthly Report 
   215  Minutes of Open Meeting 
   501.10  Truancy – Unexcused Absences 
   707.1  Secretary Monthly Report 
   708  School District Records 
 
 
 
Previous Date of Adoption  11-12-79 
Revision Discussion   10-27-86 
Adoption of Revision   11-10-86 
Reviewed Policy   03-25-02 
Reviewed by Policy Committee 09-08-03, 01-08-07, 07-20-09, 07-19-10, 12-10-12, 
     08-20-18 



206.4 

MCSD         Code No. 206.4 
June 2020 
Chapter 2 – Board of Education 
 
Policy Title:  Treasurer 
 
It is the responsibility of the Board to annually appoint a treasurer at the organizational 
meeting in odd-numbered years, or at the annual meeting, in even-numbered years, to 
serve a one-year term of office.  The treasurer may be the same individual serving as 
secretary.  To finalize the appointment, the treasurer will take the oath of office at the 
meeting or no later than ten days thereafter. 
 
It is the responsibility of the treasurer to oversee the investment portfolio, to receive 
funds of the school district, to pay out the funds for expenses approved by the Board, to 
maintain accurate accounting records for each fund, to report monthly regarding the 
investment portfolio and the status of each fund and to file required reports with the 
appropriate state agencies and other entities. 
 
If the treasurer is unable or unwilling to carry out the duties required, it is the 
responsibility of the Superintendent to carry out the duties of the treasurer. 
 
The treasurer shall give bond in an amount set by the Board.  The cost of the bond will be 
paid by the school district. 
 
 
 
Legal Reference:  Iowa Code §§ 12B.10; 12C; 279.3, .31-.33; 291.2-.4, .8, .11, .12, .14 
       281 I.A.C. 12.3 (1) 
 
 
Cross Reference: 206.3 Secretary 
   210.1 Annual Meeting 
   215 Minutes of Open Meetings 
   704.3 Investments 
 
 
 
Previous Date of Adoption  11-10-86 
Revision Discussion   07-20-92 
First Reading on Revision  07-20-92 
Second Reading – Adoption  07-20-92 
Reviewed by Policy Committee 09-08-03, 01-08-07, 07-20-09, 07-19-1, 12-10-12, 
     08-20-18, 06-15-20  
 



207 

MCSD        Code No.  207 
August 2018 
Chapter 2 - Board of Education 
 
Policy Title: Legal Counsel 
  
The Board of Education, at the organizational meeting or the November board meeting of 
even numbered years, shall appoint an attorney to represent and advise the Board of 
Education.  The attorney shall attend regular and special meetings of the board when 
requested and be available for consultation as needed. 
 
The board president, superintendent, and business manager/board secretary shall have 
access to legal counsel without prior board approval. 
 
It is the responsibility of the superintendent to keep the board informed of matters for 
which legal counsel was consulted, particularly if the legal services will involve unusual 
expense for the school district. 
 
 
 
 
 
Legal Reference:   Iowa Code § 279.37 

Bishop v. Iowa State Board of Public Instruction, 395 N.W.2d 888 
(Iowa 1986) 

 
 
 
 
Previous Date of Adoption  11-10-88 
Adopted    02-11-02 
Revision    02-11-02 
Reviewed by Policy Committee  09-08-03, 01-22-07, 07-20-09, 12-10-12, 08-20-18 
 



 

208 

MCSD         Code No.  208  
August 2018 
Chapter 2 - Board of Education 
 
Policy Title:    Ad Hoc Committee / Citizens’ Advisory Committee 
 
Ad Hoc Committee 
 
Whenever the Board deems it necessary, the Board may appoint a committee composed 
of citizens, employees or students to assist the board.  Committees formed by the Board 
shall be Ad Hoc Committees. 
 
An Ad Hoc Committee is formed by board resolution, which shall outline the duties and 
purpose of the committee.  The committee is advisory in nature and has no duty or 
responsibility other than that specifically stated in the board resolution.  The committee 
shall automatically dissolve upon the delivery of its final recommendation to the Board or 
upon completion of the duties outlined in the board resolution.  The Board will receive 
the report of the committee for consideration.  The Board retains the authority to make a 
final decision on the issue.  The committee may be subject to the open meetings law. 
 
The Board President shall appoint, or the Board shall elect, the necessary members to the 
committee.  When possible, and when the necessary expertise required allows, the 
committee members will be representative of the school district community and shall 
consider the various viewpoints on the issue.  The Board may designate a board member 
and the Superintendent to serve on an Ad Hoc Committee.  The committee will select its 
own chairperson, unless the Board designates otherwise. 
 
 
Citizens’ Advisory Committee 
 
The Board of Education shall welcome the advice and counsel of citizens in the planning 
and operation of the schools.  Citizens’ Advisory Committees wishing to present any 
topics for consideration by the Board shall make such presentation through the office of 
the Superintendent of Schools. 
 
In order to increase communications with the public and provide citizen involvement in 
problem solving at the building level, the Board authorizes the formation of Citizens’ 
Advisory Committees at the individual building levels.  These advisory committees 
should be broadly representative of the attendance area served and should reflect the 
variety of interest groups in the constituency of that building.  Principals should solicit 
volunteers and should establish meetings throughout the year at a frequency that fits the 
group’s wishes and needs.  Topics of consideration should include those that are mutually 
needed by the principals and their respective advisory groups.  In addition to the building 
level initiated discussions, principals should be aware of the Board objectives and, where 
possible, develop agendas that will lead to input in these areas.  The Board will allow for 



 

208 

an appropriate hearing from advisory groups prior to finalizing decisions in all areas of 
their stated objectives. 
 
The chairperson of the Citizens’ Advisory Committee shall convene meetings of the 
membership and proceed with the work to be done.  The chairperson shall maintain 
liaison with the Superintendent of Schools and shall be responsible for the preparation of 
a final report to be presented to the Board of Education. 
 
The committee working through the directives of the chairperson shall have at their 
disposal such reasonable information and resources as are necessary for the successful 
completion of their work. 
 
The final report to the Board of Education should contain the findings of the committee 
and, where appropriate, include suggestions or recommendations for consideration of the 
Board of Education.   
 
The Board of Education may from time to time appoint Citizens’ Advisory Committees 
to study matters pertaining to the educational problems of the School District.  Such 
committees shall deal with specific problems identified and recognized by school 
officials. 
 
Such problems may be recommended for study by staff members or groups, by interested 
lay people, and/or by community organizations generally related to the schools. 
 
Final selection on Citizens’ Advisory Committees shall be made by the Board of 
Education as a whole.  Membership should be limited to individuals who are willing to 
devote time and attention to the matter under consideration.  As a matter of basic policy 
such committees shall be representative of the community as a whole and should, 
whenever possible, come from various areas in the School District. 
 
Committee representation should cut across as many segments of the community 
populations as possible. 
 
The functions of Citizens’ Advisory Committees shall be fulfilled upon making final 
report to the Board of Education. 
 
 
Legal Reference: Iowa Code §§21; 279.8; 280.12(2) 

281 I.A.C. 13.3(3), .3(8), .5(8) 
O.A.G., Nov. 18, 1993 

 
 
Previous Date of Adoption  04-24-89 
Adoption of Revision   08-09-93 
Revision Discussion   03-25-02 
Reviewed by Policy Committee 09-08-03, 01-22-07, 12-10-12, 08-20-18 
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         Code No. 208.1E1 
 

Ad Hoc Committees Exhibit 
 

Ad Hoc Committee Purpose and Function 
 
The specific purpose of each ad hoc committee varies.  Generally, the primary function of 
an ad hoc committee is to give specific advice and suggestions.  The advice and 
suggestions should focus on the purpose and duties stated in the board resolution 
establishing the committee.  It is the board’s role to take action based on information 
received from the ad hoc committee and other sources.  Ad hoc committees may be 
subject to the open meetings law. 
 
Role of an Ad Hoc Committee Member 
 
The primary role of an ad hoc committee member is to be a production, positive member 
of the committee.  In doing so, it is important to listen to and respect the opinions of 
others.  When the ad hoc committee makes a recommendation to the board, it is 
important for the ad hoc committee members to support the majority decision of the ad 
hoc committee.  An ad hoc committee will function best when its members work within 
the committee framework and bring items of business to the ad hoc committee. 
 
Ad Hoc Committee Membership 
 
Ad hoc committee members may be appointed by the board.  The board may request 
input from individuals or organizations, or it may seek volunteers to serve.  Only the 
board or superintendent has the authority to appoint members to an ad hoc committee.  
Boards must follow the legal limitations or requirements regarding the membership of an 
ad hoc committee. 
 
 



209.1 

MCSD         Code No. 209.1 
August 2018 
Chapter 2 – Board of Education 
 
Policy Title  Formulation of Policy 
 
The Board has jurisdiction to legislate policy for the School District with the force and 
effect of law.  Board policy provides the general direction as to what the board wishes to 
accomplish and why it wishes to accomplish it while allowing the Superintendent to 
implement board policy. 
 
The written policy statements contained in this manual provide guidelines and goals to 
the citizens, administration, employees, and students in the School district community.  
The policy statements are the basis for the formulation of regulations by the 
administration.  The Board will determine the effectiveness of the policy statements by 
evaluating periodic reports from the administration. 
 
Policy statements may be proposed by a member of the Board, administration, employee, 
students, or any other member of the school district community.  Proposed policy 
statements or ideas will be submitted to the Board through the office of the 
superintendent in order to be placed on the agenda of a school board meeting.  It is the 
responsibility of the superintendent to bring these proposals to the attention of the Board. 
 
 
Legal Reference:;  Iowa Code §§274.1-2, 279.8 
    281 Iowa Admin. Code 12.3(2) 
    1970 Op. Att’ Gen. 287 
 
Cross Reference:  101  Educational Philosophy 
    200.3 General Powers and Duties 
    209.2 Adoption of New Policy 
    209.3 Dissemination of Policy 
    209.6 Review and Revisions of Policy 
 
 
 
Previous Date of Adoption  04-24-89 
Revision Discussion   07-20-92 
First Reading on Revision  07-20-92 
Second Reading and Adoption 07-20-92 
Reviewed by Policy Committee 09-08-03, 01-22-07, 12-10-12, 08-20-18 
 



 

209.2 

MCSD        Code No. 209.2 
August 2018 
Chapter 2 – Board of Education 
 
Policy Title:  Adoption of New Policy  
 
The Board will give notice of the proposed adoption of new policies by placing the item 
on the agenda of two regular board meetings.  The proposed policy adoption will be 
distributed and public comment will be allowed at both meetings prior to final board 
action.  This notice procedure will be required except for emergency situations.  If the 
Board adopts a policy in an emergency situation, a statement regarding the emergency 
and the need for immediate adoption of the policy will be included in the minutes.  The 
Board will have complete discretion to determine what constitutes an emergency 
situation. 
 
The final action taken to adopt the proposed policy will be approved by a simple majority 
vote of the Board at the next regular meeting after the meeting allowing public 
discussion.  The policy will be effective on the later of the date of passage or the date 
stated in the motion. 
 
In the case of an emergency, a new or changed policy may be adopted by a majority vote 
of a quorum of the Board.  The emergency policy will expire at the close of the third 
regular meeting following the emergency action, unless the policy adoption procedure 
stated above is followed and the policy is reaffirmed. 
 
Legal Reference: Iowa Code §279.8 
   281 Iowa Admin. Code 12.3(2) 
   1970 OP. Atty Gen 287 
 
Cross References: 200.3 General Powers and Duties 
   209.1 Formulation of Policy 
   209.3 Dissemination of Policy 
   209.6 Review and Revision of Policy 
 
 
 
Previous Date of Adoption  09-10-90 
Revision Discussion   07-20-92 
Adoption of Revision   07-20-92 
Reviewed by Policy Committee 09-08-03, 01-22-07, 12-10-12, 08-20-18 
 
 



209.3 

MCSD        Code No: 209.3 
August 2018 
Chapter 2 – Board of Education 
 
Policy Title:   Dissemination of Policy  
 
A board policy manual is housed in the administrative office of each school attendance 
center and in the central administration office and is accessible on the district’s website. 
Persons wishing to inspect the board policy manual shall contact the board secretary, who 
shall have a board policy manual available for public inspection or the policies can be 
located on the district website. 
 
It shall be the responsibility of the board secretary to ensure that copies of new and 
revised policy statements are updated on the district’s website no later than the first 
regular board meeting following the policy’s adoption. 
 
Legal Reference: Iowa Code §§277.31,279.8 
   281 Iowa Admin. Code 12.3(2)  
 
Cross Reference: 200.3 General Powers and Duties 
   209.1 Formulation of Policy 
   209.2 Adoption of New Policy 
   209.6 Review and Revision of Policy 
 
 
 
New Policy Proposed for Discussion  03-27-89 
First Reading of Proposed Policy  04-10-89 
Second Reading and Adoption  04-24-89 
Reviewed by Policy Committee  09-08-03, 01-22-07, 12-10-12, 08-20-18 



209.6 

MCSD         Code No. 209.6 
August 2018 
Chapter 2 - Board of Education 
 
Policy Title:  Review and Revision of Policy  
 
The policies of the Board of Education may be rescinded, changed, or amended by 
resolution adopted at any regular meeting, provided notice of such change shall have 
been given at a previous meeting. 
 
The board shall, at least once every five years, review the policy statements in the board 
policy manual.  Once the policy has been reviewed, even if no changes were made, a 
notation of the date of review is made on the face of the policy statement. 
 
Board policy sets the direction for the administration of the education program and 
school district operations.  Some policies require administrative regulations to implement 
them. 
 
It shall be the responsibility of the superintendent to develop administrative regulation, 
where necessary, to implement the board policies.  The regulations will be reviewed by 
the board prior to their use in the school district. 
 
It is the responsibility of the superintendent to keep the board informed as to legal 
changes at both the federal and state levels.  The superintendent will also be responsible 
for bringing proposed policy statement revisions to the board’s attention. 
 
If a policy is revised because of a legal change over which the board has no control or a 
change which is minor, the policy may be approved at one meeting at the discretion of 
the board. 
 
Legal Reference: Iowa Code §279.8  
   281 Iowa Admin. Code 12.3(2)  
 
Cross Reference: 200.3 General Powers and Duties 
   209.1 Formulation of Policy 
   209.2 Adoption of New Policy 
   209.3 Dissemination of Policy 
 
 
Previous Date of Adoption  11-10-86 
Adopted    01-28-02 
Revision    01-28-02 
Reviewed by Policy Committee 09-08-03, 01-22-07, 12-10-12, 08-20-18 



209.7 

MCSD         Code No. 209.7 
August 2018 
Chapter 2 – Board of Education 
 
Policy Title:  Review of Administrative Regulations and Student Handbooks / Activity  

Handbooks 
 
Board policy sets the direction for the administration of the education program and 
school district operations.  Some policies require administrative regulations for 
implementation. 
 
It is the responsibility of the superintendent to develop administrative regulations to 
implement the board policies.  The regulations, including handbooks, will be approved by 
the board prior to their use in the school district. 
 
The administrative regulations will be available no later than the first regular board 
meeting after the adoption of the board policy unless the board directs otherwise. 
 
 
Legal Reference: Iowa Code §§279.8, .20 
 
Cross Reference: 200.3 General Powers and Duties 
   209.1 Formulation of Policy 
   209.2 Adoption of New Policy 
   209.3 Dissemination of Policy 
   209.6 Review and Revision of Policy 
 
 
Previous Date of Adoption  04-24-89 
Revision Discussion   07-20-92 
First Reading on Revision  07-20-92 
Second Reading and Adoption 07-20-92 
Reviewed by Policy Committee 09-08-03, 01-22-07, 12-10-12, 08-20-18 
 



210.1 

MCSD         Code No. 210.1 
August 2018 
Chapter 2 - Board of Education 
 
Policy Title   Annual Meeting  
 
Each year after August 31 and prior to the organizational meeting of the board in odd-
numbered years, the board will hold its annual meeting. 
 
At the Board’s annual meeting, the Board of Education shall meet, examine the books of, 
and settle with the secretary and treasurer for the year ending on the thirtieth of June 
preceding, and transact such other business as may properly come before it.  The 
treasurer at the time of such settlement shall furnish the Board with a sworn statement 
from each depository showing the balance then on deposit in such depository. 
 
Under the heading of “New Business” the Board of Education shall appoint a secretary 
and a treasurer whose terms shall be for one year.  Each officer shall qualify by taking the 
oath of office in the manner prescribed by Chapter 277.28 of the Code.  Both shall post 
bond in such amount as the Board may require, but no less than that required by law. 
 
Legal Reference:  Iowa Code §§ 279.2, .3 279.3, .33 (2011) 
 
Cross Reference: 206.3 Secretary 
   206.4 Treasurer 
   701.1 Depository of Funds 
   707.1 Secretary’s Monthly Report 
   707.2 Treasurer’s Annual Report 
   707.3 Publication of Financial Reports 
 
 
Previous Date of Adoption   09-11-89 
Second and Final Reading   12-09-96 
Revision of Policy    04-22-02 
Reviewed by Policy Committee  09-08-03, 01-22-07, 07-19-10, 12-10-12,  

08-20-18 



210.2 

MCSD         Code No.  210.2 
August 2018 
Chapter 2 - Board of Education 
 
Policy Title                Regular Meetings                           
 
Regular meetings of the Board of Education normally will be held on the first and third 
Monday in the month of March.  Meetings will be held on the third Monday in the 
months in July, August, September, October, November, December, January, May and 
June. The February and April meetings will be held on the second Monday of the month. 
 
All meetings shall be held in the meeting place officially designated by the Board of 
Education which shall be at the District Administration Office, 612 South Vermont Street 
unless otherwise approved by the Board in regular session.  Regular meetings normally 
will commence at 5:30 p.m.   
 
The board will adhere to this meeting date and time unless the board requires additional 
meetings or, due to circumstances beyond the board’s control, the meeting cannot be held 
on the regular meeting date, and the meeting will be re-scheduled in accordance with law 
and policy.  Public notice of the meetings will be given. 
 
 
Legal Reference:  Iowa Code §§ 21.3, .4; 279.1  
 
 
 
 
Previous Date of Adoption   08-12-91 
Revision Discussion    09-24-01 
Second and Final Reading   12-09-96 
Policy Revised    06-20-02 
Reviewed by Policy Committee  09-08-03 
Policy Revised    09-12-05, 01-22-07, 09-14-09, 12-10-12,  
      10-17-16, 5-15-17, 08-20-18 
 



210.5 

MCSD        Code No: 210.5 
June 2020 
Chapter 2 - Board of Education 
 
Policy Title: Meetings Notice 
 
Public notice will be given for meetings and work sessions held by the board.  Public 
notice will indicate the time, place, date and tentative agenda of board meetings.  The 
public notice will be posted on the bulletin board or another prominent place clearly 
designated for posting agendas in the central administration office (612 S. Vermont 
Street, Maquoketa, Iowa) at least 2 days before it is scheduled, but at the minimum 
twenty-four hours’ notice needs to be given. Such notice shall be provided to the news 
media who have filed a written request for notice with the Secretary of the Board. 
 
A copy of the public notice will be provided to those who have filed a request for notice 
with the secretary.  A copy of the public notice will also be accessible to employees and 
students. 
 
In the case of special meetings, public notice will be given in the same manner as for a 
regular meeting unless it is an emergency meeting.  In the case, public notice of the 
meeting will be given as soon as practical and possible in light of the situation.  The 
media and others who have requested notice will be notified of the emergency meeting.  
Attendance at a special meeting or emergency meeting by the media or board members 
will constitute a waiver of notice. 
 
It is the responsibility of the board secretary to give public notice of board meetings and 
work sessions. 
 
The notice shall also be posted in the following designated places: 
 
Maquoketa High School-Mail Room J, 600 Washington Street, Maquoketa, Iowa 
 
Maquoketa Middle School-Principals Office, 200 East Locust Street, Maquoketa, Iowa 
 
Cardinal Elementary School-Cardinal Staff Workroom East Pershing Road, Maquoketa, 
Iowa 
 
Briggs Elementary School-Principals Office, 400 West Quarry Street, Maquoketa, Iowa 
 
Maquoketa School Bus Barn-Break Room, 904 S. Fifth St. Maquoketa, Iowa 
 
Legal Reference:   Iowa Code §§ 21.2-4; 279.1, .2 
        Dobrovolny v. Reinhardt 173N.W.2d 837 (Iowa 1970) 
   1952 Op. Att’y Gen 133 
 
Previous Date of Adoption  04-27-81 
Revision Discussion   10-27-86 
Adoption of Revision   11-10-86 
Reviewed by Policy Committee 09-08-03, 01-22-07, 12-10-12, 08-20-18, 06-15-20 



210.6 

MCSD        Code No: 210.6 
June 2020 
Chapter 2 - Board of Education 
 
Policy Title:   Quorum for Meetings 
 
Action by the board regarding the affairs of the school district may be taken only when a 
quorum, a majority of the board members, is in attendance at the board meeting.  While 
in person participation is encouraged, board members may attend meetings either in 
person or electronically provided each member can hear and be heard in real time by all 
members present and the public. 
 
While board members are encouraged to attend board meetings 3 members will constitute 
a quorum and are a sufficient number to transact business of the school corporation.  The 
adjournment of a meeting may be executed without a quorum. 
 
An affirmative vote of a majority of the votes cast is sufficient to pass a motion or take 
action unless law or board policy requires a vote of a greater number. 
 
It is the responsibility of each board member to attend board meetings. 
 
 
Legal Reference: Iowa Code §§ 21.5(1); 279.4 
 
 
 
Original Date of Adoption  05-14-73 
Revision Discussion   03-23-81 
First Reading    04-06-81 
Second Reading-Adoption  04-27-81 
Reviewed by Policy Committee 10-06-86 
Reviewed by Policy Committee 09-08-03, 01-22-07, 12-10-12, 08-20-18, 06-15-20 
 
 



210.7 

MCSD         Code No: 210.7 
August 2018 
Chapter 2 – Board of Education 
 
Policy Title:    Rules of Order 
 
Parliamentary procedure not provided for in these policies or by statute shall be 
determined by Robert’s Rules of Order, Revised. 
 
Legal Reference:  Iowa Code §§ 21.2, .7; 279.8 (2011) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
First Reading     02-26-73 
Confirmation of First Reading Changes 04-23-73 
Final Reading     05-14-73 
Reviewed by Policy Committee  10-06-86 
Reviewed by Policy Committee  09-08-03, 01-22-07, 12-10-12, 08-20-18 



210.8 

MCSD         Code No. 210.8 
August 2018 
Chapter 2 - Board of Education 
 
Policy Title:  Board Meeting Agenda        
 
The tentative agenda for each board meeting shall state the topics for discussion and 
action at the board meeting.  The agenda is part of the public notice of the board meeting 
and will be posted and distributed. 
 
Persons wishing to place an item on the agenda must make a request to the 
Superintendent prior to the posting of the public notice.  The person making the request 
must state the person’s name, address, purpose of the presentation, action desired and 
pertinent background information.  Requests received after the deadline may only be 
added to the agenda for good cause. 
 
The tentative agenda and supporting documents shall be sent to the board members 2 
days prior to the scheduled board meeting.  These documents are the private property of 
the board member. 
 
The Board shall take action only on these agenda items, on the tentative agenda posted 
with the public notice.  Items added to the agenda may be discussed or taken under 
advisement by the board.  If an added item is acted upon, the minutes of the board 
meeting shall state the reason for immediate action.  The Board shall exercise this 
discretionary authority with great care. 
 
 
Legal Reference: Iowa Code §§ 21; 279.8 
   1980 Op. Att’y Gen. 269. 
 
 
 
 
 
 
 
Previous Date of Adoption  11-10-86 
Revision Discussion   07-19-93 
First Reading on Revision  07-19-93 
Adoption of Revision   08-09-93 
Reviewed by Policy Committee 09-08-03, 01-22-07, 12-10-12 , 08-20-18  
 
 



212 

MCSD          Code No: 212 
August 2018 
Chapter 2 - Board of Education 
 
Policy Title:  Executive (Closed) and Exempt Sessions 
 
Generally, board meetings shall be open meetings unless a closed session is provided for by law.  The 
Board shall hold a closed session or exempt meeting in the situations stated below. 
 
Exceptions to the Open Meetings Law 
 
Closed sessions take place as part of an open meeting.  The item for discussion in the closed session 
will be listed as part of the tentative agenda on the public notice.  The motion for a closed session, 
stating the purpose for the closed session, will be made and seconded during the open meeting.  A 
minimum of two-thirds of the Board, or all of the board members present, must vote in favor of the 
motion on a roll call vote.  Closed sessions will be recorded and have detailed minutes kept by the 
board secretary.  Final action on matters discussed in the closed session will be taken in an open 
meeting. 
 
The minutes and the recording will restate the motion made in the open meeting, the roll call vote, the 
members present, and the time the closed session began and ended.  The recordings and the written 
minutes shall be kept for one year from the date of the meeting.  Real estate related minutes and 
recordings will be made public after the real estate transaction is completed. 
 
The detailed minutes and recording will be sealed and will not be public records open to public 
inspection.  The minutes and recording will only be available to the board members or, opened upon 
court order in an action to enforce the requirements of the open meetings law.  The Board has complete 
discretion as to whom may be present at a closed session. 
 
Reasons for the Board entering into a closed session from an open meeting include, but are not limited 
to, the following: 
 

1. To review or discuss records which are required or authorized by state or federal law to 
be kept confidential or to be kept confidential as a condition for the board’s possession 
or receipt of federal funds. 

 
2. To discuss strategy with legal counsel in matters presently in litigation, or where 

litigation is imminent, if disclosure would be likely to prejudice or disadvantage the 
board. 

 
3. To discuss whether to conduct a hearing for suspension or expulsion of a student, unless 

an open meeting is requested by the student or the parent of the student. 
 

4. To evaluate the professional competency of an individual whose appointment, hiring, 
performance, or discharge is being considered when a closed session is necessary to 
prevent needless and irreparable injury to that individual’s reputation and that 
individual requests a closed session. 

 



212 

MCSD          Code No: 212 
August 2018 
Chapter 2 – Board of Education 
 
Policy Title:   Executive (Closed) and Exempt Sessions, continued 
 

5. To discuss the purchase or sale of particular real estate, but only when premature 
disclosure could be reasonably expected to increase the price the board would have to 
pay for the property, or in case of a sale reduce the price the board could receive for the 
property. 

 
Exemptions to the Open Meeting Law 
 
Board meetings at which a quorum is not present, or gatherings of the Board for purely ministerial or 
social purposed when there is no discussion of policy or no intent to avoid the purposes of the open 
meetings law, are exempt from the open meetings law requirements.  Since gatherings of this type are 
exempt from the open meetings requirements, they can be held without public notice, be separate from 
an open meeting, be held without recording the gathering or taking minutes, and be held without a vote 
of motion.  The Board may also hold an exempt session for the following: 
 

1. negotiating sessions, strategy meetings of public employers or employee organizations, 
mediation and the deliberative process of arbitration; 

2. to discuss strategy in matters relating to employment conditions of employees not 
covered by the collective bargaining law; and 

3. to conduct private hearing relating to the recommended termination of a teacher’s 
contract.  However, the private hearing in the teacher’s contract termination will be 
recorded verbatim by a court reporter. 

4. to conduct a private hearing relating to the termination of a probationary administrator’s 
contract or to review the proposed decision of the administrative law judge regarding 
the termination of an administrator’s contract. 

 
 

Legal reference: Iowa Code §§ 20.17; 21; 22.7; 279.15; .16; .24 (2011) 
   1982 Op. Att’y Gen. 162. 
   1980 Op. Att’y Gen 167 
   1976 Op. Att’y Gen. 384, 514, 765 
   1972 Op. Att’y Gen. 158 
   1970 Op. Att’y Gen. 287 
 
Cross Reference: 208 Ad Hoc Committee/Citizens’ Advisory Committee 
 
Previous Date of Adoption  08-10-92 
Revision Discussion   07-19-93 
First Reading on Revision  07-19-93 
Second Reading and Adoption 08-09-93 
Reviewed by Policy Committee 09-08-03, 01-22-07, 12-10-12, 08-20-18 



  213   

MCSD        Code No. 213 
August 2018 
Chapter 2– Board of Education 
 
Policy Title:  Public Participation in Board Meetings 
 
The Board recognizes the importance of citizen participation in school district matters.  In order 
to assure citizens are heard and board meetings are conducted efficiently and in an organized 
manner, the Board shall set time aside for citizen participation.   
 
Citizens wishing to address the Board during public comment must notify the board secretary 
prior to the board meeting.  The board president will recognize these individuals to make their 
comments at the appropriate time during public comment.  Citizens wishing to present petitions 
to the board may also do so at this time.  The board, however, will only receive petitions and not 
act upon them or their contents. 
 
The Board has the discretion to limit the amount of time set-aside for public participation.  
Normally speakers will be limited to 3 minutes.  However, the board president may modify this 
time limit, if deemed appropriate or necessary.  Public comment is a time set aside for community 
input, but the board will not discuss or take any action on any matter during public comment. 
 
A public comment shall be limited to regular board meetings and will not be routinely held 
during special board meetings. 
 
The board has a significant interest in maintaining the decorum of its meetings, and it is expected 
that members of the public and the board will address each other with civility. The orderly 
process of the board meeting shall not be interfered with or disrupted by public comment.  Only 
those speakers recognized by the board president shall be allowed to speak.  Comments by others 
are out of order.  If disruptive, the individual making the comments or another individual causing 
disruption may be asked to leave the board meeting.  Defamatory comments may be subject to 
legal action. 
 
 
Legal Reference: Iowa Code §§ 21; 279.8 
 
Cross Reference: 205.1 Board Member Liability 
   210.8 Board Meeting Agenda 
   210.2 Regular Meetings 
   307 Communication Channels 
   401.4 Employee Complaints  
   402.5 Public Complaints About Employees 
   502.4 Student Complaints and Grievances 
 
 
New Policy for Discussion   06-13-94 
First Reading on Adoption   06-13-94 
Adoption of Revision    07-18-94 
Reviewed by Policy Committee   05-22-06, 01-24-12, 09-18-17, 08-20-18 



215 

MCSD          Code No.  215 
August 2018 
Chapter 2 - Board of Education 
 
Policy Title:  Minutes of Open Meetings 
 
The Board will keep and maintain permanent records of the Board including, but not limited to, records of 
the minutes of board meetings, and other required records received by the Board. 
 
It is the responsibility of the board secretary to keep the minutes of the school board meetings.  The 
minutes of each meeting will include, at a minimum, the following items;  a record of date, time, place, 
members present, action taken and the vote of each member.  For publication purposes, this information 
will be furnished within two weeks of the meeting to a newspaper designated as the official newspaper for 
publication. The information does not need to be published within two weeks.  The schedule of bills 
allowed may be published on a once monthly basis in lieu of publication with the minutes.  The 
permanent records of the board minutes may include more detail than is required for the publication of the 
minutes. 
 
Minutes waiting approval at the next board meeting will be available for inspection at the central 
administration office after the board secretary transcribes the notes into typewritten material which has 
been proofread for errors and retyped. 
 
The secretary will act as custodian of the minutes and will make them available to any citizen desiring to 
examine them during the usual office hours of the district. 
 
 
Legal Reference: Iowa Code §§ 21, 22, 279.8, .35, .36; 291.6, .7; 618.3  
   281 Iowa Admin. Code 12.3(1) (new standards). 
   1974 Op. Att’y Gen. 403. 
   1982 Op. Att’y Gen. 215 
   1952 Op. Att’y Gen. 133 
 
 
 
Previous Date of Adoption  07-20-92 
Revision Discussion   07-19-93 
First Reading on Revision  07-19-93 
Second Reading and Adoption 08-09-93 
Reviewed by Policy Committee 09-08-03, 01-22-07, 12-10-12, 08-20-18 
 
 
 



216.1 

MCSD         Code No.  216.1 
August 2018 
Chapter 2 - Board of Education 
 
 
Policy Title Membership in State and National Associations          
 
It shall be the policy of the Board of Education to maintain an option to become an active 
member in the Iowa Association of School Boards and/or the National School Boards 
Associations. 
 
 
 
 
 
 
 
 
 
Legal  Reference:  Iowa Code §§ 279.38 
 
 
 
 
 
 
Original Date of Adoption   10-06-86 
Revision Discussion    11-11-96 
First Reading on Revision   11-11-96 
Second and Final Reading   12-09-96 
Reviewed by Policy Committee  09-08-03, 01-22-07, 12-10-12, 08-20-18 



 

217 

MCSD           Code No. 217 
August 2018 
Chapter 2 - Board of Education 
 
Policy Title:  Gifts to Board of Directors       
 
Board members may receive a gift on behalf of the school district.  Board members will not, either 
directly or indirectly, solicit, accept or receive any gift, series of gifts or an honorarium unless the donor 
does not meet the definition of a “restricted donor” stated below or the gift or an honorarium does not 
meet the definition of gift or an honorarium stated below. 
 
A “restricted donor” is defined as a person or other entity which: 
 

• Is seeking to be or is a party to any one or any combination of sales, purchases, leases or contracts 
to, from or with the school district;  

 
• Will be directly and substantially affected financially by the performance or nonperformance of 

the board member’s official duty in a way that is greater than the effect on the public generally or 
on a substantial class of persons to which the person belongs as a member of a profession, 
occupation, industry or region; or, 

 
• Is a lobbyist or a client of a lobbyist with respect to matters within the school district’s 

jurisdiction. 
 
A “gift” is the giving of anything of value in return for which something of equal or greater value is not 
given or received.  However, “gift” does not include any of the following: 
 

• Contributions to a candidate or a candidate’s committee; 
 

• Information material relevant to a board member’s official function, such as books, pamphlets, 
reports, documents, or periodicals or other information that is recorded in a written, audio or 
visual format; 

 
• Anything received from a person related within the fourth degree by kinship or marriage, unless 

the donor is acting as an agent or intermediary for another person not so related; 
 

• An inheritance; 
 

• Anything available or distributed to the general public free of charge without regard to the official 
status of the board member; 

 
• Items received from a charitable, professional, educational or business organization to which the 

board member belongs as a dues paying member if the items are given to all members of the 
organization without regards to an individual member’s status or positions held outside of the 
organization and if the dues paid are not inconsequential when compared to the items received; 

 
• Actual expenses of a board member for food, beverages travel and lodging for a meeting, which is 

given in return for participation in a panel or speaking engagement at the meeting when the  
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Policy Title    Gifts to Board of Directors, continued     Code No. 217 
 

expenses relate directly to the day or days on which the board member has participation or 
presentation responsibilities. 
 

• Plaques or items of negligible resale value given as recognition for public services; 
 

• Non-monetary items with a value of less than three dollars that are received from any one donor 
during one calendar day; 

 
• Items or services solicited or given to a state, national or regional organization in which the State 

of Iowa or a school district is a member for purposes of a business or educational conference, 
seminar or other meeting or solicited by or given to state, national or regional government 
organizations whose memberships and officers are primarily composed of state or local 
government officials or employees for purposes of a business or educational conference, seminar 
or other meeting; 

 
• Items or services received by members or representatives of members as part of a regularly 

scheduled event that is part of a business or educational conference, seminar or other meeting that 
is sponsored and directed by any state, national or regional organization in which the State of Iowa 
or a political subdivision of the State of Iowa is a member or received at such an event by 
members or representatives of members of state, national or regional government organizations 
whose memberships and officers are primarily composed of state or local government officials or 
employees. 

 
• Funeral flowers or memorials to a church or nonprofit organization; 

 
• Gifts which are given to a public official for the public official’s wedding or twenty-fifth or fiftieth 

wedding anniversary; 
 

• Payment of salary or expenses by a board member’s employer or the firm in which the board 
member is a member for the cost of attending a meeting of a subunit of an agency when the board 
member whose expenses are being paid serves on a board, commission, committee, council or 
other subunit of the agency and the board member is not entitled to receive compensation or 
reimbursement of expenses from the school district. 

 
• Gifts other than food, beverages, travel and lodging received by a board member which are 

received from a person who is a citizen of a country other then the United States and is given 
during a ceremonial presentation or as a result of a custom of the other country and is of personal 
value only to the board member; or 

 
• Actual registration costs for informational meetings or sessions which assist a public official or 

public employee in the performance of the person’s official functions.  The costs of food, drink, 
lodging and travel are not “registration costs” under this paragraph.  Meetings or sessions which a 
public official of public employee attends for personal or professional licensing purposes are not  

 
informational meetings or sessions which assist a public official or public employee in the 
performance of the person’s official functions” under this paragraph. 
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Policy Title    Gifts to Board of Directors, continued     Code No. 217 
 
An “honorarium” is anything of value that is accepted by, or on behalf of, a board member as 
consideration for an appearance, speech or article.  An honorarium does not include any of the following: 
 

• Actual expenses of a board member for food, beverages, travel or lodging for a meeting, which is 
given in return for participation in a panel or speaking engagement at the meeting when the 
expenses relate directly to the day or days on which the board member has participation or 
presentation responsibilities; 

 
• A non-monetary gift or series of non-monetary gifts donated within thirty days to a public body, a 

bona fide educational or charitable organization or the department of general services; 
 

• A payment made to a board member for services rendered as part of a bona fide private business, 
trade or profession in which the board member is engaged if the payment is commensurate with 
the actual services rendered and is not being made because of the person’s status as a board 
member but rather, because of some special expertise or other qualification. 

 
It shall be the responsibility of each board member to know when it is appropriate to accept or reject gifts 
or an honorarium. 
 
 
Legal References: Iowa Code § 68B (201). 
   1972 Op. Att’y Gen. 276. 
   1970 Op. Att’y Gen. 319. 
 
 
Cross Reference: 203 Board of Directors Conflict of Interest 
   402.4 Gifts to Employees 
   704.4 Gifts-Grants-Bequests 
 
 
New Policy Discussion  07-19-93 
First Reading on Adoption  07-19-93 
Second Reading and Adoption 08-09-93  
Reviewed by Policy Committee 09-08-03, 01-22-07, 12-10-12 , 08-20-18 
 
 



300 

MCSD          Code No. 300 
September 2018 
Chapter 3 - Administration 
 

ROLE OF SCHOOL DISTRICT ADMINISTRATION 
 
 

In this series of the board policy manual, the board defines the role and the employment 
of school district administrators.  Policies in Chapter 4, “Staff Personnel,” also apply to 
administrators unless a more specific policy exists in Chapter 3, “Administration. 
 
School district administrators have been given a great opportunity and responsibility to 
manage the school district, to provide educational leadership, and to implement the 
education philosophy of the school district.  They are responsible for the day-to-day 
operations of the school district.  In carrying out these operations, the administrators are 
guided by board policies, the law, the needs of the students, and the wishes of the citizens 
in the school district community. 
 
It is the responsibility of the administrators to implement and enforce the policies of the 
board, to oversee employees, to monitor educational issues confronting the school 
district, and to inform the board about school district operations. 
 
While the board holds the superintendent ultimately responsible for these duties, the 
principals are more directly responsible for educational results, for the administration of 
the school facilities and for the employees. 
 
The board and the administration will work together to share information and decisions 
under the management team concept. 
 
 
 
 
 
 
 
 
 
 
 
Previous Date of Adoption  12-15-80 
Revision Discussion   11-10-86 
Adoption of Revision   11-24-86 
Reviewed by Policy Committee 10-13-03, 02-12-07, 01-14-13, 09-17-18 
 



300.1

Maquoketa	Community	School	District Code	No.	300.1
September	2018
Chapter	3	-	Administration
Policy	Title:		Organizational	Structure
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Previous	Date	of	Adoption: 6/12/89
First	Reading: 2/8/99
Approved: 2/22/99
Reviewed	by	Policy	Committee: 08-21-91,	10-13-03,	02-12-07,	12-8-11,	01-14-13,	09-17-18



301.1 

MCSD         Code No. 301.1 
September 2018 
Chapter 3 - Administration 
 
Policy Title:  Leadership and Staff Relations 

 
All personnel employed by the Board shall be responsible to the Board through the 
Superintendent. 
 
The board and the administrators will work together in making decisions and setting goals for the 
school district.  This effort is designed to obtain, share and use information to solve problems, 
make decisions, and formulate school district policies and regulations. 
 
It is the responsibility of each administrator to fully participate in the leadership of the school 
district by investigating, analyzing, and expressing their views on issues.  Those board members 
or administrators with special expertise or knowledge of an issue may be called upon to provide 
information.  Each board member and administrator will support the decisions reached on the 
issues confronting the school district. 
 
The board is responsible for making the final decision in matters pertaining to the school district. 
 
It is the responsibility of the superintendent to develop guidelines for cooperative decision-
making. 
 
All personnel shall refer matters requiring administrative action to the administrative officer 
immediately in charge of the area.  Administrative officers shall refer such matters to the next 
higher authority when necessary. 
 
Within the broad framework of Board policy, other certified administrative personnel shall assist 
the person in charge as assigned. 
 
All certified administrative personnel shall keep the person they are immediately responsible to 
informed of all their activities by whatever means the person in charge deems appropriate. 
 
 
Legal Reference:               Iowa Code § 279.8 (2013) 
 
 
Cross Referemce:             300.1    Organizational Structure 
 
 
 
Previous Date of Adoption  12-15-80 
Revision Discussion   11-10-86 
Adoption of Revision   11-24-86 
Reviewed by Policy Committee 10-13-03, 02-12-07, 01-14-13, 09-17-18 



301.2 

MCSD         Code No. 301.2 
September 2018 
Chapter 3 - Administration 
 
Policy Title:  Leadership Team 

 
 
The board considers all those who have a role in the recruitment or release of employees 
to be part of the leadership team.  The superintendent heads the leadership team. The 
superintendent will convene meetings to discuss school district policies, administrative 
procedures and other business brought to the superintendent’s attention. 
 
The leadership team will meet with the board upon the board’s request or 
superintendent’s recommendation to review overall operations of the school district and 
conditions affecting the leadership team.  The leadership team will have no relationship 
to the formal negotiating unit.  In the event a member or members of the leadership team 
are unable to resolve a problem, a committee of one board member, one leadership team 
member, and the superintendent will investigate the circumstances and make a 
recommendation.  If the recommendation does not settle the matter, the board and the 
leadership team will meet to resolve the matter.  The board may seek the advice of 
outside leadership consultants to assist in resolving the matter. 
 
 
 
 
 
 
 
 
 
 
Legal Reference:               Iowa Code § 279.8 (2013) 
         281 I.A.C. 12.3(3) 
 
 
Cross Referemce:             300.1      Organizational Structure 
 
Adoption of New Policy 10-13-03 
First Reading   10-13-03 
Second & Final Reading 10-27-03, 02-12-07, 01-14-13, 09-17-18 



302.1 

MCSD         Code No. 302.1 
September 2018 
Chapter 3 - Administration 
 
Policy Title:  Superintendent Qualifications, Recruitment, Appointment 

 
The board will employ a superintendent to serve as the chief executive officer of 
the board, to conduct the daily operations of the school district, and to implement 
board policy with the power and duties prescribed by the board and the law. 
 
The board will consider applicants that meet or exceed the standards set by the 
Iowa Department of Education and the qualifications established in the job 
description for the superintendent position.  In employing a superintendent, the 
board will consider the qualifications, credentials and records of the applicants 
without regard to race, color, religion, gender, creed, marital status, national 
origin, age, sexual orientation, gender identity or disability.  In keeping with the 
law, however, the board will consider the veteran status of the applicants.  The 
board will look closely at the training, experience, skill and demonstrated 
competence of qualified applicants in making its final decision. 
 
In choosing a superintendent, the board will also consider the school district’s 
educational philosophy, financial situation, organizational structure, education 
programs, and other factors deemed relevant by the board. 
 
The board may contract for assistance in the search for a superintendent. 
 
 
 
 
 

Legal Reference: 29 U.S.C. §§ 621-634 (2012). 
   42 U.S.C. §§2000e et seq. (2012) 
   Iowa Code §§ 21.5 (1)(i); 35C; 216; 279.8, .20 (2013) 
   281 I.A.C. 12.4(4). 
   1980 Op. Att’y Gen. 367. 
 
 
Cross Reference 200.3 General Powers and Duties 

 
Previous Date of Adoption  11-24-86 
Revision Discussion   07-20-92 
Adoption of Revision   07-20-92 
Reviewed by Policy Committee 10-13-03, 02-12-07, 07-16-07, 10-13-08, 01-14-13, 

09-17-18 
 



302.2 

MCSD     Code No.302.2 
September 2018 
Chapter 3 - Administration 
 
Policy Title Superintendent Contract and Contract Nonrenewal 
 
The length of the contract for employment between the superintendent and the board is 
determined by the board. The contract will begin on July 1 and end on June 30. The contract 
will state the terms of employment and shall not exceed three years. 
 
The first three consecutive years of a contract issued to a newly employed superintendent is 
considered a probationary period.  The probationary period may be extended for an additional 
year upon the consent of the superintendent.  In the event of termination of a probationary or 
non-probationary contract, the board will afford the superintendent appropriate due process, as 
required by law.  The superintendent and board may mutually agree to terminate the 
superintendent’s contract at any time. 
 
 
It is the responsibility of the board to provide the contract for the superintendent. The board 
may issue a temporary and nonrenewable contract in accordance with law. 
 
If the superintendent wishes to resign, to be released from a contract, or to retire, the 
superintendent must comply with applicable law and board policies.  
 
 
 
Legal Reference: Martin v. Waterloo Community School District, 518 N.W. 2d 381 (Iowa 

1994). 
 Cook v Plainfield Community School District, 301 N.W.2d 771 (Iowa 

App. 1980). 
 Board of Education of Fort Madison Community School District v. 

Youel, 282 N.W.2d 677 (Iowa 1979) 
 Briggs v Board of Directors of Hinton Community School District, 282 

N.W.2d 740(Iowa 1979). 
 Luse v. Waco Community School District of Henry Co., 258 Iowa 1087, 

141 N.W.2d 607 (1966) 
 Iowa Code 279 
 281 I.A.C. 12 
 
 
Cross Reference: 302.1 Superintendent Qualifications, Recruitment, Appointment 
 
Adoption of New Policy 10-13-03 
First Reading  10-13-03 
Second & Final Reading 10-27-03, 02-12-07, 01-14-13, 11-20-17, 09-17-18 



302.3 

MCSD     Code No.302.3 
September 2018 
Chapter 3 – Administration  
 
Policy Title Superintendent Salary and Other Compensation 
 
The board has complete discretion to set the salary of the superintendent.  It is the 
responsibility of the board to set the salary and benefits of the superintendent at a level that will 
include consideration of, but not be limited to, the economic condition of the school district and 
the training, experience, skill, and demonstrated competence of the superintendent.  The salary 
is set at the beginning of each contract term. 
 
In addition to the salary and benefits, the superintendent’s actual and necessary expenses are 
paid by the school district when the superintendent is performing work-related duties.  It is 
within the discretion of the board to pay dues to professional organizations for the 
superintendent. 
 
The board may approve the payment of dues and other benefits or compensation over and 
above the superintendent’s contract.  Approval of dues and other benefits or compensation will 
be included in the records of the board in accordance with board policy. 
 
 
 
 
 
 
 
Legal Reference: Iowa Code § 279.8, .20 (2013). 
 1984 Op. Atty Gen. 47. 
 
 
Cross Reference: 302.1 Superintendent Qualifications, Recruitment, Appointment 
 
 
 
Adoption of New Policy 10-13-03 
First Reading  10-13-03 
Second & Final Reading 10-27-03, 02-12-07, 01-14-13 
 
 



302.4 

MCSD         Code No. 302.4 
September 2018 
Chapter 3 - Administration 
 
Policy Title: Superintendent – Job Description 
 
The Superintendent of Schools is the chief executive officer of the Maquoketa Community 
Schools and is directly responsible to the Board of Education for the management of all 
aspects of the school system as provided by law.  The Superintendent shall see that the school 
system operates in such a manner that the educational philosophy and objectives adopted by 
the Board of Education are carried out in an efficient and effective manner based upon 
available resources so as to achieve maximum results from the Maquoketa Community 
Schools’ educational programs. 
 

PERFORMANCE RESPONSIBILITIES 
 

 Fiscal Planning and Management 
 
1. Assumes responsibility for the overall financial planning of the district and for the 

preparation of the annual budget, and submits it to the board for review and approval. 
2. Establishes and maintains efficient procedures and effective controls for all 

expenditures of school district funds in accordance with the adopted budget, subject to 
the direction and approval of the board. 

3. Oversee the development of a 3 to 5 year strategic plan with community involvement 
to focus on infrastructure needs throughout the district. 

4. Directs studies of buildings and sites, taking into consideration population trends and 
the educational and cultural needs of the district in order to ensure timely decisions by 
the board and the electorate regarding construction and renovation projects. 

5. Cause the preparation of actual income and expenditure records for all revenue on a 
monthly basis as well as a periodic review with the Board of expected revenue and 
expenditure comparisons. 

6. Develop and maintain a long range plan for personnel and instructional needs. 
7. Makes administrative decisions necessary for the proper functioning of the school 

district. 
8. Acts as the purchasing agent for the board, and establishes procedures for the purchase 

of books, materials and supplies. 
 

Policy & Instruction 
 

1. Conducts evaluations as needed of the various facets of the educational program to 
facilitate better planning, programming, and the best utilization of available resources. 

2. Interprets and implements all board policies and all state and federal laws relevant to 
education. 

3. Supervises, either directly or through delegation, all activities of the school system 
according to, and consistent with the policies of the board. 

4. Supervises methods of teaching, supervision, and administration in effect in the 
schools. 

5. Defines educational needs and formulates policies and plans for recommendation to 
the board. 

 



302.4 

Policy Title  Superintendent – Job Description,  continued   Code No. 302.4 
 
 
6. Prescribes rules for the classification and advancement of students, and for the 

transition of students from one building to another in accordance with board policies. 
 

Personnel 
 

1. Initiates and directs a current listing of job specifications and evaluations for all 
administrators, supervisors, and central office personnel. 

2. Coordinates the negotiations process with the various non-certificated employee 
groups. 

3. Makes recommendations to the board for the selection of employees for the school 
district. 

4. Makes and records assignments and transfers of all employees pursuant to their 
qualifications. 

5. Employs staff as may be necessary, within the limits of budgetary provisions and 
subject to the board’s approval. 

6. Recommends to the board, for final action, the promotion, salary change, demotion, or 
dismissal of any employee. 

7. Summons employees of the school district to attend such regular and occasional 
meetings as are necessary to carry out the education program of the school district. 

8. Approves vacation schedules for employees. 
 

Public Relations 
 
1. Establishes and maintains a friendly and cooperative relationship with all news media; 

i.e., press, radio and television, in the Maquoketa area. 
2. Represents the board as a liaison between the school district and the community. 
3. Establishes and maintains a program of public relations to keep the public well-

informed of the activities and needs of the school district, effecting a wholesome and 
cooperative working relationship between the school district and the community. 

 
Board of Education 

 
1. Initiates and recommends policies to the Board of Education which are for the 

betterment of the Maquoketa Community School District and comply with state and 
federal laws. 

2. Causes the formulation of and reports on the progress toward goals for the district on 
an annual basis. 

3. Attends and participates in all meetings of the board, except when the superintendent 
has been excused, and makes recommendations affecting the school district. 

4. Reports to the board on such matters as deemed material to the understanding and 
proper management of the school district or as the board may request. 

5. Attends such conventions and conferences as are necessary to keep informed of the 
latest educational trends. 

6. Performs other duties as may be assigned by the board. 
 



302.4 

Policy Title  Superintendent – Job Description,  continued  Code No. 302.4 
 
7. Supervises the establishment or modification of the boundaries of school attendance 

and transportation areas subject to approval of the board. 
 

Legal 
 

1. Directs the formulation and implementation of federally or state mandated programs. 
2. Requests required reports from private schools regarding attendance and private 

instruction or home schooling of students. 
3. Files, or causes to be filed, all reports required by law. 
 

Instructional Leadership 
 

1. Accepts responsibility for the general efficiency of the school system, for the 
development of the employees and for the educational growth and welfare of the 
students. 

2. Conducts periodic district administrative meetings; and. 
 
This list of duties will not act to limit the board’s authority and responsibility over the 
superintendent. In executing these duties and others the board may delegate, the 
superintendent will consider the school district’s financial condition as well as the needs of 
the students in the school district. 
 
 
Legal Reference: Iowa Code §§ 279.8, .20, 23A (2013) 
   281 I A.C. 12.4(4) 
 
Cross Reference: 300.1 Administrative Structure  

302.1 Superintendent 
 
 
 
 
Previous Date of Adoption  11-24-86 
Revision Discussion   07-20-92 
Adoption of Revision   07-20-92 
Reviewed by Policy Committee 10-13-03, 02-12-07, 01-14-13, 09-17-18 
 
 



302.5 

MCSD         Code No. 302.5 
September 2018 
Chapter 3 - Administration 
 
Policy Title: Superintendent’s Evaluation 
 
The board will conduct an ongoing evaluation of the superintendent's skills, abilities, and competence.  At a 
minimum, the board will conduct an Annual Progress Review with a Summative Evaluation of the superintendent 
at least every three years.  The goal of the superintendent's Annual Progress Review and/or Summative Evaluation 
is to ensure the education program for the students is carried out, promote growth in effective administrative 
leadership, clarify the superintendent's role, clarify the immediate priorities of the board, and develop a working 
relationship between the board and the superintendent. 
 
The evaluation process will include a professional development component that is focused on knowledge and skills 
that are prioritized based on district wide improvement goals, student data, as well as feedback from other sources, 
the Iowa leadership standards, and the needs of the individual administrator. 

 
Summative Evaluations shall be based upon the Iowa School Leadership Standards and Criteria and the following 
principles: 
 
• The evaluation process or annual progress review will be conducted annually at a time agreed upon; 
• Each board member will have an opportunity to individually evaluate the superintendent, and these 

individual evaluations will be compiled into an overall evaluation by the entire board; 
• At the Board’s request, the superintendent will provide specific documentation, and/or artifacts that provide 

evidence of progress and/or goal achievement; 
• The board may discuss its evaluation of the superintendent in closed session upon a request from the 

superintendent and if the board determines its discussion in open session will needlessly and irreparably 
injure the superintendent's reputation; and, 

• Board members are encouraged to communicate their criticisms and concerns to the superintendent in the 
closed session.  The board president will direct the Board Secretary to develop a written summary of the 
individual evaluations, including both the strengths and the weaknesses of the superintendent, and place it in 
the superintendent's personnel file to be incorporated into the next cycle of evaluations. 

 
If additional criteria are utilized during the evaluation, said criteria will be related to the job description and/or the 
school district's goals. 
 
This policy supports and does not preclude the ongoing, informal evaluation of the superintendent's skills, abilities 
and competence.  Nor does this policy prohibit the board from initiating the summative evaluation process at any 
time. 
 
Legal Reference: Wedergren v. Board of Directors, 307 N.W.2d 12 (Iowa 1981). 
 Iowa Code §§ 279.8, .20, .23, .23A (2013).  
 281 I.A.C. 12.3(4). 
 
Cross Reference: 212 Closed Sessions 
 302.1 Superintendent Qualifications, Recruitment, Appointment 
 302.2 Superintendent Contract and Contract Renewal 
 302.4 Superintendent – Job Description 
 
 
Previous Date of Adoption  06-12-89 
Revision Discussion   07-20-92 
First Reading on Revision  07-20-92 
Second Reading / Adoption  08-10-92 
Reviewed by Policy Committee  10-13-03, 02-12-07, 7-14-08, 01-14-13, 09-17-18 



302.6 

MCSD          Code No. 302.6 
September 208 
Chapter 3 - Administration 
 
Policy Title:  Superintendent Professional Development 
 
 
The board encourages the superintendent to continue professional growth by being involved in 
professional organizations, attending conferences, continuing education, and participating in 
other professional activities. 
 
It is the responsibility of the superintendent to arrange the superintendent's schedule in order to 
enable attendance at various conferences and events.  If a conference or event requires the 
superintendent to be absent from the office for more than three days, requires overnight travel, 
or involves unusual expense, the superintendent will bring it to the attention of the board 
president prior to attending the event. 
 
The superintendent will report to the board after an event. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference: Iowa Code § 279.8 (2013). 
 281 I.A.C. 12.7. 
 
 
Cross Reference: 303.7 Administrator Professional Development 
 401.7 Employee Travel Compensation 
 
 
Adoption of Policy            10-13-03 
First Reading            10-13-03 
Second & Final Reading            10-27-03 
Reviewed by Policy Committee         02-12-07, 01-14-13, 09-17-18 
 
 
 



302.7 

MCSD          Code No.  302.7 
June 2020 
Chapter 3 - Administration 
 
Policy Title:  Superintendent Civic Activities 
 
 
The board encourages the superintendent to be involved in the school district community by 
belonging to school district community organizations and attending and participating in school 
district community activities. 
 
It is the responsibility of the superintendent to become involved in school district community 
activities and events.  It is within the discretion of the board to pay annual fees for professional 
organizations and activities. 
 
 
 
 
Legal Reference: Iowa Code § 279.8 
  
 
Cross Reference: 302.3 Superintendent Salary and Other Compensation 
 303.8 Administrator Civic Activities 
 
 
Adoption of Policy   10-13-03 
First Reading    10-13-03 
Second & Final Reading  10-27-03 
Reviewed by Policy Committee 02-12-07, 01-14-13, 09-17-18, 06-15-20 



302.8 

MCSD          Code No.  302.8 
September 2018 
Chapter 3 – Administration 
 
Policy Title:  Superintendent Consulting/Outside Employment 
 
The superintendent's position is considered full-time employment.  The board expects the 
superintendent to give the responsibilities of the position precedence over other employment.  
The superintendent may accept consulting or outside employment for pay as long as, in the 
judgment of the board, the work is conducted on the superintendent's personal time and it does 
not interfere with the performance of the superintendent's duties. 
 
The board reserves the right, however, to request that the superintendent cease the outside 
employment as a condition of continued employment.  The board will give the superintendent 
thirty days notice to cease outside employment. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference: Iowa Code §§ 279.8, .20 (2013). 
 
 
Cross Reference: 302.2 Superintendent Contract and Contract Nonrenewal 
 302.4 Superintendent Duties 
 
 
Adoption of Policy   10-13-03 
First Reading    10-13-03 
Second & Final Reading  10-27-03 
Reviewed by Policy Committee 02-12-07, 01-14-13, 09-17-18 
 



303.1 

MCSD         Code No. 303.1 
September 2018 
Chapter 3 - Administration 
 
Policy Title: Administrative Personnel Positions 
 
All administrative and supervisory positions in the school system are established initially 
by the Board or by state law, or both. 
 
It is the intent of the Board to activate a sufficient number of such positions to promote 
the attainment of our schools’ goals. 
 
In each case, the Board will approve the broad purpose and function of the position in 
harmony with state laws and regulations, approve a statement of job requirements as 
recommended by the Superintendent, and delegate to the Superintendent the task of 
writing, or causing to be written, a job description for all positions in the administrative 
team.  The Superintendent through coordination with the administrative team will 
maintain a comprehensive set of job descriptions and role expectations for all personnel. 
 
 
 
 
Legal Reference: Iowa Code §§ 279.8, .20, .21, .23-.24 (2013) 
   281 I. A. C. 12.4 
 
Cross Reference: 301 Administrative Structure 
   303  Administrative Employees 
 
 
 
Original Date of Adoption  12-12-77 
Revision Discussion   11-10-80 
First Reading    11-24-80 
Second Reading / Adoption  12-15-80 
Reviewed by Policy Committee 10-13-03, 02-12-07, 01-14-13, 09-17-18 
 



303.2 

MCSD         Code No. 303.2 
September 2018 
Chapter 3 - Administration 
 
Policy Title: Administrator Qualifications, Recruitment, Appointment 
 
The board will employ building principals and other administrators, in addition to the 
superintendent, to assist in the daily operations of the school district. 
 
The Board will consider applicants who meet or exceed the standards set by the Iowa 
Department of Education and the qualifications established in the job description for the position.  
In employing an administrator, the board will consider the qualifications, credentials and records 
of the applicants without regard to race, color, religion, creed, marital status, gender, national 
origin, age, sexual orientation, gender identity or disability.  In keeping with the law, however, 
the board will consider the veteran status of the applicants.  The board will look closely at the 
training, experience, skill and demonstrated competence of qualified applicants in making its 
final decision. 
 
In choosing an administrator, the board will also consider the school district’s educational 
philosophy, financial condition, organizational structure, education programs, and other factors 
deemed relevant by the board. 
 
It is the responsibility of the superintendent to make a recommendation to the board for filling an 
administrative position, based on the requirements stated in this policy.  The board will act only 
on the superintendent’s recommendation. 
 
The board may contract for assistance in the search for administrators. 
 
 
 
Legal Reference: Iowa Code §§ 279.8, .21 (2013) 
   281 I.A.C. 12.4 
   1980 Op. Att’y Gen 367. 
 
 
Cross Reference: 303.1 Administrative Personnel Positions 
 
Original Date of Adoption  12-12-77 
Revision Discussion   11-10-80 
First Reading    11-24-80 
Second Reading – Adoption  12-15-80 
Reviewed by Policy Committee 10-13-03, 02-12-07, 07-16-07, 10-13-08, 01-14-13,  

09-17-18 



303.3 

MCSD     Code No.303.3 
September 2018 
Chapter 3 – Administration  
 
Policy Title Administrator Contract and Contract Nonrenewal 
 
The length of the contract for employment between the administrator and the board will be 
determined by the board and stated in the contract.  The contract will also state the terms of 
employment. 
 
The first three consecutive years of a contract issued to a newly employed administrator will be 
considered a probationary period.  The probationary period may be extended for an additional 
year upon the consent of the administrator.  In the event of termination of a probationary or 
non-probationary contract, the board will afford the administrator appropriate due process, as 
required by law.  The administrator and board may mutually agree to terminate the 
administrator’s contract. 
 
 
It is the responsibility of the superintendent to create a contract for each administrative 
position.  The board may issue a temporary and nonrenewable contract in accordance with law. 
 
Administrators, who wish to resign, to be released from a contract, or to retire, must comply 
with applicable law and board.  
 
 
 
Legal Reference: Martin v. Waterloo Community School District, 518 N.W. 2d 381 (Iowa 

1994). 
Cook v Plainfield Community School District, 301 N.W.2d 771 (Iowa 
App. 1980). 

 Board of Education of Fort Madison Community School District v. 
Youel, 282 N.W.2d 677 (Iowa 1979) 

 Briggs v Board of Directors of Hinton Community School District, 282 
N.W.2d 740(Iowa 1979). 

 Iowa Code §§ 279 
 281 I.A.C. 12.4 
 
 
Cross Reference: 303.1 Administrative Personnel Positions 
 
Adoption of New Policy  10-13-03 
First Reading   10-13-03 
Second & Final Reading  10-27-03 
Reviewed by Policy Committee 02-12-07, 01-14-13, 11-20-17, 09-17-18 
 
 



303.4 

MCSD     Code No.303.4 
September 2018 
Chapter 3 – Administration  
 
Policy Title Administrator Salary and Other Compensation   
 
The board has complete discretion to set the salary of the administrators.  It is the responsibility 
of the board to set the salary and benefits of the administrators at a level that will include 
consideration of, but not be limited to, the economic condition of the school district and the 
training, experience, skill, and demonstrated competence of the administrators.  The salary will 
be set at the beginning of each contract period. 
 
In addition to the salary and benefits agreed upon, the administrator’s shall adhere to the 
expense guidelines of the district school performing work-related duties.  Exceptions will be 
made by the board on a case-by-case basis. The board will approve the payment of other 
benefits or compensation over and above the administrator’s contract.  Approval of other 
benefits or items of an administrator’s compensation will be included in the records of the 
board in accordance with board policy. 
 
 
 
 
 
 
Legal Reference: Iowa Code §§  279.21 (2013). 
 1984 Op. Att’y Gen. 47. 
 
 
Cross Reference: 303.1 Administrative Personnel Positions 
 
 
 
 
 
Adoption of New Policy  10-13-03 
First Reading   10-13-03 
Second & Final Reading  10-27-03 
Reviewed by Policy Committee 02-12-07, 01-14-13, 09-17-18 



303.5 

MCSD  Code No.303.5 
April 2020 
Chapter 3 - Administration 

Policy Title: Administrator Duties 

Administrators will be hired by the board to assist the superintendent in the day-to-day operations of the 
school district. 

Each attendance center will have a building principal responsible for the administration and operation of 
the attendance center.  Each building principal, as chief administrator of the assigned attendance center, 
is responsible for the building and grounds, for the students and employees assigned to the attendance 
center, for school activities at the attendance center, for the education program offered in the attendance 
center, and the budget for the attendance center.  The principal is considered the professional advisor to 
the superintendent in matters pertaining to the attendance center supervised by the principal.  Although 
the principals serve under the direction of the superintendent, duties of the principal may include, but 
not be limited to the following: 
• Be an active member of the School District’s leadership team and work with the team and

in turn, the building staff to establish, implement, and review yearly instructional goals.
• Cooperate in the general organization and plan of procedure in the school under the principal's

supervision.
• Supervise teachers in the principal's attendance center.
• Maintain the necessary records for carrying out delegated duties.
• Rate, recommend and select supervised employees and confer with the superintendent on

personnel matters.
• Work with the leadership team in determining the education program to be offered and in

arranging the schedules.  In the matter of courses offered, the final approval rests with the
superintendent who is in turn responsible to the board.

• Ensure that proper care is taken of all school books, supplies, materials, equipment, furniture and
facilities.

• Maintain an inventory of all school district property contained in attendance center.  This
inventory is reviewed and filed with the board secretary.

• Investigate excessive cases of absence or tardiness of students and notify the parents or guardians
of unexcused absence or tardiness.  Adhere to Board policy 501.1 with regard to truancy
notification.

• Make such reports from time to time as the superintendent may require.
• Maintain the regular schedule of school hours established by the board and make no temporary

changes in the schedule without the consent of the superintendent.
• Promptly notify the superintendent’s designee whenever ventilation, sanitation or heating of the

building is unsatisfactory.
• Contribute to the formation and implementation of general policies and procedures of the

School.
• Assume responsibility for building expenditures and accounting.
• Perform such other duties as may be assigned by the superintendent of schools.

This list of duties will not act to limit the board's authority and responsibility over the position of the 
administrators.  In executing these duties and others the board may delegate, the administrators will 
consider the school district's financial condition as well as the needs of the students in the school 
district. 

Legal Reference: Iowa Code §§ 279.8, .21, .23A (2013). 
281 I.A.C. 12.4(5), .4(6), .4(7). 

Cross Reference: 300.1 Administrational Structure 
303.1 Administrative Personnel Positions 

Adoption of New Policy  10-13-03 
First Reading 10-13-03 
Second & Final Reading 10-27-03 
Reviewed by Policy Committee 02-12-07, 05-12-08, 01-14-13, 09-17-18, 04-13-20 



303.6 

MCSD       Code No. 303.6 
September 2018 
Chapter 3 – Administration 
 
Policy Title:  Administrator Evaluation 
 
The Superintendent will conduct an ongoing process of evaluating district administrators on their skills, 
abilities, and competence.  At a minimum, the Superintendent will conduct an Annual Progress Review 
with a Summative Evaluation at least every three years.   The goal of the Annual Progress Review 
and/or Summative Evaluation is to ensure the education program for the students is carried out, promote 
growth in effective administrative leadership, clarify the immediate priorities of the superintendent 
and/or board of directors, and develop a positive working relationship between the superintendent, 
board, and administrators. 
 
The administrator’s formal evaluation process will include a professional development component that is 
focused on knowledge and skills that are prioritized based on district wide improvement goals, student 
data, the Iowa leadership standards, the needs of the individual administrator, as well as feedback from 
other sources. 

 
The formal evaluation will include written criteria related to the job description and shall be based on 
the Iowa School Leadership Standards and Criteria adopted by the Iowa Department of Education and 
the following principles: 
 
• The formal evaluation or annual progress review will be conducted annually at a time agreed upon. 
• Administrators will have an opportunity to reflect on their own performance.  The reflections will 

be incorporated into the summative evaluation or annual progress review. 
• At the superintendent’s request, the administrator will provide specific documentation, and/or 

artifacts that provide evidence of progress and/or goal achievement; 
• The superintendent and administrator will discuss performance issues in confidence.   
• The formal evaluation will also include an opportunity for the administrator and the superintendent 

to discuss the written criteria, the past year's performance and the future areas of growth.  The 
completed evaluation will be signed by the superintendent and administrator and filed in the 
administrator's personnel file. 

 
If additional criteria are utilized during the evaluation, said criteria will be related to the job description 
and/or the school district's goals. 
 
This policy supports and does not preclude the ongoing informal evaluation of the administrator's skills, abilities 
and competence. 
 
 
Legal Reference: Iowa Code §§ 279.8, .21-.23A (2013). 
 281 I.A.C. 12.3(4). 
 
 
Cross Reference: 303.1 Administrative Personnel Positions 
 
 
Previous Date of Adoption  06-12-89 
Revision Discussion   07-20-92 
First Reading on Revision  07-20-92 
Second Reading / Adoption  07-20-92 
Reviewed by Policy Committee  10-13-03, 02-12-07, 7-14-08, 01-14-13, 09-17-18 
 



303.7 

MCSD     Code No.  303.7 
September 2018 
Chapter 3 - Administration 
 
Policy Title:  Administrator Professional Development 
 
The board encourages the administrators to continue their professional growth by becoming 
involved in professional organizations, attending conferences, continuing their education, and 
participating in other professional activities. 
 
It is the responsibility of the administrators to arrange their schedules in order to attend various 
conferences and events in which they are involved.  Prior to attendance at an event, the 
administrator must receive approval from the superintendent.  In the case where overnight 
travel or unusual expense is involved, the superintendent will bring it to the attention of the 
board prior to the administrator attending the event. 
 
The administrator will report to the superintendent after an event. 
 
 
 
 
 
 
 
 
Legal Reference: Iowa Code § 279.8 (2013). 
 281 I.A.C. 12.7. 
 
 
Cross Reference: 302.6 Superintendent Professional Development 
 401.7 Employee Travel Compensation 
  
 
 
Adoption of Policy  10-13-03 
First Reading  10-13-03 
Second & Final Reading  10-27-03 
Reviewed by Policy Committee 02-12-07, 01-14-13, 09-17-18 
 
 



303.8 

MCSD         Code No. 303.8 
June 2020 
Chapter 3 - Administration 
 
Policy Title:  Administrator Civic Activities 

 
The board encourages the administrators to be involved in the school district community 
by belonging to school district community organizations and attending and participating 
in school district community activities.  
 
It is the responsibility of the administrators to become involved in school district 
community activities and events. It is within the discretion of the board to pay 
administrators compensation for school district community activities and events as well 
as professional organizations. 
 
 
Legal Reference: Iowa Code § 279.8 
    
Cross Reference: 302.7 Superintendent Civic Activities 
 
 
Adoption of Policy   10-13-03 
First Reading    10-13-03 
Second and Final Reading  10-27-03 
Reviewed by Policy Committee  02-12-07, 01-14-13, 09-17-18, 06-15-20 



303.9 

MCSD      Code No. 303.9 
September 2018 
Chapter 3 – Administration 
 
Policy Title:  Administrator Consulting/Outside Employment 
 
 
An administrative position is considered full-time employment, unless otherwise designated.  
The board expects administrators to give the responsibilities of their positions in the school 
district precedence over other employment.  An administrator may accept consulting or outside 
employment for pay as long as, in the judgment of the board and the superintendent, the work 
is conducted on the administrator's personal time and it does not interfere with the performance 
of the administrative duties contracted by the board. 
 
The board reserves the right, however, to request the administrator cease the outside 
employment as a condition of continued employment.  The board will give the administrator 
thirty days notice to cease outside employment. 
 
 
 
Legal Reference: Iowa Code §§ 279.8, .21 (2013). 
 
 
Cross Reference: 303.3 Administrator Contract and Contract Nonrenewal 
 303.5 Administrator Duties 
 
 
Adoption of Policy   10-13-03 
First Reading    10-13-03 
Second & Final Reading  10-27-03 
Reviewed by Policy Committee 02-12-07, 01-14-13, 09-17-18 
 



304 

MCSD         Code No. 304 
September 208 
Chapter 3 – Administration 

 
Policy Title:  Policy Implementation 
 
Each professional school administrator shall carry out in good faith all policies duly 
adopted by the local Board and the regulations of state authorities and shall render 
professional service to the best of the administrator’s ability.   
 
 
 
 
 
 
 
 
 
 
 
Legal Reference: Iowa Code §§ 279.8 (2013) 
 
 
Cross Reference: 209 Board of Directors’ Management Procedures 

304.2 Monitoring of Administrative Regulations 
 
 
 
 
 
 
Previous Date of Adoption  11-24-86 
Revision Discussion   07-20-92 
Adoption of Revision   07-20-92 
Reviewed by Policy Committee 10-13-03, 02-12-07, 01-14-13, 09-17-18 
 



304.1 

MCSD          Code No.  304.1 
September 2018 
Chapter 3 – Administration 
 
 
Policy Title: Development and Enforcement of Administrative Regulations 
 
 
Administrative regulations may be necessary to implement board policy.  It is the responsibility 
of the leadership team to develop administrative regulations. 
 
Once the regulations are developed, employees, students and other members of the school 
district community will be informed in a manner determined by the superintendent. 
 
The board will be kept informed of the administrative regulations utilized and their revisions.  
The board may review and recommend change of administrative regulations prior to their use 
in the school district if they are contrary to the intent of board policy. 
 
It is the responsibility of the superintendent to enforce administrative regulations. 
 
 
 
 
Legal Reference: Iowa Code § 279.8 (2013). 
 
 
Cross Reference: 209 Board of Directors' Management Procedures 

304.2 Monitoring of Administrative Regulations 
 
 
 
 
Adoption of Policy  10-13-03 
First Reading   10-13-03 
Second & Final Reading  10-27-03 
Reviewed by Policy Committee 02-12-07, 01-14-13, 09-17-18 



304.2 

MCSD      Code No. 304.2 
September 2018 
Chapter 3 - Administration 
 
Policy Title:  Monitoring of Administrative Regulations 
 
 
The administrative regulations will be monitored and revised when necessary.  It is the 
responsibility of the superintendent to monitor and revise the administrative regulations. 
 
The superintendent may rely on the board, administrators, employees, students, and other 
members of the school district community to inform the superintendent about the effect of and 
possible changes in the administrative regulations. 
 
 
 
 
 
Legal Reference: Iowa Code §§ 279.8, .20 (2013). 
 
 
Cross Reference: 209 Board of Directors' Management Procedures 
 304.1 Development and Enforcement of Administrative Regulations 
 
 
Adoption of Policy  10-13-03 
First Reading  10-13-03 
Second & Final Reading 10-27-03 
Reviewed by Policy Committee   02-12-07, 01-14-13, 09-17-18 



304.3 

MCSD         Code No. 304.3 
September 2018 
Chapter 3 - Administration 
 
Policy Title:  Participation in Policy Development 
 
The Board of Education requires that an impact statement accompany every policy 
recommendation; that all administrators be involved and that every administrator in the 
district be advised precisely of the proposed change.  They should be given sufficient 
time to study the proposal and to estimate the probable educational impact on their school 
or department. 
 
Before commenting on the policies, administrators should receive a description of the 
proposed action and the purposes for which the proposal is made.  They must also have a 
description of the educational programs or activities affected, including adequate 
technical information and data to permit an assessment of the educational impact.  
Precautions should be taken to avoid unnecessary paper work and documentation. 
 
 
 
 
 
 
Adoption of New Policy  10-13-03 
First Reading    10-13-03 
Second & Final Reading  10-27-03 
Reviewed by Policy Committee 02-12-07, 01-14-13, 09-17-18 
 



304.4 

MCSD         Code No. 304.4 
September 2018 
Chapter 3 - Administration 
 
Policy Title:  Administrative Action in Policy Absence 
 
In cases where action must be taken within the school system where the Board has 
provided no policy for administrative action, the Superintendent shall have the power to 
act. 
 
It shall be the duty of the Superintendent to inform the Board promptly of such action and 
of the need for policy. 
 
 
 
 
 
 
 
 
 
 
 
 
Previous Date of Adoption  10-20-86 
Revision Discussion   05-08-89 
First Reading on Revision  05-22-89 
Second Reading – Adoption  06-12-89 
Reviewed by Policy Committee 10-13-03, 02-12-07, 01-14-13, 09-17-18 
 



305 

MCSD         Code No. 305 
September 2018 
Chapter 3 – Administration 
 
Policy Title:  Ethics for Administrators 
 
The Code of Ethics for Maquoketa School Administrators are those that have been formally adopted 
by the national associations for principals and superintendents.  It is as follows: 
 
An educational administrator’s professional behavior must conform to an ethical code.  The code 
must be idealistic and at the same time practical, so that it can apply reasonable to all educational 
administrators.  The administrator acknowledges that the schools belong to the public they serve for 
the purpose of providing educational opportunities to all.  However, the administrator assumes 
responsibility for providing professional leadership in the school and community.  This responsibility 
requires the administrator to maintain standards of exemplary professional conduct.  It must be 
recognized that the administrator’s actions will be viewed and appraised by the community, 
professional associates, and students.  To these ends, the administrator subscribes to the following 
statements of standards. 
 
The educational administrator: 
1. Makes the well-being of students the fundamental value in all decision making and actions. 
2. Fulfills professional responsibilities with honesty and integrity and always acts in a 

trustworthy and responsible manner. 
3. Supports the principle of due process and protects the civil and human rights of all 

individuals. 
4. Obeys local, state, and national laws and does not knowingly join or support organizations 

that advocate, directly or indirectly, the overthrow of the government. 
5. Implements the governing board of education’s policies and administrative rules and 

regulations. 
6. Pursues appropriate measures to correct those laws, policies, and regulations that are not 

consistent with sound educational goals. 
7. Avoids using positions for personal gain through political, social, religious, economic, or 

other influence. 
8. Strives to provide the finest possible educational experiences and opportunities to the 

members of the school district community. 
9. Maintains the standards and seeks to improve the effectiveness of the profession through 

research and continuing professional development. 
10. Honors all contract until fulfillment, release, or dissolution mutually agreed upon by all 

parties. 
11. Accepts academic degrees or professional certification only from accredited institutions. 
12. Accepts responsibility and accountability for one’s own actions and behaviors. 
 
Legal Reference: Iowa Code § 279.8 (2013) 
   282 I.A.C. 13 
 
Cross Reference: 404 Employee Conduct and Appearance 
 
New Policy Proposed for Discussion  12-15-86 
First Reading on Policy   01-12-87 
Second Reading – Adoption   01-26-87 
Reviewed by Policy Committee  10-13-03, 02-12-07, 01-14-13, 09-17-18 



306 

MCSD      Code No.  306 
September 2018 
Chapter 3 – Administration 
 
Policy Title:  Succession of Authority to the Superintendent 
 
 
In the absence of the superintendent, it is the responsibility of the other administrators to 
assume the superintendent's duties.  The succession of authority shall be designated by the 
superintendent on an annual basis. 
 
If the absence of the superintendent is temporary, the successor will assume only those duties 
and responsibilities of the superintendent that require immediate action.  If the board 
determines the absence of the superintendent will be a lengthy one, the board will appoint an 
acting superintendent to assume the responsibilities of the superintendent.  The successor will 
assume the duties when the successor learns of the superintendent's absence or when assigned 
by the superintendent or the board. 
 
References to "superintendent" in this policy manual will mean the "superintendent or the 
superintendent's designee" unless otherwise stated in the board policy. 
 
 
 
Legal Reference: Iowa Code § 279.8 (2013). 
 281 I.A.C. 12.4(4). 
 
 
Cross Reference: 302.1 Superintendent 

303.1 Administrative Personnel Positions 
 

 
Adoption of Policy   10-13-03 
First Reading    10-13-03 
Second & Final Reading  10-27-03 
Reviewed by Policy Committee 02-12-07, 01-14-13, 09-17-18 
 



307 

MCSD          Code No. 307 
June 2020 
Chapter 3 - Administration 
 
Policy Title:  Communication Channels 

 
Questions and problems are to be resolved at the lowest organizational level nearest to 
the complaint.  School employees are responsible for conferring with their immediate 
supervisor on questions and concerns.  Students and other members of the school district 
community will confer with a licensed employee and then with the principal on questions 
and concerns. 
 
If resolution is not possible by any of the above, individuals may bring it to the attention 
of the superintendent within 15 school days of their discussion with the principal.  If there 
is no resolution or plan for resolution by the superintendent within 15 school days of the 
individual’s discussion with the superintendent, the individual may ask to have the 
question or problem placed on the board agenda. 
 
It will first be the responsibility of the administrators to resolve questions and problems 
raised by the employees and the students they supervise and by other members of the 
school district community. 
 
 
Legal Reference: Iowa Code § 279.8 (2013). 
 
 
Cross Reference: 213 Public Participation in Board Meetings 

401.4 Employee Complaints 
502.4 Student Complaints 

   504.3 School Publications 
 
 
 
New Policy for Discussion  02-11-02 
First Reading    02-11-02 
Second and Final Reading  02-25-02 
Reviewed by Policy Committee 10-13-03, 02-12-07, 01-14-13, 09-17-18, 06-15-20 



  

400 

MCSD         Code No. 400 
October 2018 
Chapter 4 - Staff Personnel 
 
Policy Title:  Statement of Guiding Principles 
 
The goal of the Board of Education of the Maquoketa School District is to provide an 
educational program of the highest standards possible.  Success in attaining this goal is 
dependent in large measure upon the competency of the professional staff and of those 
who serve in direct supporting positions to the instructional program of the school. 
 
It shall be the policy of the Board of Education to recruit and retain the highest caliber of 
professional personnel and classified employees. 
 
It shall be the policy of the Board of Education to appoint all personnel only upon the 
recommendation of the Superintendent of Schools. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Previous Date of Adoption  05-25-81 
Revision Discussion   11-24-86 
Adoption of Revision   12-15-86 
Reviewed by Policy Committee 01-26-04, 03-26-07, 04-08-13, 10-15-18 
 
 



 

401 

MCSD         Code No. 401 
October 2018 
Chapter 4 - Staff Personnel 
 
Policy Title:  Guided Policy Statement 
 
The District recognizes the right of employees to bargain in accordance with the 
provisions of the Public Employment Relations Act, and also recognizes the 
appropriateness of meeting and conferring with other employee groups regarding terms 
and conditions of employment.  The District is committed to a constructive approach in 
the negotiating and conferring process. 
 
Except when a specific provision has been negotiated governing the employment 
relationship or is a result of a meet and confer session, all employees of the school district 
will be governed by the policies of the Board of Education and the administrative 
procedures, rules and practices. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Original Adoption   06-11-79 
Revision Discussion   04-27-81 
First Reading on Revision  05-11-81 
Second Reading on Revision  05-25-81 
Review by Policy Committee  01-26-04, 03-26-07, 04-08-13, 10-15-18 
 
 



401.1 

MCSD Code No. 401.1 
June 2020 
Chapter 4 – Staff Personnel 
 
Police Title: Equal Employment Opportunity 
 
The Maquoketa Community School District will provide equal opportunity to employees and applicants 
for employment in accordance with applicable equal employment opportunity and affirmative action 
laws, directives and regulations of federal, state and local governing bodies and agencies.  Opportunity 
to all employees and applicants for employment includes hiring, placement, promotion, transfer or 
demotion, recruitment, advertising or solicitation for employment, treatment during employment, rates 
of pay or other forms of compensation, and layoff or termination.  The school district will take 
affirmative action in recruitment, appointment, assignment and advancement in major job categories 
where women, men, minorities and persons with disabilities are underrepresented.  Employees will 
support and comply with the district's established equal employment opportunity and affirmative action 
policies.  Employees will be given notice of this policy annually. 
 
The Superintendent or his/her designee shall serve as the affirmative action coordinator.  The 
affirmative action coordinator will have the responsibility for drafting the affirmative action plan. The 
AA plan will be reviewed by the board at least every two years. 
 
Individuals who file an application with the school district will be given consideration for employment 
if they meet or exceed the qualifications set by the Board, administration, and Iowa Department of 
Education for the position for which they apply.  In employing individuals, the board will consider the 
qualifications, credentials, and records of the applicants without regard to race, color, creed, gender, 
national origin, religion, age, sexual orientation, gender identity, or disability.  In keeping with the law, 
the board will consider the veteran status of applicants. 
 
Prior to a final offer of employment for any position, the school district will perform criminal, child 
abuse and sexual abuse background checks.  Based on the results of the background checks, the school 
district will determine whether an offer will be extended.  If the candidate is a teacher who has an initial 
license from the BOEE, then the requirement for a background check is waived. 
 
Advertisements and notices for vacancies within the district will contain the following statement:  "The 
Maquoketa Community School District is an equal employment opportunity/affirmative action 
employer."  The statement will also appear on application forms. 
 
Inquiries by employees or applicants for employment regarding compliance with equal employment 
opportunity and affirmative action laws and policies, including but not limited to complaints of 
discrimination, will be directed to the Superintendent, who has been designated the District’s 
Affirmative Action Coordinator by writing to the: 
 
Affirmative Action Coordinator 
Maquoketa Community School District 
612 South Vermont Street 
Maquoketa, IA 52060, or by telephoning (563) 652-4984. 
 
Inquiries may also be directed, in writing, to the: 
Iowa Civil Rights Commission 
400 E. 14th Street 
Des Moines, IA 50319-1004, 800-457-4416 
 
 
 
 



401.1 

 
Police Title: Equal Employment Opportunity (Continued) 
 
 
or to the  
 
Equal Employment Opportunity Commissions 
500W. Madison St, Ste. 2000 
Chicago, IL 60661 
800-669-4000 
 
Such inquiry or compliant to the state or federal office may be done instead of, or in addition to, an 
inquiry or complaint at the local level. 
 
Further information and copies of the procedures for filing a complaint are available in the district’s 
central administrative office and in the administrative office of each attendance center. 
 
Reference Grievance Procedure 401.1 R1 
 
 
Legal Reference: 29 U.S.C. §§ 621-634 (2012). 
 42 U.S.C. §§ 2000e et seq 
 42 U.S.C. §§ 12101 et seq. (2012). 

Iowa Code §§ 19B; 20; 35C; 73; 216; 279.8  
 281 I.A.C. 12.4; 95  
 281 I.A.C. 14.1 (2000) 
 
Cross Reference: 102   Equal Educational Opportunity 
 104 Anti-bullying/Harassment 
   405.2 Interview, Selection, Appointment 
 
Previous Date of Adoption  05-29-90 
Revision of Discussion   07-20-92 
Revised     03-10-03 
Reviewed by Policy Committee  01-26-04, 03-26-07, 07-16-07, 10-13-08, 04-08-1, 10-15-18, 

06-15-20 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
MCSD                               Code No. 401.1R1 



401.1 

June 2020 
Chapter 4 – Staff Personnel 
 
Policy Title:  Grievance Procedures for Discrimination               
 
 
Students, parents of students, employees, and applicants for employment in the school district 
will have the right to file a formal complaint alleging discrimination under federal or state 
regulations requiring non-discrimination in programs and employment. 
 

Level One - Principal, Immediate Supervisor or 
Personnel Contact Person 

(Informal and Optional - may be bypassed by the grievant) 
 
Employees with a complaint of discrimination based upon their gender, race, national origin, 
religion, age, creed, marital status, sexual orientation, gender identity, or disability are 
encouraged to first discuss it with their immediate supervisor, with the objective of resolving the 
matter informally.  An applicant for employment with a complaint of discrimination based upon 
their gender, race, national origin, religion, age, creed, sexual orientation, gender identity, or 
disability is encouraged to first discuss it with the personnel contact person. 
 
A student, or a parent of a student, with a complaint of discrimination based upon his/her gender, 
race, national origin, religion, age, creed, marital status, sexual orientation, gender identity, or 
disability is encouraged to discuss it with the instructor, counselor, supervisor, building 
administrator, program administrator or personnel contact person directly involved. 
 

Level Two - Compliance Officer 
 
If the grievance is not resolved at level one and the grievant wishes to pursue the grievance, the 
grievant may formalize it by filing a complaint in writing on a Grievance Filing Form, which 
may be obtained from the Compliance Officer.  The complaint will state the nature of the 
grievance and the remedy requested.  The filing of the formal, written complaint at level two 
must be within 15 working days from the date of the event giving rise to the grievance, or from 
the date the grievant could reasonably become aware of such occurrence.  The grievant may 
request that a meeting concerning the complaint be held with the Compliance Officer.  A minor 
student may be accompanied at that meeting by a parent or guardian.  The Compliance Officer 
will investigate the complaint and attempt to resolve it.  A written report from the Compliance 
Officer regarding action taken will be sent to the involved parties within a reasonable time after 
receipt of the complaint. 
 
 

Level Three - Superintendent/Administrator 
 
If the complaint is not resolved at level two, the grievant may appeal it to level three by 
presenting a written appeal to the superintendent within five working days after the grievant 
receives the report from the Compliance Officer.  The grievant may request a meeting with the 
Superintendent.  The superintendent may request a meeting with the grievant to discuss the 
appeal.  A decision will be rendered by the superintendent within a reasonable time after the 
receipt of the written appeal.  If, in cases of disability grievances at the elementary and secondary 
level, the issue is not resolved through the grievance process, the parents have a right to an 
impartial hearing to resolve the issue. 



401.1 

 
This procedure in no way denies the right of the grievant to file formal complaints with the Iowa 
Civil Rights Commission, the U.S. Department of Education Office for Civil Rights or Office of 
Special Education Programs, the Equal Employment Opportunity Commission, or the Iowa 
Department of Education for mediation or rectification of civil rights grievances, or to seek 
private counsel for complaints alleging discrimination. 
 
 

Level Four - Appeal to Board 
 
If the grievant is not satisfied with the superintendent's decision, the grievant can file an appeal 
with the board within five working days of the decision.  It is within the discretion of the board 
to determine whether it will hear the appeal. 
 
 
The Compliance Officer is: 
 
Name  Jillian Bresnan 
  
Office 
Address 

Maquoketa Middle School 
200 E. Locust St,  Maquoketa, IA 52060 

  
Phone 
Number 

563-652-4956 

  
Office Hours 8:30 am – 3:30 pm 
 
 
 
 



   
   
    

  
 401.2 

MCSD        Code No. 401.2 
June 2020 
Chapter 4 - Staff Personnel 
 
Policy Title:  Employee Conflict of Interest   
 
Employees’ use of their position with the school district for financial gain is considered a 
conflict of interest with their position as employees and may subject the employee to disciplinary 
action. 
 
Employee has access to information and a captive audience that could award the employee 
personal or financial gain.  No employee may solicit other employees or students for personal or 
financial gain to the employee without the approval of the superintendent.  If the approval of the 
superintendent is given, the employee must conduct the solicitations within the conditions set by 
the superintendent.  Further, the superintendent may, upon five days’ notice, require the 
employee to cease such solicitations as a condition of continued employment. 
 
Employee shall not act as agents or dealers for the sale of textbooks or other school supply 
companies doing business with the school district.  Employees will not participate for personal 
financial remuneration in outside activities wherein their position on the staff is used to sell 
goods or services to students or to parents.  An employee shall not engage in outside work or 
activities where the source of information concerning the customer, client or employer originates 
from information obtained because of the employee’s position in the school district. 
 
It shall also be a conflict of interest for an employee to engage in any outside employment or 
activity which is in conflict with the employee’s official duties and responsibilities.  In 
determining whether outside employment or activity of an employee creates a conflict of interest, 
situations in which an unacceptable conflict of interest shall be deemed to exist shall include, but 
not be limited to, any of the following: 
 

(1) The outside employment or activity involves the use of the school district’s time, 
facilities, equipment, and supplies or the use of the school district’s badge, 
uniform, business card, or other evidences of office to give the employee or the 
employee’s immediate family an advantage or pecuniary benefit that is not 
available to other similarly situated members or classes of members of the general 
public.  For purposes of this section, a person is not “similarly situated” merely by 
being related to an employee who is employed by the school district. 

 
(2) The outside employment or activity involves the receipt of, promise of, or 

acceptance of more or other consideration by the employee or a member  
of the employee’s immediate family from anyone other than the school district for 
the performance of any act that the employee would be required or expected to 
perform as part of the employee’s regular duties or during the hours during which 
the employee performs service or work for the school district. 

 
 



   
   
    

  
 401.2 

Policy Title:  Employee Conflict of Interest, continued  Code No. 401.2 
 
 

(3) The outside employment or activity is subject to the official control, inspection, 
review, audit or enforcement authority of the employee during the performance of 
the employee’s duties. 

 
If the outside employment or activity is employment or activity in (1) or (2) above, the employee 
must cease the employment or activity.  If the activity or employment falls under (3), then the 
employee must: 
 

• Cease the outside employment or activity; or 
 

• Publicly disclose the existence of the conflict and refrain from taking any official  
action or performing any official duty that would detrimentally affect or create a benefit 
for the outside employment or activity.  Official action or official duty includes, but is not 
limited to; participating in any vote, taking affirmative action to influence any vote, or 
providing any other official service or thing that is not available generally to members of 
the public in order to further the interests of the outside employment or activity. 

 
When procurement is supported by Federal Child Nutrition funds, employees will not participate 
in the selection, award, or administration of a contract if there is a real or apparent conflict of 
interest in the contract.  Contract, for purposes of this paragraph, includes a contract where the 
employee, employee’s immediate family, partner, or a non-school district employer of these 
individuals is a party to the contract. 
 
It shall be the responsibility of each employee to be aware of and take the necessary action to 
eliminate a potential conflict of interest should it arise. 
 
Legal Reference: Iowa Code §§ 20.7; 68B; 279.8; 301.28 
   7 C.F.R. 3016.36(3) 
 
Cross Reference: 203 Board of Directors’ Conflict of Interest 
   402.4 Gifts to Employees 
   402.6 Employee Outside Employment 
   404 Ethics for District Personnel 
 
New Policy Discussion   07-19-93 
First Reading on Adoption   07-19-93 
Second Reading and Adoption  08-09-93 
Revision     02-25-02 
Reviewed by Policy Committee 02-09-04, 03-26-07, 11-09-09, 04-23-12, 04-08-13. 
 10-15-18, 06-15-20     



 

401.3 

MCSD         Code No. 401.3 
October 2018 
Chapter 4 - Staff Personnel 
 
Policy Title:  Relations to Professional Staff (Nepotism) 
 
The relationship of certificated and classified employees should be that of partners 
working together to provide the best possible learning situation for the students of the 
Maquoketa Community School District. 
 
 
 
Legal Reference: Iowa Code §§ 20; 71; 277.27; 279.8 (2013) 
 
 
Cross Reference: 405.2 Interview/Selection/Appointment 
  
 
 
 
 
 
 
 
 
 
 
 
 
Previous Date of Adoption  05-25-81 
Revision Discussion   11-24-86 
Adoption of Revision   12-15-86 
Reviewed by Policy Committee 02-09-04, 03-26-07, 04-08-13, 10-15-18 
 



 

401.4 

MCSD          Code No.  401.4 
October 2018 
Chapter 4 – Staff Personnel 
 
Policy Title:  Employee Complaints 
 
 
Complaints of employees against fellow employees should be discussed directly between 
employees.  If necessary, complaints will be brought directly to the immediate supervisor, 
principal or superintendent and will be made in a constructive and professional manner.  
Complaints will never be made in the presence of other employees, students or outside persons. 
 
A formal grievance procedure is contained in the master contract between the employee's 
licensed bargaining unit and the board.  This policy will not apply to a complaint that has been 
or could be filed at the employee's discretion under that formal grievance procedure. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference: Iowa Code §§ 279.8  
 
 
Cross Reference: 307 Communication Channels 
 
 
New Policy Discussion 02-09-04 
First Reading on Adoption 02-09-04 
Second Reading and Adoption 02-23-04 
Reviewed by Policy Committee 03-26-07, 04-08-13, 10-15-18 
 



 

401.5 

MCSD        Code No:  401.5 
October 2018 
Chapter 4 – Staff Personnel 
 
Policy Title:  Personnel and School Record Maintenance and Release Guidelines 
 
All personnel records shall be kept and preserved by the Secretary of the Board and be 
housed in the administrative offices of the school district.  All employee personnel 
records are maintained for a minimum of seven years after termination of employment 
from the district.   
 
The personnel records will include, but not limited to, application for employment, 
resume, evaluations, references, copy of the employee’s license or certificate, if needed 
for position, educational transcripts, and records of disciplinary matters.  Employee 
personnel files are school district records and are considered confidential records and 
therefore are not generally open to public inspection or accessibility.  Only in certain 
limited instances, when the employee has given a signed consent, will employee 
personnel records be accessible to individuals other than the employee or authorized 
school officials. 
 
Employees may have access to their personnel files, with the exception of letters of 
reference, and copy items from their personnel files at a time mutually agreed upon 
between the Superintendent and the employee.  However, employees will not be allowed 
access to the employment references written on behalf of the employee.  Board members 
will generally only have access to an employee’s file when it is necessary because of an 
employee related matter before the board. 
 
The superintendent or his/her designee is hereby designated the custodian of all records, 
documents, writings, letters, memoranda, or other written, typed, copied, or developed 
materials possessed, assembled, or maintained by this school district.  It is the 
responsibility of the Superintendent or his/her designee to keep employees’ personnel 
files current. 
 
All requests for public information are to be forwarded to the Superintendent or a 
member of the administrative team immediately upon receipt.  The administrator shall 
thereupon make a determination as to whether or not the information requested is public 
in nature.  That determination should be made according to the following guidelines: 
 
1. If the Superintendent finds the information to be public in nature, he/she shall direct 

that it be released for reproduction on the premises.  The party requesting the 
information is to be charged the cost of reproduction and any other expenses entailed 
in locating and retrieving the information.  If the information is in active  
use or otherwise unavailable, the party requesting the information will be notified 
immediately upon its becoming available. 
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Policy Title:  Personnel and School Record Maintenance and Release  

Guidelines, continued 
 
 
2.  If the administrator finds the information not to be public in nature, the requesting 
party shall be so informed, the reasons shall be explained, and the information shall not 
be released. 
 
3.  If the administrator is unable to ascertain whether or not the information requested is 
public in nature, the matter shall be referred to the Superintendent, who shall in turn 
request an opinion from the proper legal authority.  Such opinion requests will be made 
within ten (10) days of the original request for the information.  The person requesting 
the information shall be informed that a legal opinion is being sought and that the person 
will be notified immediately upon receipt of the information. 
 
 
Legal Reference:  Iowa Code §§. 20; 21; 22; 91B (2013) 
 
Cross Reference:  708 School District Records 
 
 
 
Previous Date of Adoption  10-12-81 
Adoption of Revision   02-16-87 
Reviewed    02-09-04 
Reviewed by Policy Committee 03-26-07, 04-08-13, 10-15-18 



MCSD        Code No.  401.6 
June 2020 
Chapter 4 – Staff Personnel 
 
Title:   Limitations to Employment References 

 
The district believes in taking appropriate measures to promote the health and welfare of all students.  
Any school employee, contractor, or agent shall not assist another school employee, contractor, or agent 
in obtaining a new job, apart from the routine transmission of administrative personnel files, if the 
individual or agency knows, or has probable cause to believe, that such school employee, contractor, or 
agent engaged in sexual misconduct regarding a minor or student in violation of the law.   

This limitation does not apply if the matter has been properly reported to law enforcement and any other 
regulatory authorities required by law, and either:  

• the matter has been officially closed by the law enforcement agency;  
• the individual is acquitted or otherwise exonerated of the alleged misconduct; or  
• more than four years has passed since the case was opened, and no charges or indictment have 

been filed. 
 

 
 
 
Legal References:     20 U.S.C. §7926 

        281 I.A.C. 12.3(14) 
 

Cross References:    401.5 Personnel and School Record Maintenance and Release Guidelines   
               402.2 Child Abuse Reporting 
         402.3 Abuse of Students by School District Employees 

       405.2 Licensed Employee Qualifications, Recruitment, Selection 
         411.2 Classified Employee Qualifications, Recruitment, Selection 
 
 
 
Adoption of Policy  06-15-20 
First Reading of Policy 06-15-20 
Second and Final Reading 07-13-20   
Reviewed by Policy Committee   
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MCSD          Code No.  401.7 
June 2020 
Chapter 4 – Staff Personnel 
 
Policy Title:  Employee Travel Compensation 
 
Employees traveling on behalf of the school district and performing approved school district business will be reimbursed 
for their actual and necessary expenses.  Actual and necessary travel expenses will include, but not be limited to, 
transportation and/or mileage costs, lodging expenses, meal expenses and registration costs. 
 
Travel Outside the School District 
 
Travel outside of the school district must be pre-approved.  Pre-approval will include an evaluation of the necessity of 
the travel, the reason for the travel and an estimate of the cost of the travel to qualify as approved school district 
business.  Travel outside the school district by employees, other than the Superintendent, is pre-approved by the building 
Principals, Curriculum Director, or the Superintendent.  Travel outside the school district by the superintendent shall be 
approved by the board president. 
 
Reimbursement for actual and necessary expenses will be allowed for travel outside the school district if the employee 
received pre-approval for the travel.  Prior to reimbursement of actual and necessary expenses, the employee must 
provide the school district with a detailed, itemized receipt, indicating the date, purpose and nature of the expense for 
each claim item.  In exceptional circumstances, the superintendent may allow a claim without proper receipt.  Written 
documentation explaining the exceptional circumstances is maintained as part of the school district's record of the claim. 
 
Failure to have a detailed, itemized receipt will make the expense a personal expense.  Personal expenses, including 
mileage, in excess of that required for the trip are reimbursed by the employee to the school district no later than 10 
working days following the date of the expense. 
 
Reimbursement for actual and necessary expenses for travel outside the school district will be limited to the pre-
approved expenses.  Pre-approved expenses for registration are limited to the actual cost of the registration. 
 
Pre-approved expenses for transportation within three hundred miles of the school district administrative office will be 
by school district vehicle.  If a school district vehicle is not available, the employee will be reimbursed mileage at the 
Internal Revenue Service standard mileage rate.  Travel to/from home and work is never a reimbursable travel expense. 
Air, train, or bus travel must be approved by the Superintendent in advance and will be reimbursed at actual cost. Travel 
costs for spouse or anyone other than the district employee shall be a personal expense not reimbursed by the district. 
 
Pre-approved expense for lodging is limited $175.00 per night plus applicable taxes.  The following maximum 
reimbursement rates (including tip if applicable) will be paid: up to $10.00 for breakfast, up to $15.00 for lunch 
and up to $20.00 for dinner.  Meals paid for using the District credit card must adhere to the same reimbursement 
limits.  No double payments will be made.  Example:  If a luncheon is included in a conference or workshop registration 
fee, it is expected that the employee will participate in the meal provided as part of the workshop or event.  For good 
reason, the superintendent and/or Board of Directors may waive room rate or meal reimbursement limitations for district 
employees attending workshops, meetings and/or conferences.  The request to exceed allowable room or meal 
reimbursement rates along with documentation justifying the exception must be presented to the Superintendent or Board 
of Directors before an exception is granted. 
 
Travel Within the School District 
 
Employees required to travel in their personal vehicle between school district buildings to carry out the duties of their 
position may be reimbursed mileage at the Internal Revenue Service standard mileage rate.  It is the responsibility of the 
building Principals, Curriculum Director, or the Superintendent to approve travel within the school district by 
employees.  It is the responsibility of the Board to review the travel within the school district by the Superintendent 
through the board's audit and approval process. 
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Policy Title:  Employee Travel Compensation, continued     
 
 
Travel allowances within the district will be provided only after Board approval.  Employees who are allowed a district 
travel allowance will have the amount of the allowance actually received during each calendar year included on the 
employee's W-2 form as taxable income according to the Internal Revenue Code. 
 
Use of District-Owned Vehicles 
 
Certain district employment positions may require regular and extensive travel.  Due to the required duties of these 
positions, the district may provide certain positions with use of district-owned vehicles.  Employees who utilize district-
owned vehicles during the course of their job duties are fulfilling the public purpose of meeting the needs of the 
educational community in an efficient, and time-sensitive manner.  District-owned vehicles are purchased and 
maintained with public money and must be used strictly in accordance with fulfilling a public purpose.  These vehicles 
represent the district in carrying out its educational mission.  Therefore, district-owned vehicles will be clearly marked at 
all times to identify the district.  
 
The Superintendent is responsible for developing administrative regulations regarding actual and necessary expenses, in-
school district travel allowances and assignment and proper use of school district vehicles.  The administrative MCSD 
regulations will include the appropriate forms to be filed for reimbursement to the employee from the school district and 
the procedures for obtaining approval for travel outside of and within the school district. 
 
Other 
 
Payment will be made for legitimate school business telephone calls. 
 
No payment will be made for alcoholic beverages. 
 
 
Legal Reference: Iowa Constitution, Art. III, § 31 
  Iowa Code §§ 70A.9-.11 
  1980 Op. Att'y Gen. 512 
 
 
Cross Reference: 401.6 Transporting of Students by Employees 
  401.10 Credit Procurement Cards 
  904.1  Transporting Students in Private/School Vehicles 
 
 
Previous Date of Adoption   08-09-93 
First Reading and Discussion  11-10-97 
Second and Final Reading   12-15-97 
Reviewed by Policy Committee  02-23-04 
Revision of Policy   08-15-05, 11-13-06, 03-26-07, 05-12-08, 07-20-09, 7-18-11, 04-08-13, 
     09-08-14, 12-14-15, 10-15-18, 06-15-20 
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MCSD         Code No. 401.9 
June 2020 
Chapter 4 – Staff personnel 
 
Policy Title:  Employee Political Activity 
 
Employees will not engage in political activity upon property under the jurisdiction of the 
Board.  Activities including, but not limited to, posting of political circulars or petitions, 
the distribution of political circulars or petitions, the collection of or solicitation for 
campaign funds, solicitation for campaign workers, and the use of students for writing or 
addressing political materials, or the distribution of such materials to or by students are 
specifically prohibited. 
 
Violation of this policy may be grounds for disciplinary action. 
 
 
 
Legal Reference: Iowa Code §§ 55; 279.8 
 
 
 
 
New Policy Discussion 02-23-04 
First Reading   02-23-04 
Second and Final Reading 03-08-04, 03-26-07, 04-08-13, 10-15-18, 06-15-20 
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MCSD         Code No. 401.10 
October 2018 
Chapter 4 – Staff Personnel 
 
Policy Title    Credit Cards  
 
Employees may use school district credit cards for the actual and necessary expenses 
incurred in the performance of work-related duties.  Actual and necessary expenses 
incurred in the performance of work-related duties include, but are not limited to fuel for 
school district transportation vehicles for transporting students to and from school and for 
school-sponsored events; payment of claims related to professional development of the 
board and employees, and other expenses required by employees and the board in the 
performance of their duties.  The use of school district credit cards for personal expenses 
is prohibited. 
 
Employees and officers using a school credit card must submit a detailed receipt in 
addition to a credit card receipt indicating the date, purpose and nature of the expense for 
each claim item.  Failure to provide a proper receipt shall make the employee responsible 
for expenses incurred.  Those expenses shall be reimbursed to the school district no later 
than ten working days following use of the school district’s credit card. 
 
The school district may maintain a school district credit card for actual and necessary 
expenses incurred by employees and officers in the performance of their duties.  The 
superintendent may maintain a school district credit card for actual and necessary 
expenses incurred in the performance of the superintendent’s duties.  The transportation 
director may maintain a school district credit card for fueling school district 
transportation vehicles in accordance with board policy. 
 
It shall be the responsibility of the superintendent to determine whether the school district 
credit card use is appropriate school business.  It is the responsibility of the board to 
determine through the audit and approval process of the board whether the school district 
credit card use by the superintendent and the board is for appropriate business. 
 
Legal Reference: Iowa Code §§ 279.8; .29, .30 (2013) 
   281 I.A.C. 12.3(1) 
   Iowa Constitution, Art. III, §31. 
 
Previous Date of Adoption  None 
First Reading    09-22-97 
Second and Final Reading  10-13-97 
Reviewed by Policy Committee 02-23-04, 03-26-07, 04-08-13, 10-15-18 
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MCSD         Code No. 401.12 
October 2018 
Chapter 4 – Staff Personnel 
 
Policy Title Dismissal 
 
When an employee’s performance indicates cause for termination, proceedings shall be 
instituted in accordance with the Code of Iowa, Chapter 279. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Previous Date of Adoption  05-25-81 
Revision Discussion   11-24-86 
Adoption of Revision   12-15-86 
Reviewed by Policy Committee 03-08-04, 03-26-07, 04-08-13, 10-15-18 
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MCSD         Code No. 401.13 
October 2018 
Chapter 4 – Staff Personnel 
 
Policy Title:  Initial Application Procedures for Certified and Classified Employees 
 
I. Application Procedure (Certified) 
 

A. Filing – An applicant for any position must apply via www.teachiowa.gov. 
The documents uploaded on the website becomes a part of the employee’s  
personnel record if the applicant is employed.  Applications should be 
acknowledged, and unsuccessful candidates should be notified when a 
vacancy no longer exists. 

 
B. Processing Applications – The Superintendent or Administrators are 

responsible for reviewing the various documents and reports used in 
judging the qualifications of applicants.  These documents may, depending 
upon the position for which application is being made, include any or all 
of the following: 

 
1. A letter of interest and a completed application form. 
2. Credentials (official papers from placement bureau) 
3. Written References/ Letter of Recommendations 
4. Notes from telephone reference checks 
5. Notes from interview questions 
6. Other documentation deemed necessary to evaluate the 

qualifications of the candidate. 
 

C. Personal Interviews – A personal interview with an applicant is important 
and valuable to the applicant and to the school system.  Applicants are 
requested to appear for an interview by appointment after applications and 
credentials have been filed with the Superintendent or the 
Superintendent’s designated representative.  Applicants for teaching 
positions shall be interviewed, whenever possible, by the building 
principals, and, when appropriate, by the Superintendent.  The 
Superintendent will make recommendations to the Board. 

 
D. Filing Transcripts and Certificates – Before payment can be made for 

teaching service, the teacher shall meet the following Department of 
Education and local regulations by providing to the Superintendent: 

 
1. An official transcript of credit 
2. A valid teaching certificate 
3. A completed physical examination form (refer to policy Number 

403.1) 
4. IPERS beneficiary forms 
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Policy Title:  Initial Application Procedures, continued  Code No. 401.13 
 

5. W-4 forms 
6. Other forms as requested by the School Board 

 
 
II. Original Contract 
 

A. Contracts with certificated personnel shall be in writing and shall state the 
number of contract days, the annual compensation, position on salary 
schedule and responsibilities. 

 
B. Such contracts shall be approved by the Board of Education, properly 

signed, and filed with the secretary. 
 
 
III. Application Procedures Classified Personnel 
 

A. Applicants for any classified position must apply via www.teachiowa.gov  
B. The Superintendent or the Superintendent’s designee shall draw up written 

job qualifications and shall screen applicants on the basis of the criteria 
developed.  All classified personnel should undergo a complete and 
thorough interview with the interviewer checking with previous employers 
prior to the tendering of a contract. 

 
C. All agreements tendered to classified personnel should include the 

provision that either party may sever the contracted relationship by a 30 
day notice. 

 
 
Previous Date of Adoption  12-15-86 
Revision Discussion   07-20-92 
First Reading on Revision  07-20-92 
Second Reading – Adoption  07-20-92 
Reviewed by Policy Committee 03-08-04, 03-26-07, 04-08-13, 10-15-18 
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MCSD         Code No, 402.2 
June 2020 
Chapter 4 – Staff Personnel 
 
Policy Title:  Child Abuse Reporting 
 
In compliance with state law and to provide protection to victims of child abuse, the 
board believes incidents of alleged child abuse should be reported to the proper 
authorities. All licensed school employees, teachers, coaches, and para-educators are 
mandatory reporters as provided by law and are to report alleged incidents of child abuse 
they become aware of within the scope of their professional duties.  The definition of 
child abuse is in the accompanying regulation. 
 
When a mandatory reporter suspects a student is the victim of child abuse, the mandatory 
reporter shall make an oral report of the suspected child abuse to the Iowa Department of 
Human Services within 24 hours of becoming aware of the abusive incident and shall 
make a written report to the Iowa Department of Human Services within 48 hours 
following the oral report.  If the mandatory reporter believes the child is in immediate 
danger, the local law enforcement agency will also be notified.  
 
Within six months of their initial employment, mandatory reporters will take a training 
course involving the identification and reporting of child abuse, or submit evidence 
they’ve taken the course within the previous three years. After July 1, 2019, employees 
who have previously taken mandatory reporter training will be required to take the two-
hour training course before the expiration of their current training certificate.  Once the 
training course has been taken, the certificate will remain valid for three years.  
Employees who have taken the post-July 1, 2019 two-hour training course will take the 
one-hour follow up training course every three years and prior to the expiration of their 
certificate.   
 
Legal Reference: Iowa Code §§ 232.67-.77; 232A; 235A; 280.17  
   441 I.A.C.9.2; 155; 175 
    
 
Cross Reference: 402.3 Abuse of Students by School District Employees 
 
New Policy Discussion  07-19-93 
First Reading on Adoption  07-19-93 
Second Reading and Adoption 08-09-93 
Reviewed by Policy Committee 03-08-04, 03-26-07, 04-08-13, 11-21-16, 10-15-18, 

06-15-20 
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        Code No. 402.2R1 
 

CHILD ABUSE REPORTING REGULATION 
 

Iowa law requires licensed employees to report to the Iowa Department of Human 
Services (DHS) instances of suspected child abuse, which they become aware of within 
the scope of their professional duties. 
 
The law further specifies that a licensed employee who knowingly or willfully fails to 
report a suspected case of child abuse is guilty of a simple misdemeanor and that the 
licensed employee may be subject to civil liability for damages caused by the failure to 
report. 
 
Employees participating in good faith in the making of a report or in a judicial 
proceeding that may result from the report are immune from liability. 
 
Child Abuse Defined 
 
“Child abuse” is defined as: 
 

• Any non-accidental physical injury, or injury which is at variance with the history 
given of it, suffered by a child as the result of the acts or omissions of a person 
responsible for the care of the child. 

 
• The commission of a sexual offense with or to a child as a result of the acts or 

omissions of the person responsible for the child.  Sexual offense includes sexual 
abuse, incest, and sexual exploitation of a minor. 

 
• The failure on the part of a person responsible for the care of a child to provide 

for the adequate food, shelter, clothing or other care necessary for the child’s 
welfare when financially able to do so.  A parent or guardian legitimately 
practicing religious beliefs who does not provide specified medical treatment for a 
child for that reason alone will not be considered abusing the child. 

 
• The acts or omissions of a person responsible for the care of a child, which allow, 

permit or encourage the child to engage in acts prohibited pursuant to Iowa Code, 
section 725.1 which deals with prostitution. 

 
• Any mental injury to a child’s intellectual or psychological capacities evidenced 

by an observable and substantial impairment in the child’s ability to function 
within the child’s normal range of performance and behavior as the result of the 
acts or omissions of a person responsible for the care of the child, if the 
impairment is diagnosed by a licensed physician or qualified mental health 
professional. 
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• An illegal drug is present in the child’s body as a direct and foreseeable 
consequence of the acts of omissions of the person responsible for the care of the 
child. 

 
• The person responsible for the care of a child has, in the presence of the child, as 

defined in section 232.2, subsection 6, paragraph “p”, manufactured a dangerous 
substance, as defined in section 232, subsection 6, paragraph “p”, or in the 
presence of the child possesses a product containing ephedrine or its salts, optical 
isomers or its salts, pseudoephedrine or its salts, with the intent to use the product 
as a precursor or an intermediary to a dangerous substance. 

 
• The commission of bestiality in the presence of a minor under section 717C.1 by 

a person who resides in a home with the child, as the result of the acts of 
omissions of a person responsible for the care of the child. 

 
Teachers in public schools are not “persons responsible for the care of the child” under 
this definition.  However, a teacher who abuses a child is subject to civil, criminal, and 
professional sanctions. 
 
 
Reporting Procedures 
 
Licensed employees, including teachers and school nurses, are required to report, either 
orally or in writing, within twenty-four hours to the Iowa Department of Human Services 
(DHS) when the employee reasonably believes a child has suffered from abuse within the 
scope of employment.  Within forty-eight hours of an oral report, a written report must be 
filed with DHS. 
 
Each report should contain as much of the following information as can be obtained 
within the time limit.  However, the law specifies a report will be considered valid even if 
it does not contain all of the following information: 
 

• Name, age, and home address of the child; 
• Name and home address of the parents, guardians or other persons believed to be 

responsible for the care of the child; 
• The child’s present whereabouts if not the same as the parent’s or other person’s 

home address; 
• Description of injuries, including evidence of previous injuries; 
• Name, age, and condition of other children in the same home; 
• Any other information considered helpful; and, 
• Name and address of the person making the report. 

 
Board policy states it is not the responsibility of employees to prove that a child has been 
abused or neglected.  Employees should not take it upon themselves to investigate the 
case or contact the family of the child.  DHS is responsible for investigating the incident 
of alleged abuse. 
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MCSD          Code No. 402.3 
October 2018 
Chapter 4 – Staff Personnel 
 
 
Policy Title:  Abuse of Students by School District Employees 
 
Physical or sexual abuse of students, including inappropriate and intentional sexual behavior, by 
employees will not be tolerated.  The definition of employees for the purpose of this policy includes not 
only those who work for pay but also those who are volunteers of the school district under the direction 
and control of the school district.  Employees found in violation of this policy will be subject to 
disciplinary action up to and including discharge. 
 
The school district will respond promptly to allegations of abuse of students by school district 
employees by investigating or arranging for the investigation of an allegation.  The processing of a 
complaint or allegation will be handled confidentially to the maximum extent possible.  Employees are 
required to assist in the investigation when requested to provide information and to maintain the 
confidentiality of the reporting and investigation process. 
 
The school district has appointed a Level I investigator and alternate Level I investigator.  The school 
district has also arranged for a trained, experienced professional to serve as the Level II investigator.  
The Level I investigator and alternate will be provided training in the conducting of an investigation at 
the expense of the school district.  The names of the investigators are listed in the student handbook, 
published annually in the local newspaper and posted in all school facilities. 
 
The superintendent is responsible for drafting administrative regulations to implement this policy. 
 
 
 
Legal Reference: Iowa Code §§ 232.67, .70, .73, .75; 235A; 272A; 280.17; 709; 728.12(1) 

(2011). 
 281 I.A.C. 12.3(6), 102; 103. 
 441 I.A.C. 155; 175. 
 1980 Op. Att'y Gen. 275. 
 
 
Cross Reference: 104  Anti-bullying/Harassment 
 402.2 Child Abuse Reporting 
    503.5    Corporal Punishment 
 
 
 
 
 
 
 
New Policy for Discussion 07-19-93 
First Reading on Adoption 07-19-93 
Second Reading and Adoption 08-09-93 
Reviewed by Policy Committee 03-08-04, 03-26-07, 04-08-13, 10-15-18 
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Code No.  402.3E1 
Page 1 of 2 

 
 

ABUSE OF STUDENTS BY SCHOOL DISTRICT EMPLOYEES 
 

Complaint of Injury to or Abuse of a Student by a School District Employee 
 
Please complete the following as fully as possible.  If you need assistance, contact the Level I 
investigator in your school. 
 
Student's name and address:       
 
          
 
Student's telephone no.:        
 
Student's school :          
 
Name and place of employment of employee accused of abusing student: 
 
          
 
          
 
Allegation is of      Physical abuse                          sexual abuse*                                  
 
Please describe what happened.  Include the date, time and where the incident took place, if known.  If 
physical abuse is alleged, also state the nature of the student's injury: 
 
          
 
          
 
          
 
 
Were there any witnesses to the incident or are there students or persons who may have information 
about this incident?            yes             no 
 
If yes, please list by name, if known, or classification (for example "third grade class," "fourth period 
geometry class"): 
 
          
 
*Parents of children who are in pre-kindergarten through sixth grade and whose children are the alleged 
victims of or witnesses to sexual abuse have the right to see and hear any interviews of their children in 
this investigation.  Please indicate "yes" if the parent/guardian wishes to exercise this right: 
 
            Yes                  No      Telephone Number                                        
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Code No.  402.3E1 
Page 2 of 2 

 
ABUSE OF STUDENTS BY SCHOOL DISTRICT EMPLOYEES 

Complaint of Injury to or Abuse of a Student by a School District Employee 
 
 
Has any professional person examined or treated the student as a result of the incident?          Yes   
        no           unknown  
 
If yes, please provide the name and address of the professional(s) and the date(s) of examination or 
treatment, if known 
 
          
 
          
 
Has anyone contacted law enforcement about this incident?          yes           no 
 
Please provide any additional information you have which would be helpful to the investigator.  Attach 
additional pages if needed.  
         
         
         
         
          
 
Your name, address and telephone number: 
         
          
 
Relationship to student:        
 
 
              
Complainant Signature                                              Witness Signature 
 
                                                          
Date                                                Witness Name (please print) 
 
          
                                                Witness Address 
 
Be advised that you have the right to contact the police or sheriff's office, the county attorney, a private 
attorney, or the State Board of Educational Examiners (if the accused is a licensed employee) for 
investigation of this incident.  The filing of this report does not deny you that opportunity.   
 
You will receive a copy of this report (if you are the named student's parent or guardian) and a copy of 
the Investigator's Report within fifteen calendar days of filing this report unless the investigation is 
turned over to law enforcement. 
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Code No.  402.3E2 
Page 1 of 3 

 
 

ABUSE OF STUDENTS BY SCHOOL DISTRICT EMPLOYEES 
Report of Level I Investigation 

 
Student's name:            
 
Student's age:         Student's grade:        
 
Student's address:             
 
Student's school:             
 
Name of accused school employee:     Building:      
 
Name and address of person filing report:         
 
Name and address of student's parent or guardian, if different from person filing report: 
 
             
 
Date report of abuse was filed:       
 
Allegation is of        Physical abuse   sexual abuse*    
 
Describe the nature, extent and cause of the student's injury, if any and if known:    (Attach additional 
pages if needed). 
             
            
            
             
            
            
             
 
Describe your investigation:  Attach additional pages if needed.  (Please do not use student witnesses' 
full names.) 
             
             
             
            
            
             
 
*Were parent(s) or guardian(s) advised of their right to see and hear any interview of their pre-
kindergarten through sixth grade children who are alleged victims of or a witness in a sexual abuse 
investigation? 
 
         Yes            No        Was the right exercised?             Yes               No 
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Code No.  402.3E2 
Page 2 of 3 

 
 

ABUSE OF STUDENTS BY SCHOOL DISTRICT EMPLOYEES 
LEVEL I INVESTIGATOR'S REPORT FORM 

 
 
Were audio tapes made of any interviews?            yes              no 
 
Were video tapes made of any interviews?            yes              no 
 
Was any action taken to protect the student during or as a result of the investigation?          yes           no 
 

If yes, describe: 
 
         student excused from school          school employee placed on 
       leave 
         student assigned to different class           other (please specify) 
 
 
Level I investigator's conclusions: 
 
         The complaint is being dismissed for lack of jurisdiction. 
 
         Physical abuse was alleged, but no allegation of injury was made. 
 
         Physical abuse was alleged, but no evidence of physical injury exists and the nature 

of the alleged incident makes it unlikely an injury, as defined in the rules, occurred. 
 
         Sexual abuse was alleged, but the alleged actions of the school employee, even if 

true, would not meet the definition of sexual abuse in the rules. 
 
         Alleged victim was not a student at the time of the incident. 
 
         Alleged school employee is not currently employed by this school district. 
 
         Alleged incident did not occur on school grounds, on school time, at a school-

sponsored activity, nor in a school-related context. 
 
         The complaint has been investigated and concluded at Level I as unfounded. 
 
         Complaint was withdrawn. 
 
         Insufficient evidence exists that an incident of abuse, as defined in the rules, took 

place. 
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ABUSE OF STUDENTS BY SCHOOL DISTRICT EMPLOYEES 
LEVEL I INVESTIGATOR'S REPORT FORM 

 
 
         The complaint has been investigated at Level I and is founded. 
 
         The investigation is founded at Level I and is being turned over to Level II for 

further investigation. 
 
         Investigation of the complaint was deferred at Level I and referred to law 

enforcement at this time. 
 
         The investigation is concluded at Level I because the accused school employee has 

admitted the violation, has resigned, or has agreed to relinquish any teaching license 
held. 

 
Current status of investigation: 
 
         Closed.  No further investigation is warranted. 
 
         Closed and referred to school officials for further investigation as a personnel matter. 
 
         Deferred to law enforcement officials. 
 
         Turned over to Level II investigator. 
 
Other Comments:   _____________________________________________________________________  
_____________________________________________________________________________________  
_____________________________________________________________________________________  
 
I have given a copy of the report of abuse and of this investigative report to the employee named in the 
report, the employee's supervisor, and the student's parent or guardian and informed the person filing the 
report of the options of contacting law enforcement, private counsel, or the State Board of Educational 
Examiners, if the accused school employee holds an Iowa teacher's certificate or license. 
 
             
Name of investigator (please print)                           Investigator's place of employment 
 
               
Signature of investigator    Date 
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An individual who has knowledge an employee has physically or sexually abused a student may 
immediately report it to the building principal in which the alleged incident has occurred or the 
superintendent who is the school district's Level I investigator.  "Employee" means one who works for 
pay or as a volunteer under the direction and control of the school district.  The report is written, signed 
and witnessed by a person of majority age.  The witness may be the Level I investigator.  The reporter is 
the individual filing the report.  The report will contain the following: 
 
 • The full name, address, and telephone number of the person filing. 
 • The full name, age, address, and telephone number, and attendance center of the student. 
 • The name and place of employment of the employee who allegedly committed the abuse. 
 • A concise statement of the facts surrounding the incident, including date, time, and place of 

occurrence, if known. 
 • A list of possible witnesses by name, if known. 
 • Names and locations of persons who examined, counseled or treated the student for the 

alleged abuse, including the dates on which those services were provided, if known. 
 
Upon request, the Level I investigator may assist the reporter in completing the report.  An incomplete 
report will not be rejected unless the missing information would render the investigation futile or 
impossible.  An employee receiving a report of alleged abuse of a student by an employee will pass the 
report to the investigator and will keep the report confidential to the maximum extent possible.  In 
performing the investigation, the investigator will have access to the educational records of the alleged 
student victim as well as access to the student for interviewing purposes. 
 
In order for the school district to have jurisdiction over the acts and to constitute a violation of the law, 
acts of the employee must be alleged to have occurred on school grounds, on school time, at a school-
sponsored activity, or in a school-related context.  However, the student need not be a student in the 
school district.  The student can be from another school district.  To be investigable, the written report 
must include basic information showing that the victim of the alleged abuse is or was a student at the 
time of the incident, that the alleged act of the employee resulted in injury or otherwise meets the 
definition of abuse in these rules, and that the person responsible for the act is currently an employee.  If 
the report is not investigable due to lack of jurisdiction, the investigator will dismiss the complaint and 
inform the reporter of other options available.  Other options available to the reporter include contacting 
law enforcement authorities, private counsel, or the Board of Educational Examiners in the case of a 
licensed employee. 
 
If the Level I investigator believes the student is in imminent danger if continued contact is permitted 
between the employee and the student, the Level I investigator may: 
 
 • temporarily remove the student from contact with the employee; 
 • temporarily remove the employee from service; or, 
 • take other appropriate action to ensure the student's safety. 
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The Level I investigator will have access to the educational records of the student and access to the 
student for purposes of interviewing the student about the report. 
 

Physical Abuse Allegations 
 

When physical abuse is reported, the Level I investigator will make copies of the report and 
give a copy to the person filing the report, the students' parents and the immediate 
supervisor of the employee named in the report.  The employee named in the report will not 
receive a copy of the report until the employee is initially interviewed. 

 
The Level I investigator will use discretion in handling the information received regarding 
an investigation of abuse by an employee, and those persons involved in the investigation 
will not discuss information regarding the complaint outside the investigation.  The entire 
investigative procedure will be thoroughly explained, including the confidential nature of 
the proceedings, to the student and other persons involved in the investigation. 

 
Within five days of receipt of an investigable report, the Level I investigator will complete 
an informal investigation.  The informal investigation will consist of interviews with the 
student, the employee and others who may have knowledge of the alleged incident.  If the 
Level I investigator determines that the allegations in the report are founded and that 
immediate and professional investigation is necessary, the Level I investigator may defer 
further investigation and contact appropriate law enforcement officials, the student's parents 
and the person filing the report.  Within fifteen days of receipt of the report, the Level I 
investigator will complete a written investigative report, unless the investigation was 
temporarily deferred. 

 
The written investigative report will include: 

 
 1. The name, age, address and attendance center of the student named in the report. 
 2. The name and address of the student's parent or guardian and the name and address of the 

person filing the report, if different from the student's parent or guardian. 
 3. The name and work address of the employee named in the report as allegedly responsible 

for the abuse of the student. 
 4. An identification of the nature, extent and cause, if known, of any injuries or abuse to the 

student named in the report. 
 5. A general review of the investigation. 
 6. Any actions taken for the protection and safety of the student. 
 7. A statement that, in the investigator's opinion, the allegations in the report are either: 
  • Unfounded.  (It is not likely that an incident, as defined in these rules, took place), or 
  • Founded.  (It is likely that an incident took place.) 
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 8. The disposition or current status of the investigation. 
 9. A listing of the options available to the parents or guardian of the student to pursue the 

allegations.  These options include, but are not limited to: 
  • Contacting law enforcement officials. 
  • Contacting private counsel for the purpose of filing a civil suit or complaint. 
  • Filing a complaint with the board of educational examiners if the employee is a 

licensed employee. 
 

The investigator will retain the original and provide a copy of the written investigative report to 
the school employee named in the report, the employee's supervisor and the student's parent or 
guardian.  The person filing the report, if not the student's parent or guardian, is notified only that 
the Level I investigation has been concluded and of the disposition or anticipated disposition of the 
case. 

 
It is the responsibility of the Level I investigator to determine whether it is more likely than not 
that an incident of abuse as defined in the rules took place between the student and employee.  The 
Level I investigator does not make the determination of whether the use of physical contact was 
appropriate or whether any of the exceptions apply.  That is the responsibility of the Level II 
investigator.  Upon completion of the report, if the Level I investigator determines the allegations 
of physical abuse are founded and serious, the Level I investigator will notify law enforcement 
authorities.  If the allegations are founded but the physical abuse is not of a serious nature, the 
Level I investigator will refer the case on to the Chief of Police, the Level II investigator. 

 
The Level II investigator will review the Level I investigator's final investigative report and 
conduct further investigation.  The Level II investigative report will state the conclusion as to the 
occurrence of the alleged incident, the applicability of exceptions, the reason for the contact or 
force used, and recommendations regarding the need for further investigation.  In determining the 
applicability of the exceptions or the reasonableness of the contact or force used, the Level II 
investigator will use the following definitions: 

 
  Physical abuse is non-accidental physical injury to the student as a result of the action of an 

employee.  Injury occurs when evidence of it is still apparent at least twenty-four hours 
after its occurrence.  The following do not constitute physical abuse, and no employee is 
prohibited from: 

  a. Using reasonable and necessary force not designed or intended to cause pain: 
 
   (1) To quell a disturbance or prevent an act that threatens physical harm to any 

person. 
   (2) To obtain possession of a weapon or other dangerous object within a pupil's 

control. 
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   (3) For the purposes of self-defense of defense of others as provided for in 

Iowa Code § 704.3. 
   (4) For the protection of property as provided for in Iowa Code §§ 704.4, .5. 
   (5) To remove a disruptive pupil from class or any area of school premises or from 

school-sponsored activities off school premises. 
   (6) To prevent a student from the self-infliction of harm. 
   (7) To protect the safety of others. 
 
  b. Using incidental, minor, or reasonable physical contact to maintain order and control.   
 
  In determining the reasonableness of the contact or force used, the following factors are 

considered: 
  
  a. The nature of the misconduct of the student, if any, precipitating the physical contact 

by the school employee. 
  b. The size and physical condition of the student. 
  c. The instrumentality used in making the physical contact. 
  d. The motivation of the school employee in initiating the physical contact. 
  e. The extent of injury to the student resulting from the physical contact. 
 
  "Reasonable force" is that force and no more which a reasonable person, in like 

circumstances, would judge to be necessary to prevent an injury or loss and can include 
deadly force if it is reasonable to believe that such force is necessary to avoid injury or risk 
to one's life or safety or the life or safety of another, or it is reasonable to believe that such 
force is necessary to resist a like force or threat. 

 
Upon completion of the Level II investigation, the Level I investigator will forward copies of the 
Level II investigative report to the employee, the employee's immediate supervisor and the 
student's parent.  The Level I investigator will notify the person filing the report of the current 
status of the case. 

 
If the Level II investigator's report or law enforcement officials conclude abuse occurred, or the 
employee admits the violation, or the employee has surrendered the employee's certificate or 
license, the Level I investigator will file a complaint with the State Board of Educational 
Examiners.  The Level I investigator will also arrange for counseling services for the student if the 
student or student's parents request counseling services. 
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Sexual Abuse 
 

Sexual abuse is defined as including sexual acts involving a student, acts that encourage the 
student to engage in prostitution, as well as inappropriate, intentional sexual behavior or sexual 
harassment by the employee toward a student.  "Sexual harassment" is defined as unwelcome 
sexual advances, requests for sexual favors or other verbal or physical conduct of a sexual nature 
when: 

 
 1. Submission to the conduct is made either implicitly or explicitly a term or condition of the 

student's education or benefits; 
 2. Submission to or rejection of the conduct is used as the basis for academic decisions 

affecting that student; or 
 3. The conduct has the purpose or effect of substantially interfering with a student's academic 

performance by creating an intimidating, hostile or offensive education environment. 
 

When sexual abuse is reported, the Level I investigator will make copies of the report and give a 
copy to the person filing the report, the students' parents and the immediate supervisor of the 
employee named in the report.  The employee named in the report will not receive a copy of the 
report until the employee is initially interviewed.  The designated investigator will not interview 
the school employee named in a report of sexual abuse until after a determination is made that 
jurisdiction exists, the alleged victim has been interviewed and a determination made that the 
investigation will not be deferred. 

 
The investigator will notify the parent, guardian or legal custodian of a student in prekindergarten 
through grade six, of the date and time of the interview and of the right to be present or to see and 
hear the interview or send a representative in the parent's place.  The Level I investigator will 
interview the student as soon as possible, but in no case later than five days from the receipt of a 
report or notice of the allegation of sexual abuse.  The Level I investigator may record the 
interview electronically. 

 
The Level I investigator will exercise discretion in the investigative process to preserve the privacy 
interests of the individuals involved.  To the maximum extent possible, the investigator will 
maintain the confidentiality of the report. 

 
It is the responsibility of the Level I investigator to determine whether it is more likely than not 
that an incident took place between the employee and the student.  If the Level I investigator 
believes the employee committed a sex act with a student or sexually exploited a student, the Level 
I investigator will defer the Level I investigation and immediately notify law enforcement officials, 
the student's parents and the person filing the report. 
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If the Level I investigator determines an incident occurred, while not an illegal sex act with a 
student or sexual exploitation of a student, but where the employee engaged in inappropriate, 
intentional sexual behavior, further investigation is warranted.  If further investigation is 
warranted, the Level I investigator may proceed to interview the employee and other individuals 
who may have knowledge of the circumstances contained in the report.  Prior to interviewing other 
individuals who may have knowledge of the circumstance contained in the report, the Level I 
investigator will provide notice of the impending interview of student witnesses or the student who 
is in prekindergarten through grade six, to their parent, guardian, or legal custodian, and may 
provide notice to the parent or guardian of older students, prior to interviewing those students.  
The Level I investigator shall, if founded, arranges for the Level II investigator to further 
investigate the allegations. 

 
Within fifteen days of receipt of the report or notice of alleged sexual abuse, the Level I 
investigator will complete a written investigative report unless the investigation was temporarily 
deferred.  The written investigative report will include: 

 
 1. The name, age, address and attendance center of the student named in the report. 
 2. The name and address of the student's parent or guardian and the name and address of the 

person filing the report, if different from the student's parent or guardian. 
 
 3. The name and work address of the school employee named in the report as allegedly 

responsible for the abuse of the student. 
 4. An identification of the nature, extent and cause, if known, of any injuries or abuse to the 

student named in the report. 
 5. A general review of the investigation. 
 6. Any actions taken for the protection and safety of the student. 
 7. A statement that, in the investigator's opinion, the allegations in the report are either: 
  • Unfounded.  (It is not likely that an incident, as defined in these rules, took place), or 
  • Founded.  (It is likely that an incident took place.) 
 8. The disposition or current status of the investigation. 
 9. A listing of the options available to the parents or guardian of the student to pursue the 

allegations.  These options include, but are not limited to: 
  • Contacting law enforcement officials. 
  • Contacting private counsel for the purpose of filing a civil suit or complaint. 
  • Filing a complaint with the board of educational examiners if the school employee is 

certificate. 
 

The investigator will retain the original and provide a copy of the investigative report to the school 
employee named in the report, the school employee's supervisor and the named student's parent or 
guardian.  The person filing the report, if not the student's parent or guardian, is notified only that 
the Level I investigation has been concluded and of the disposition or anticipated disposition of the 
case. 
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If the allegations are founded, the Level I investigation will refer the case to the Level II 
investigator.  The Level II investigator will review the Level I investigator's final investigative 
report and conduct further investigation if necessary.  The Level II investigative report will state 
conclusively as to the occurrence of the alleged incident, conclusively as to the nature of the sexual 
abuse and recommendations regarding the need for further investigation.  Upon completion of the 
Level II investigation, the Level I investigator will forward copies of the Level II investigative 
report to the employee, the employee's immediate supervisor and the student's parent.  The Level I 
investigator will notify the person filing the report of the current status of the case. 

 
If the Level II investigator's report or law enforcement officials conclude sexual abuse occurred, or 
the employee admits the violation, or the employee has surrendered the employee's certificate or 
license, the Level I investigator will file a complaint on behalf of the district after obtaining the 
superintendent's signature with the State Board of Educational Examiners.  The Level I 
investigator will also arrange for counseling services for the student if the student or student's 
parents request counseling services. 

 
In cases involving founded physical or sexual abuse by a licensed employee, the board will notify the 
Board of Educational Examiners.  Information of unfounded abuse at Level I or Level II will not be kept 
in the employee's personnel file.  If the Level I investigative report is founded but Level II is unfounded, 
then the Level I report is removed from the employee's permanent file. 
 
It is the responsibility of the board to annually identify a Level I and Level II investigator.  The board 
will also designate annually an alternate Level I investigator, preferably of the opposite sex of the 
designated Level I investigator, to whom reports may also be made.  The names and telephone numbers 
of the Level I investigator and the alternate Level I investigator is included in employee handbooks, 
student handbooks, annually published in the local newspaper, and prominently displayed in all school 
buildings. 
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Policy Title:  Gifts to Employees 
 
The Board of Education discourages staff members and employees of the school district from 
receiving gifts from students or parents, but understands the desire to show appreciation of an 
employee. Rather than giving gifts the Board encourages, as more welcome and more 
appropriate, the writing of a letter to express gratitude and appreciation or the donation of a gift 
to benefit the school district rather than an individual employee. 
 
The acceptance of a token of appreciation is not to be considered in violation of this policy. 
 
Employees shall not, either directly or indirectly, solicit, accept or receive any gift, series of gifts 
or an honorarium unless the donor does not meet the definition of a “restricted donor” stated 
below or the gift or an honorarium does not meet the definition of gift or an honorarium stated 
below.  However, employees may receive non-monetary gifts of negligible value if the donor 
does not intend to influence the employee’s professional judgment.  Employees may receive a 
gift on behalf of the school district. 
 
A “restricted donor” is defined as a person or other entity which: 
 
• Is seeking to be or is a party to, any one or any combination of sales, purchases, leases or 

contracts to, from or with the school district;  
 
 
• Will be directly and substantially affected financially by the performance or nonperformance 

of the employee’s official duty in a way that is greater than the effect on the public generally 
or on a substantial class of persons to which the person belongs as a member of a profession, 
occupation, industry or region; or,  

 
• Is a lobbyist with respect to matters within the school district’s jurisdiction. 
 
A “gift” is the giving of anything of value in return for which something of equal or greater value 
is not given or received.  However, “gift” does not include any of the following: 
 
• Contributions to a candidate or a candidate’s committee; 
 
• Information material relevant to an employee’s official function, such as books, pamphlets, 

reports, documents or periodicals or other information that is recorded in a written, audio, or 
visual format; 

 
• Anything received from a person related within the fourth degree by kinship or marriage, 

unless the donor is acting as an agent or intermediary for another person not so related; 
 
• An inheritance; 
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Policy Title:  Gifts to Employees, continued 
 
• Anything available or distributed to the general public free of charge without regard to the 

official status of the employee; 
 
• Items received from a charitable, professional, educational, or business organization to which 

the employee belongs as a dues paying member if the items are given to all members of the 
organization without regard to an individual member’s status or positions held outside of the 
organization and if the dues paid are not inconsequential when compared to the items 
received; 

 
• Actual expenses of an employee for food, beverages, travel and lodging for a meeting, which 

is given in return for participation in a panel or speaking engagement at the meeting when the 
expenses relate directly to the day or days on which the employee has participation or 
presentation responsibilities; 

 
• Plaques or items of negligible resale value given as recognition for public services; 
 
• Nonmonetary items with a value of less than three dollars that are received from any one 

donor during one calendar day; 
 
• Items or services received by members or representatives of members as part of a regularly 

scheduled event that is part of a business or educational conference, seminar or other meeting 
that is sponsored and directed by any state, national or regional organization in which the 
state of Iowa is a member or a political subdivision of the state of Iowa is a member or 
received at such an event by members or representatives of members of state, national, or 
regional government organizations whose memberships and officers are primarily composed 
of state or local government officials or employees; 
 

• Funeral flowers or memorials to a church or nonprofit organization; 
 
• Gifts which are given to an employee for the employee’s wedding or twenty-fifth or fiftieth 

wedding anniversary; 
 
• Payment of salary or expenses by the school district for the cost of attending a meeting of a 

subunit of an agency when the employee whose expenses are being paid serves on the board, 
commission, committee, council, or other subunit of the agency and the employee is not 
entitled to receive compensation or reimbursement of expenses from the school district for 
attending the meeting; 

 
 
• Gifts other than food, beverages, travel, and lodging received by an employee which are 

received from a person who is a citizen of a country other than the United States and is given 
during a ceremonial presentation or as a result of a custom of the other country and is of 
personal value only to the employee. 
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• Actual registration costs for informational meetings or sessions, which assist a public official 

or public employee in the performance of the person’s official functions.  The costs of food, 
drink, lodging, and travel are not “registration costs” under this paragraph.  Meetings or 
sessions which a public official or public employee attends for personal or professional 
licensing purposes are not “informational meetings or  
sessions which assist a public official or public employee in the performance of the person’s 
official functions” under this paragraph. 

 
An “honorarium” is anything of value that is accepted by, or on behalf of, an employee as 
consideration for an appearance, speech or article.  An honorarium does not include any of the 
following: 
 
• Actual expenses of an employee for registration, food, beverages, travel or lodging for a 

meeting, which is given in return for participation in a panel or speaking engagement at the 
meeting when the expenses relate directly to the day or days on which the employee has 
participation or presentation responsibilities; 

 
• A non-monetary gift or series of non-monetary gifts donated within thirty days to a public 

body, a bona fide educational or charitable organization or the Iowa department of general 
services; or,  

 
• A payment made to an employee for services rendered as part of a bona fide private business, 

trade or profession in which the employee is engaged if the payment is commensurate with 
the actual services rendered and is not being made because of the person’s status as an 
employee but rather, because of some special expertise or other qualification. 

 
It is the responsibility of each employee to know when it is appropriate to accept or reject gifts or 
an honorarium.  An employee who violates this policy may be subject to disciplinary action. 
 
 
 
Legal Reference: Iowa Code ch 68B 
   1972 Op. Att’y Gen. 276. 
   1970 Op. Att’y Gen. 319. 
 
 
Cross Reference: 217 Gifts to Board of Directors 

401.2 Employee Conflict of Interest 
704.4 Gifts, Grants, and Bequests 

 
 
New Policy Discussion  07-19-93 
First Reading on Adoption  07-19-93 
Second Reading and Adoption 08-09-93 
Reviewed by Policy Committee 03-22-04, 03-26-07, 04-08-13, 10-15-18 
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Policy Title:  Employee Outside Employment 
 
The board believes the primary responsibility of employees is to the duties of their position within the 
school district as outlined in their job description.  The board considers an employee's duties as part of a 
regular, full-time position as full-time employment.  The board expects such employees to give the 
responsibilities of their positions in the school district precedence over any other employment. 
 
It is the responsibility of the superintendent to counsel employees, whether full-time or part-time, if, in 
the judgment of the superintendent and the employee's immediate supervisor, the employee's outside 
employment interferes with the performance of the employee's duties required in the employee's 
position within the school district. 
 
The board may request the employee to cease the outside employment as a condition of continued 
employment with the school district. 
 
 
 
 
 
 
 
 
 
 
Legal Reference: Iowa Code §§ 20.7; 279.8 (2013) 
 
 
 
 
Cross Reference: 401.2 Employee Conflict of Interest 
 408.3 Licensed Employee Tutoring 
 
 
 
 
Adoption of Policy 03-22-04 
First Reading on Policy 03-22-04 
Second & Final Reading 04-26-04 
Reviewed by Policy Committee 04-08-13, 10-15-18 



402.7 

MCSD         Code No. 402.7 
October 2018 
Chapter 4 – Staff Personnel 
 
Policy Title Providing Inservice or Consulting Service By District Employees 
 
The Maquoketa Community School District Board of Education believes that teaching 
and educational administration is a full time responsibility and that contracted time must 
be fully dedicated to those contracted obligations.  Nonetheless, the Board of Education 
believes in cooperating with other educational and public agencies.  This cooperation 
may be in sharing the district’s employees for the purpose of providing inservice or 
consulting services during contracted school time. 
 
Maquoketa Community School District employees can receive permission to provide 
inservice or consulting services outside the district during contracted school time by 
requesting, in writing, permission from the building principal and the Superintendent. 
 
The building principal must first approve or reject the building employee’s absence to 
provide inservice or consulting services.  If approved by the building principal the 
Superintendent must then approve or reject the employee’s request.  Administrators, 
other than the Superintendent, must receive approval from the Superintendent.  The 
Superintendent must obtain permission from the Board.  If the request is for more than 
two days, the Board of Education must approve or reject the request.  A request form will 
be provided by the District. 
 
In cases where an honorarium is paid by the agency requesting either the inservice or 
consulting services, the employee must choose between the honorarium or the 
employee’s usual salary from the District for the contracted time missed as a result of 
providing the services.  If the employee elects to receive the usual district salary, and 
there is an honorarium or fee provided, such fee will be deposited in the district’s general 
fund as miscellaneous income. 
 
 
 
 
Previous Date of Adoption  03-26-90 
Revision Discussion   07-20-92 
First Reading on Revision  07-20-92 
Second Reading – Adoption  07-20-92 
Reviewed by Policy Committee 03-22-04, 03-26-07, 04-08-13, 10-15-18 
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REQUEST FORM 
 

1. Name(s) of District Employee(s) Providing the       
Inservice or Consulting Services        

         
             
         
             
         
             
 
2. Name of the Agency Requesting Service:       
 
             
 
   Address         
 
             
 
3. Date(s) and Time(s) when the Service will be      

Provided:           
 
            
 

4. Brief Narrative of the Type of Service to be Provided: 
 
 
 
 
 
5. Assurances:  (Please check each item below): 
 
________  No district time will be used in preparing the service. 
 
________  Remuneration for time spent in preparation for the inservice will be negotiated 
       between the presenter(s) and the requesting agency. 
 
________  Mileage, food costs, substitute costs and lodging costs will be the  

      responsibility of the requesting agency. 
 
6. Amount of Honorarium/Fee:         
 
Check one: 
________  a. Honorarium fee to go the District 
________  b. Honorarium fee to go to presenter(s) 
  Presenter(s)’ usual wage deducted 
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Policy Title:  Physical Examinations 
 
Good health is important to job performance.  Employees will present evidence of good 
health, in the form of a physical examination report, prior to their employment with the 
school district.   
 
The cost of the initial physical examination will be at the expense of the employee.  The 
physical form indicating the employee is able to perform the duties for which the 
employee was hired must be returned prior to the performance of duties. 
 
School bus drivers will present evidence of good health upon initial hire and every other 
year in the form of a physical examination report unless otherwise required by law or 
medical opinion as required by the Department of Transportation. The cost of bus driver 
renewal physicals will be paid by the school district up to a maximum of $150 every two 
(2) years. The school district will provide the standard examination form to be completed 
by the personal physician of the employee or a certified medical examiner for bus drivers. 
 
The immediate supervisor may request any employee to have a physical examination if it 
appears that the person’s physical welfare is impairing job performance. 
 
Certificated personnel whose physical well being may be in doubt in the opinion of the 
building administrator shall be required to undergo a physical examination.  Further days 
of service shall be determined by said administrator in conjunction with the 
Superintendent based on the results of the aforesaid physical examination and/or the 
recommendation of the attending physician(s). 
 
Food service employees shall be required to take physical examinations annually.  
 
The requirements stated in the master contract between employees in the certified 
collective bargaining unit and the Service Employees International Union, Local 199 and 
the board regarding physical examinations of such employees will be followed. 
 
Legal Reference:  Iowa Code §§20.9, 279.8, 321.376 
    29 C.F.R.Pt. 1910.1030 (2012) 
    281 Iowa Admin. Code 12.4(14); 43.15-.20 
 
Previous Date of Adoption  06-12-89 
Revision Discussion   07-20-92 
First Reading on Revision  07-20-92 
Second Reading – Adoption  07-20-92 
Reviewed by Policy Committee 04-13-04, 03-26-07, 04-08-13, 10-15-18 
Policy Revision   02-28-06 
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Policy Title:  Communicable Diseases-Employees  
 
School district personnel with a communicable disease will be allowed to perform their 
customary employment duties as long as they are able to perform the task assigned to 
them and as long as their presence does not create a substantial risk of illness or 
transmission to the students or other personnel.  The term “communicable disease” shall 
mean an infectious or contagious disease spread from person to person, or animal to 
person, or as defined by law. 
 
Prevention and control of communicable diseases shall be included in the school district’s 
blood borne pathogens exposure control plan.  The procedures shall include scope and 
application, definitions, exposure control, methods of compliance, universal precautions, 
vaccination, post-exposure evaluation, follow-up, communication of hazards to 
employees, and record keeping.  This plan shall be reviewed annually by the 
superintendent and school nurse. 
 
The health risk to immunodepressed school district personnel shall be determined by their 
personal physician.  The health risk to others in the school environment from the 
presence of employees with a communicable disease shall be determined on a case-by-
case basis by the employee’s personal physician, a physician chosen by the school 
district, or public health officials. 
 
Since there may be greater risk of transmission of a communicable disease for some 
persons with certain conditions than for other persons infected with the same disease, 
these special conditions, the risk of transmission of the disease, the effect upon the 
education program, the effect upon the person, and other factors deemed relevant by 
public health officials or the superintendent shall be considered in assessing school 
district personnel’s continued presence and performance of their employment 
responsibilities.  The superintendent may require medical evidence that school district 
personnel with a communicable disease are able to perform their assigned duties. 
 
An employee who is at work and who has a communicable disease which creates a 
substantial risk of harm to a student, co-worker, or others at the workplace shall report 
the condition to the superintendent any time the employee is aware that the disease 
actively creates such risk. 
 
Health data of an employee is confidential and will not be disclosed to third parties.  
Employee medical records shall be kept in a file separate from their personnel file. 
 
It shall be the responsibility of the Superintendent, in conjunction with the school nurse, 
to develop administrative regulation stating the procedures for dealing with employees 
with a communicable disease. 
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Policy Title:  Communicable Diseases-Employees, continued 
 

 
Legal Reference: Iowa Code chs. 139(a); 141(a) (2013) 
   29 U.S.C. §§ 794, 1910 (2012) 
   42 U.S.C. §§ 12101 et seq. (2012) 
   45 C.F.R. Pt. 84.3 (2012) 
   641 I.A.C. 1.2-7   .1, .2, .7 
 
 
 
Cross Reference: 401.5 Employee Records 

403.1 Physical Examinations 
507.3 Communicable Diseases - Students 

 
 
 
Previous Date of Adoption  07-17-89 
Adopted    07-20-92 
Revision    01-14-02 
Reviewed by Policy Committee 04-13-04, 03-26-07, 04-22-13, 10-15-18, 06-15-20  
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MCSD        Code No.  403.3R1 
June 2020 
 
Policy Title:  Universal Precautions Regulation 
 
Universal precautions (UP) are intended to prevent transmission of infection, as well as 
decrease the risk of exposure for employees and students.  It is not currently possible to 
identify all infected individuals; thus precautions must be used with every individual.  UP 
pertain to blood and other potentially infectious materials (OPIM) containing blood.  
These precautions do not apply to other body fluids and wastes (OBFW) such as saliva, 
sputum, feces, tears, nasal secretions, vomitus and urine unless blood is visible in the 
material.  However, these OBFW can be sources of other infections and should be 
handled as if they are infectious.  The single most important step in preventing exposure 
to and transmission of any infection is anticipating potential contact with infectious 
materials in routine as well as emergency situations.  Based on the type of possible 
contact, employees and students should be prepared to use the appropriate precautions 
prior to the contact.  Diligent and proper hand washing, the use of barriers, appropriate 
disposal of waste products and needles, and proper decontamination of spills are essential 
techniques of infection control.  All individuals should respond to situations practicing 
UP followed by the activation of the school response team plan.  Using common sense in 
the application of these measures will enhance protection of employees and students. 
 
Hand Washing 
 
Proper hand washing is crucial to preventing the spread of infection.  Textured jewelry on 
the hands or wrists should be removed prior to washing and kept off until completion of 
the procedure and the hands are rewashed.  Use of running water, lathering with soap and 
using friction to clean all hand surfaces is key.  Rinse well with running water and dry 
hands with paper towels. 
 
• Hands should be washed before physical contact with individuals and after contact is 

completed. 
• Hands should be washed after contact with any used equipment. 
• If hands (or other skin) come into contact with blood or body fluids, hands should be 

washed immediately before touching anything else. 
• Hands should be washed whether gloves are worn or not and, if gloves are worn, after 

the gloves are removed. 
 
Barriers 
 
Barriers anticipated to be used at school include disposable gloves, absorbent materials 
and resuscitation devices.  Their use is intended to reduce the risk of contact with blood 
and body fluids as well as to control the spread of infectious agents from individual to 
individual.  Gloves should be worn when in contact with blood, OPIM or OBFW.  Gloves 
should be removed without touching the outside and disposed of after each use. 
 
Blood, OPIM, OBFW, used gloves, barriers and absorbent materials should be placed in 
a plastic bag and disposed of in the usual procedure.  When the blood or OPIM is liquid, 
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semi-liquid or caked with dried blood, it is not absorbed in materials, and is capable of 
releasing the substance if compressed, special disposal as regulated waste is required.  A 
band-aid, towel, sanitary napkin or other absorbed waste that does not have the potential 
of releasing the waste if compressed would not be considered regulated waste.  It is 
anticipated schools would only have regulated waste in the case of a severe incident.   
 
Disposal of Waste 
 
Needles, syringes and other sharp disposable objects should be placed in special 
puncture-proof containers and disposed of as regulated waste.  Bodily wastes such as 
urine, vomitus or feces should be disposed of in the sanitary sewer system. 
 
Clean up 
 
Spills of blood and OPIM should be cleaned up immediately.  The employee should: 
 
• Wear gloves. 
• Clean up the spill with paper towels or other absorbent material. 
• Use a solution of one-part household bleach to one hundred parts of water (1:100) or 

other EPA-approved disinfectant and use it to wash the area well. 
• Dispose of gloves, soiled towels and other waste in a plastic bag. 
• Clean and disinfect reusable supplies and equipment. 
 
Laundry 
 
Laundry with blood or OPIM should be handled as little as possible with a minimum of 
agitation.  It should be bagged at the location.  If it has the potential of releasing the 
substance when compacted, regulated waste guidelines should be followed.  Employees 
who have contact with this laundry should wear protective barriers. 
 
Exposure 
 
An exposure to blood or OPIM through contact with broken skin, mucous membrane or 
by needle or sharp stick requires immediate washing, reporting and follow-up. 
 
• Always wash the exposed area immediately with soap and water. 
• If a mucous membrane splash (eye or mouth) or exposure of broken skin occurs, 

irrigate or wash the area thoroughly. 
• If a cut or needle stick injury occurs, wash the area thoroughly with soap and water. 
 
The exposure should be reported immediately, the parent or guardian is notified, and the 
person exposed contacts a physician for further health care. 
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MCSD         Code No. 403.4 
June 2020 
Chapter 4 – Staff Personnel 
 
Policy Title Hazardous Chemical Program 
 
The board authorizes the development of a comprehensive hazardous chemical 
communication program for the school district to disseminate information about 
hazardous chemicals in the workplace. 
 
Each school district employee shall be provided the opportunity to review this 
information about hazardous substances annually.  Further when a new school district 
employee is hired or transferred to a new position or worksite, the information and 
training, if necessary, shall be included in the orientation of the employee.  When an 
additional hazardous substance enters the workplace, information about it shall be 
distributed and training shall be conducted for the appropriate employees.  The 
Superintendent shall maintain a file indicating when training and informing takes place. 
 
School district personnel who will be instructing or otherwise working with students shall 
disseminate information about the hazardous chemicals they will be working with as part 
of the instructional program.  School district personnel are required to disseminate the 
information when the materials are used in the instructional program. 
 
It shall be the responsibility of the Superintendent to develop administrative regulations 
regarding this program.  These regulations will be reviewed by the Superintendent 
annually.  Any substantive changes to the administrative regulations will be approved by 
the Board. 
 
 
Legal Reference:  Iowa Code §§ 88, 89B 
    29 C.F.R. 1910, 1200 et seq. 
 
 
 
Previous Date of Adoption  06-12-89 
Revision Discussion   07-20-92 
First Reading of Revision  07-20-92 
Second Reading – Adoption  07-20-92 
Reviewed by Policy Committee 04-13-04, 03-26-07, 04-22-13, 10-15-18, 06-15-20 
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    Code No. 403.4R1 
 

HAZARDOUS CHEMICAL PROGRAM 
ADMINISTRATIVE REGULATIONS 

 
PURPOSE: 
 
To communicate the Maquoketa Community School District Hazardous Chemical 
Communication Program to all school district personnel. 
 
OBJECTIVES: 
 
1. To safeguard our employees’ health by providing a management guide for 

compliance. 
2. To provide our employees with the necessary information concerning health and 

physical hazards of the chemical materials in use on our worksites. 
3. To comply with OSHA Title 29, 1910.1200, and Iowa Code chapters 88 and 

455D. 
 
SCOPE: 
 
This compliance program will provide the means for the transmission of information to 
apprise employees of the chemical products to which they are exposed.  It will include 
the following: 
 

A. Listing of all chemical products used or stored on school district property. 
B. Hazard determination for all chemicals in use or stored on school district 

property. 
C. Appropriate labels on containers of all chemicals used. 
D. Material Safety data Sheets (MSDS’s) will be available for all chemical 

products on the property. 
E. Employees will be trained to recognize and interpret labels, warnings, 

color coding, and signs affixed to containers in order to avoid and/or 
mitigate potential hazards. 

F. Employees will be trained in the use of Material Safety Data Sheets, their 
location and availability, in order to avoid and/or mitigate potential 
hazards. 

G. This written Hazardous Chemical Communication Program will be 
available upon request to employees, their designated representative(s), 
Emergency Responders, and interested members of the community, as 
provided for in Iowa Code 530—130(455D). 
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HAZARDOUS CHEMICAL PROGRAM 
 
I. CHEMICAL LISTS 

A. A list of all chemicals used or stored on Maquoketa Schools property will 
be assembled, maintained, and updated by each attendance center and the 
office of the Manager of Support Operations to reflect the chemicals 
actually in use or stored on school property. 

B. Provide procedures and policies for purchasing to insure compliance with 
the chemicals lists regulations.  These shall include: 
1. Inclusion on the purchase order form of a notice that purchase of a 

potentially hazardous material is conditioned upon receipt of the 
MSDS. 

2. Inclusion on the purchase order form of a notice that all chemicals 
must be properly labeled. 

3. The central office shall be responsible for coordination of items 1 
and 2 above. 

 
II. LABELING/PLACARDING 
 

A. Labeling 
All containers of hazardous materials, regardless of size, must be labeled. 
 
1. Original labels on containers are not to be removed. 
2. If a different material is placed in the container, the label must be 

changed to reflect the true contents.  All Labels should include the 
following: 
a. Name of substance in the container. 
b. Appropriate hazard warnings. 
c. Name and address of the manufacturer or distributor. 
d. Exceptions to this rule are made only for very small 

containers filled by the person using the material, which 
must then be used/emptied by that person during the same 
shift.  Such containers need not be labeled. 

3. All pipes and process lines, whose contents and direction of flow 
are not obvious from the equipment served, shall be appropriately 
labeled, such that the labels are visible at access points. 

 
B. Placarding 
 

1. All storage areas, storage tanks of 1000 gallons or greater, process 
vessels, and reactors will be appropriately placarded, the 
appropriate placard to be determined in cooperation with the local 
Fire Department. 

 
a. On buildings smaller than 5000 square feet, the placard 

shall be placed on the outside of the building.  On buildings 
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larger than 5000 square feed, the placards shall be placed 
within the building for appropriate areas inside. 

 
2. Where appropriate, all pipes and process lines whose contents and 

direction of flow are not obvious from the equipment served shall 
be appropriately placarded, such that the placards are visible at 
access points. 

 
III. TRAINING 
 

A. Workers to be trained 
 

1. All employees routinely exposed to hazardous materials through 
use, handling, transportation, or other exposure shall be trained for 
the materials in use in their workplace. 

 
2. Orientation training for all employees who are newly hired, 

assigned, or transferred to a department where the employee will 
be routinely exposed to hazardous materials, or to a different set of 
hazardous materials shall be trained for the materials in use in their 
workplace. 

 
3. Contractor’s employees exposed to materials on the worksite. 

 
B. Training Components 

 
1. Explanation of Right-to-know Law. 

a. Employee right and responsibilities. 
2. Introduction to the written Hazardous Chemical Communication 

Program. 
3. Hazard Determination 
4. Availability and Interpretation of MSDS’s. 
5. Labeling and placarding procedures. 
6. Physical and health hazards of chemicals in workplace. 

• flammable materials 
• corrosive materials 
• toxic materials 
• explosives 
• oxidizers 
• cryogens 
• adhesives 
• lubricants 
• irritants 
• sensitizers 

7. Protective procedures (methods, observations) 
8. Protective equipment. 
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9. Procedures for non-routine annually. 
 
IV. COMMUNITY 

A. Availability 
MSDS’s and the written Hazardous Chemical Communication program, 
and information concerning quantities of hazardous materials shall be 
available to the public upon request.  Quantities may be specified as:  
< 500 lbs., 500 lbs.< 1000 lbs., 1000 lbs. <amount < 5000 lbs., amount> 
5000 lbs. 

 
V. EMERGENCY RESPONSE 

In addition to the placarding noted above, Maquoketa Community School shall 
submit a list of hazardous materials which are present in significant amounts to 
the local fire department by personal delivery.  The list shall be updated as the 
materials in use at Maquoketa Community School changes, and submitted by 
certified letter. 

 
VI. RECORDS 

A. Hazardous Substances Lists shall be kept in each school attendance center 
as well as at the central office. 

B. Maintenance of MSDS’s shall be available to each employee in their work 
place as well as at the central office. 

C. Employee Training Records shall be kept at the central office. 
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MCSD         Code No.  403.5    
October 2018 
Chapter 4 – Staff Personnel 
 
Policy Title:  Substance-Free Workplace 
 
 
The board expects the school district and its employees to remain substance free.  No employee 
will unlawfully manufacture, distribute, dispense, possess, use, or be under the influence, while 
in the workplace, of any narcotic drug, hallucinogenic drug, amphetamine, barbiturate, marijuana 
or any other controlled substance or alcoholic beverage as defined by federal or state law.  
"Workplace" includes school district facilities, school district premises or school district 
vehicles.  "Workplace" also includes non-school property if the employee is at any school-
sponsored, school-approved or school-related activity, event or function, such as field trips or 
athletic events where students are under the control of the school district or where the employee 
is engaged in school business. 
 
If an employee is convicted of a violation of any criminal drug offense committed in the 
workplace, the employee will notify the employee's supervisor of the conviction within five days 
of the conviction. 
 
The superintendent will make the determination whether to require the employee to undergo 
substance abuse treatment or to discipline the employee.  An employee who violates the terms of 
this policy may be subject to discipline up to and including termination.  An employee who 
violates this policy may be required to successfully participate in a substance abuse treatment 
program approved by the board.  If the employee fails to successfully participate in a program, 
the employee may be subject to discipline up to and including termination.   
 
The superintendent is responsible for publication and dissemination of this policy to each 
employee.  In addition, the superintendent will oversee the establishment of a substance-free 
awareness program to educate employees about the dangers of substance abuse and notify them 
of available substance abuse treatment programs. 
 
It is the responsibility of the superintendent to develop administrative regulations to implement 
this policy. 
 
 
Legal Reference: 41 U.S.C. §§ 81 (2010). 
   42 U.S.C. §§ 12101 et seq. (2012). 
   34 C.F.R. Pt. 85 (2010). 
   Iowa Code §§ 123.46; 124; 279.8 (2013). 
 
 
Cross Reference: 404 Employee Conduct and Appearance 
 
 
Approved     09-09-02 
Reviewed        09-09-02 
Reviewed by Policy Committee 04-26-04, 03-26-07, 04-22-13, 10-15-18 
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MCSD        Code No.  403.5E 
October 2018 
 

SUBSTANCE-FREE WORKPLACE NOTICE TO EMPLOYEES 
 
 
EMPLOYEES ARE HEREBY NOTIFIED it is a violation of the Substance-Free Workplace 
policy for an employee to unlawfully manufacture, distribute, dispense, possess, use, or be under 
the influence while in the workplace of any narcotic drug, hallucinogenic drug, amphetamine, 
barbiturate, marijuana or any other controlled substance or alcohol, as defined in Schedules I 
through V of section 202 of the Controlled Substances Act (21 U.S.C. 812) and as further 
defined by regulation at 21 C.F.R. 1300.11 through 1300.15 and Iowa Code Chapter 124. 
 
"Workplace" is defined as the site for the performance of work done in the capacity as an 
employee.  This includes school district facilities, other school premises or school district 
vehicles.  Workplace also includes non-school property if the employee is at any school-
sponsored, school-approved or school-related activity, event or function, such as field trips or 
athletic events where students are under the control of the school district or where the employee 
is engaged in school business. 
 
Employees who violate the terms of the Substance-Free Workplace policy may be required to 
successfully participate in a substance abuse treatment program approved by the board.  The 
superintendent retains the discretion to discipline an employee for violation of the Substance-
Free Workplace policy.  If the employee fails to successfully participate in such a program the 
employee is subject to discipline up to and including termination. 
 
EMPLOYEES ARE FURTHER NOTIFIED it is a condition of their continued employment that 
they comply with the above policy of the school district and will notify their supervisor of their 
conviction of any criminal drug statute for a violation committed in the workplace, no later than 
five days after the conviction. 
 
SUBSTANCE-FREE WORKPLACE ACKNOWLEDGMENT FORM 
 
I,                                       , have read and understand the Substance-Free Workplace policy.  I 
understand that if I violate the Substance-Free Workplace policy, I may be subject to discipline 
up to and including termination or I may be required to participate in a substance abuse treatment 
program.  If I fail to successfully participate in a substance abuse treatment program, I 
understand I may be subject to discipline up to and including termination.  I understand that if I 
am required to participate in a substance abuse treatment program and I refuse to participate, I 
may be subject to discipline up to and including termination.  I also understand that if I am 
convicted of a criminal drug offense committed in the workplace, I must report that conviction to 
my supervisor within five days of the conviction. 
 
 
(Signature of Employee)  (Date) 
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MCSD                          Code No. 403.5R1 
October 2018 
 

SUBSTANCE-FREE WORKPLACE REGULATION 
 

 
A superintendent who suspects an employee has a substance abuse problem will follow these 
procedures: 
 
 1. Identification - the superintendent will document the evidence the superintendent 
has which leads the superintendent to conclude the employee has violated the Substance-Free 
Workplace policy.  After the superintendent has determined there has been a violation of the 
Substance-Free Workplace policy, the superintendent will discuss the problem with the 
employee. 
 
 2. Discipline - if, after the discussion with the employee, the superintendent 
determines there has been a violation of the Substance-Free Workplace policy, the 
superintendent may recommend discipline up to and including termination or may recommend 
the employee seek substance abuse treatment.  Participation in a substance abuse treatment 
program is voluntary. 
 
 3. Failure to participate in referral – if the employee refuses to participate in a 
substance abuse treatment program or if the employee does not successfully complete a 
substance abuse treatment program, the employee may be subject to discipline up to and 
including termination. 
 
 4. Conviction - if an employee is convicted of a criminal drug offense committed in 
the workplace, the employee must notify the employer of the conviction within five days of the 
conviction. 
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MCSD         Code No. 403.6    
June 2020 
Chapter 4 -Staff Personnel 
 
Policy Title:  Drug and Alcohol Testing Program 
 
Employees who operate school vehicles are subject to drug and alcohol testing if a commercial 
driver’s license is required to operate the school vehicle and the school vehicle transports sixteen 
or more persons including the driver or the school vehicle weighs twenty-six thousand one 
pounds or more.  For purposes of the drug and alcohol testing program, the term “employees” 
includes applicants who have been offered a position to operate a school vehicle. 
 
The employees operating a school vehicle as described above are subject to pre-employment 
drug testing and random, reasonable suspicion, and post-accident, return-to-duty and follow-up 
drug and alcohol testing.  Employees operating school vehicles will not perform a safety-
sensitive function within eight hours of using alcohol. Employees governed by this policy are 
subject to the drug and alcohol testing program beginning the first day they operate or are offered 
a position to operate school vehicles and continue to be subject to the drug and alcohol testing 
program as long as they may be required to perform a safety-sensitive function as it is defined in 
the administrative regulations.  Employees with questions about the drug and alcohol testing 
program may contact the school district contact person {superintendent [652-4984]; 
transportation director [652-4616]; or a building nurse.  
 
Employees who violate the terms of this policy may be subject to discipline up to and including 
termination.  The district is required to keep a record of all drug or alcohol violations by 
employees for a minimum of five years.  Employees are put on notice that information related to 
drug or alcohol violation s will be reported to the Federal Motor Carrier Safety Administration 
(FMSCA) Clearinghouse. Additionally, the district will conduct FMCSA Clearinghouse queries 
for employees annually.  Employees must provide written consent for the district to conduct 
FMCSA Clearinghouse queries; however, employees who choose to withhold consent will be 
prohibited from performing any safety sensitive functions.  
 
It is the responsibility of the superintendent to develop administrative regulations to implement 
this policy in compliance with the law.  The superintendent will inform applicants of the 
requirement for drug and alcohol testing in notices or advertisements for employment, in the 
application form and personally at the first interview with the applicant. 
 
The superintendent shall also be responsible for publication and dissemination of this policy and 
its supporting administrative regulations and forms to employees operating school vehicles.  The 
superintendent will also oversee a substance-free awareness program to educate employees about 
the dangers of substance abuse and notify them of available substance abuse treatment resources 
and programs. 
 
IASB Drug and Alcohol Testing Program (IDATP) Web site: 
https://www.ia-sb.org/Main/Affiliated_Programs/Iowa_Drug_Alcohol_Testing_Program.aspx 
 

http://www.ia-sb.org/MemberBenefits.aspx?id=304
http://www.ia-sb.org/MemberBenefits.aspx?id=304
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Legal Reference:  American Trucking Association, Inc., v. Federal Highway  
    Administration, 51 Fed. 3rd 405 (4th Cir. 1995). 
    42 U.S.C. §§12101  
    41 U.S.C. §§ 81 
    49 U.S.C. §§ 5331 et seq. 
    49 C.F.R. Pt. 40; 382; 391.81-123 
    34 C.F.R. Pt. 85 

Local 301, Internat’l Assoc. of Fire Fighters, AFL-CIO,  
and City of Burlington, PERB No. 3876 (3-26-91) 

    Iowa Code §§ 124; 279.8; 321.375(2); 730.5 
 
 
Cross Reference: Master Certified Contract, Article 7 “Leaves” 
   Master Classified Contracts, Article 8 “Leaves” {negotiated   
   annually}  
 
 
 
 
 
New Policy Discussion  10-09-95 
First Reading    10-23-95 
Second Reading - Adoption  11-13-95 
Reviewed by Policy Committee 08-16-04 
Reviewed by Policy Committee 02-14-05, 04-10-07, 04-22-13, 10-15-18, 06-15-20 
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MCSD         Code No. 403.6E1 
June 2020 
 

DRUG AND ALCOHOL TESTING PROGRAM NOTICE TO EMPLOYEES 
 
EMPLOYEES GOVERNED BY THE DRUG AND ALCOHOL TESTING POLICY ARE 
HEREBY NOTIFIED they are subject to the school district's drug and alcohol testing program 
for pre-employment drug testing and random, reasonable suspicion and post-accident drug and 
alcohol testing as outlined in the Drug and Alcohol Testing Program policy, its supporting 
documents and the law. 
 
Employees who operate school vehicles are subject to drug and alcohol testing if a commercial 
driver's license is required to operate the school vehicle and the school vehicle that transports 
sixteen or more persons including the driver or the school vehicle weighs twenty-six thousand, 
one pounds or more.  For purposes of the drug and alcohol testing program, "employees" also 
includes applicants who have been offered a position to operate a school vehicle.  The employees 
operating a school vehicle are subject to the drug and alcohol testing program beginning the first 
day they operate or are offered a position to operate a school vehicle and continue to be subject 
to the drug and alcohol testing program. 
 
It is the responsibility of the Director of Transportation to inform employees of the drug and 
alcohol testing program requirements.  Employees with questions regarding the drug and alcohol 
testing requirements will contact the school district contact person. 
 
EMPLOYEES GOVERNED BY THE DRUG AND ALCOHOL TESTING POLICY ARE 
FURTHER NOTIFIED that employees violating this policy, its supporting documents or the law 
may be subject to discipline up to and including termination.  
 
EMPLOYEES GOVERNED BY THE DRUG AND ALCOHOL TESTING POLICY ARE 
FURTHER NOTIFIED that information related to drug or alcohol violations will be reported to 
the Federal Motor Carrier Safety Administration (FMSCA) Clearinghouse. 
 
EMPLOYEES GOVERNED BY THE DRUG AND ALCOHOL TESTING POLICY ARE 
FURTHER NOTIFIED it is a condition of their continued employment to comply with the Drug 
and Alcohol Testing Program policy, its supporting documents and the law.  It is a condition of 
continued employment for employees operating a school vehicle to notify their supervisor of any 
prescription medication they are using.  Drug and alcohol testing records about a driver are 
confidential and are released in accordance with this policy, its supporting documents, or the 
law. 
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MCSD         Code No. 403.6E2  
June 2020 
 
DRUG AND ALCOHOL TESTING PROGRAM ACKNOWLEDGMENT FORM 
 
I, ________________________________________ (Name of Employee), have received a copy, 
read and understand the Drug and Alcohol Testing Program policy and its supporting 
documents.   
 
I understand that if I violate the Drug and Alcohol Testing Program policy, its supporting 
documents, or the law, I may be subject to discipline up to and including termination. 
 
I also understand that I must inform my supervisor of any prescription medication I use. 
 
In addition, I have received a copy of the U.S. DOT publication, "What Employees Need to 
Know about DOT Drug & Alcohol Testing," and have read and understand its contents.  
  

 

 

 

 

 

Furthermore, I know and understand that I am required to submit to a controlled substance 
(drug) and alcohol tests, the results of which must be received by this employer before being 
employed by the school district and before being allowed to perform a safety-sensitive function.  
I also understand that if the results of the pre-employment test are positive, that I will not be 
considered further for employment with the school district.  

 

 
I further understand that drug and alcohol testing records about me are confidential and may be 
released in accordance with this policy, its supporting documents or the law. 
 
__________________________________________ 
Signature of Employee 
 
_________________________________ 
Date 
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MCSD          Code No. 403.6E3 
June 2020 
 
 

DRUG & ALCOHOL PROGRAM AND PRE-EMPLOYMENT TESTING WRITTEN 
CONSENT TO SHARE INFORMATION 

 
I, ________________________________________, (Name of Employee), understand that as 
part of my employment in a position that requires a commercial driver’s license in the 
Maquoketa Community School District, I grant consent for the District to conduct queries of the 
Federal Motor Carrier Safety Administration (“FMSCA”) Commercial Driver’s License Drug 
and Alcohol Clearinghouse to determine whether drug or alcohol violation information about me 
exists in the Clearinghouse. I further consent to the District sharing information related to my 
drug and alcohol testing results with prior, current and future employers, as well as the FMCSA 
Clearinghouse in accordance with state and federal laws. 
 
I understand that the District will check and perform queries of my drug and alcohol testing 
results prior to my employment in any position which requires the use of a commercial driver’s 
license.  I further understand the District will check and perform queries of my testing results 
annually and is required to report any drug and alcohol violations of this policy to the FMCSA 
Clearinghouse. 
 
I understand that I am not required to consent to the query of the FMCSA Clearinghouse of the 
District sharing of drug and alcohol testing information with past, present or future employers or 
the FMCSA Clearinghouse; but that without my consent I understand I will be prohibited from 
performing safety sensitive functions; including driving a commercial motor vehicle, as required 
by FMCSA’s drug and alcohol program regulations. 
 
I hereby give my consent to the District to perform queries of the FMCSA Clearinghouse and 
share my drug and alcohol testing results with past, present and future employers, as well as the 
FMCSA Clearinghouse. 
 
              
(Signature of Employee)       (Date) 
 
 
 
 
 
 
 
NOTE: It is a legal requirement that districts obtain consent from their employees before they 
perform search queries through the Clearinghouse.  However, if any employee refuses consent, 
they are prohibited from performing any safety-sensitive functions for the district. 
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MCSD         Code No. 404 
June 2020 
Chapter 4 – Staff Personnel 
 
Policy Title:  Ethics for District Personnel 
 
Employees are role models for the students who come in contact with them during and after 
school hours.  The board recognizes the positive effect employees can have on students in this 
capacity.  To this end, the board strongly suggests and encourages employees to dress 
themselves, groom themselves and conduct themselves in a manner appropriate to the 
educational environment. 
 
Employees will conduct themselves in a professional manner.  Employees will dress in attire 
appropriate for their position.  Clothing should be neat, clean, and in good taste.  Discretion and 
common sense call for an avoidance of extremes, which would interfere with or have an effect 
on the educational process. 
 
Licensed employees of the school district, including administrators, will follow the code of 
ethics for their profession as established by the Iowa Board of Educational Examiners. 
 
 
 
 
Legal Reference: Iowa Code § 279.8 
   282 I.A.C. 25; 26 
 
 
Cross Reference: 104 Anti-bullying/Harassment 

305 Ethics for Administrators 
   401.1 Employee Orientation 
   403.7 Substance-Free Workplace 
   407.1 Resignation/Contract Release of Certified Personnel  
   413.3 Suspension of Classified Personnel 
 
 
 
 
Previous Date of Adoption  08-07-81 
Revision Discussion   05-22-89 
First Reading Level   06-26-89 
Second and Final Reading  07-17-89 
Reviewed by Policy Committee 04-26-04, 04-10-07, 04-22-13, 10-13-18 
Policy Revision   02-28-06, 06-15-20 
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Code No. 404.R1 
 

 
CODE OF PROFESSIONAL CONDUCT AND ETHICS REGULATION 

 
CHAPTER 25 
 
282—25.1(272) Scope of standards. This code of professional conduct and ethics constitutes 
mandatory minimum standards of practice for all licensed practitioners as defined in Iowa Code 
chapter 272. The adherence to certain professional and ethical standards is essential to 
maintaining the integrity of the education profession. 

282—25.2(272) Definitions. Except where otherwise specifically defined by law: 

“Administrative and supervisory personnel” means any licensed employee such as 
superintendent, associate superintendent, assistant superintendent, principal, associate 
principal, assistant principal, or other person who does not have as a primary duty the 
instruction of pupils in the schools. 

“Board” means the Iowa board of educational examiners. 

“Discipline” means the process of sanctioning a license, certificate or authorization issued 
by the board. 

“Ethics” means a set of principles governing the conduct of all persons governed by these 
rules. 

“Fraud” means knowingly providing false information or representations on an 
application for licensure or employment, or knowingly providing false information or 
representations made in connection with the discharge of duties. 

“License” means any license, certificate, or authorization granted by the board. 

“Licensee” means any person holding a license, certificate, or authorization granted by the 
board. 

“Practitioner” means an administrator, teacher, or other licensed professional, including 
an individual who holds a statement of professional recognition, who provides educational 
assistance to students. 

“Responsibility” means a duty for which a person is accountable by virtue of licensure. 

“Right” means a power, privilege, or immunity secured to a person by law. 

“Student” means a person, regardless of age, enrolled in a prekindergarten through grade 
12 school, who is receiving direct or indirect assistance from a person licensed by the 
board. 
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“Teacher” means any person engaged in the instructional program for prekindergarten 
through grade 12 children, including a person engaged in teaching, administration, and 
supervision, and who is required by law to be licensed for the position held. 

[ARC 7979B, IAB 7/29/09, effective 9/2/09] 

282—25.3(272) Standards of professional conduct and ethics. Licensees are required to abide 
by  all federal, state, and local laws applicable to the fulfillment of professional obligations. 
Violation of federal, state, or local laws in the fulfillment of professional obligations constitutes 
unprofessional and unethical conduct which can result in disciplinary action by the board. In 
addition, it is hereby deemed unprofessional and unethical for any licensee to violate any of the 
following standards of professional conduct and ethics: 

25.3(1) Standard I—
conviction of crimes, sexual or other immoral conduct with or toward a student, and child 
and dependent adult abuse. Violation of this standard includes: 

a. Fraud. Fraud means the same as defined in rule 282—25.2(272). 

b. Criminal convictions. The commission of or conviction for a criminal offense as 
defined by Iowa law provided that the offense is relevant to or affects teaching or 
administrative performance. 

(1) Disqualifying criminal convictions. The board shall deny an application 
for licensure and shall revoke a previously issued license if the applicant or 
licensee has, on or after July 1, 2002, been convicted of, has pled guilty to, or 
has been found guilty of the following criminal offenses, regardless of 
whether the judgment of conviction or sentence was deferred: 

1. Any of the following forcible felonies included in Iowa Code 
section 702.11: child endangerment, assault, murder, sexual abuse, or 
kidnapping; 

2. Any of the following criminal sexual offenses, as provided in Iowa 
Code chapter 709, involving a child: 

o First-, second- or third-degree sexual abuse committed on or with a 
person who is under the age of 18; 

o Lascivious acts with a child; 

o Assault with intent to commit sexual abuse; 

o Indecent contact with a child; 

o Sexual exploitation by a counselor; 

o Lascivious conduct with a minor; 

o Sexual exploitation by a school employee; 

o Enticing a minor under Iowa Code section 710.10; or 
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o Human trafficking under Iowa Code section 710A.2; 

3. Incest involving a child as prohibited by Iowa Code section 726.2; 

4. Dissemination and exhibition of obscene material to minors as 
prohibited by Iowa Code section 728.2; 

5. Telephone dissemination of obscene material to minors as prohibited 
by Iowa Code section 728.15; 

6. Any offense specified in the laws of another jurisdiction, or any 
offense that may be prosecuted in a federal, military, or foreign court, 
that is comparable to an offense listed in subparagraph 25.3(1)“b”(1); 
or 

7. Any offense under prior laws of this state or another jurisdiction, or 
any offense under prior law that was prosecuted in a federal, military, or 
foreign court, that is comparable to an offense listed in subparagraph 
25.3(1)“b”(1). 

(2) Other criminal convictions and founded child abuse. In determining 
whether a person should be denied a license or whether a licensee should be 
disciplined based upon any other criminal conviction, including a conviction 
for an offense listed in 25.3(1)“b”(1) which occurred before July 1, 2002, or a 
founded report of abuse of a child, the board shall consider: 

1. The nature and seriousness of the crime or founded abuse in relation 
to the position sought; 

2. The time elapsed since the crime or founded abuse was committed; 

3. The degree of rehabilitation which has taken place since the crime or 
founded abuse was committed; 

4. The likelihood that the person will commit the same crime or abuse 
again; 

5. The number of criminal convictions or founded abuses committed; 
and 

6. Such additional factors as may in a particular case demonstrate 
mitigating circumstances or heightened risk to public safety. 

c. Sexual involvement or indecent contact with a student. Sexual involvement 
includes, but is not limited to, the following acts, whether consensual or 
nonconsensual: fondling or touching the inner thigh, groin, buttocks, anus or breasts 
of a student; permitting or causing to fondle or touch the practitioner’s inner thigh, 
groin, buttocks, anus, or breasts; or the commission of any sex act as defined in Iowa 
Code section 702.17. 
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d. Sexual exploitation of a minor. The commission of or any conviction for an 
offense prohibited by Iowa Code section 728.12, Iowa Code chapter 709 or 18 
U.S.C. Section 2252A(a)(5)(B). 

e. Student abuse. Licensees shall maintain professional relationships with all 
students, both inside and outside the classroom. The following acts or behavior 
constitutes unethical conduct without regard to the existence of a criminal charge or 
conviction: 

(1) Committing any act of physical abuse of a student; 

(2) Committing any act of dependent adult abuse on a dependent adult 
student; 

(3) Committing or soliciting any sexual or otherwise indecent act with a 
student or any minor; 

(4) Soliciting, encouraging, or consummating a romantic or otherwise 
inappropriate relationship with a student; 

(5) Furnishing alcohol or illegal or unauthorized drugs or drug paraphernalia 
to any student or knowingly allowing a student to consume alcohol or illegal 
or unauthorized drugs in the presence of the licensee; 

(6) Failing to report any suspected act of child or dependent adult abuse as 
required by state law; or 

(7) Committing or soliciting any sexual conduct as defined in Iowa Code 
section 709.15(3)“b” or soliciting, encouraging, or consummating a romantic 
relationship with any person who was a student within 90 days prior to any 
conduct alleged in the complaint, if that person was taught by the practitioner 
or was supervised by the practitioner in any school activity when that person 
was a student. 

25.3(2) Standard II—alcohol or drug abuse. Violation of this standard includes: 

a. Being on school premises or at a school-sponsored activity involving students 
while under the influence of, possessing, using, or consuming illegal or unauthorized 
drugs or abusing legal drugs. 

b. Being on school premises or at a school-sponsored activity involving students 
while under the influence of, possessing, using, or consuming alcohol. 

25.3(3) Standard III—misrepresentation, falsification of information. Violation of this 
standard includes: 

a. Falsifying or deliberately misrepresenting or omitting material information 
regarding professional qualifications, criminal history, college credit, staff 
development credit, degrees, academic award, or employment history when applying 
for employment or licensure. 

http://www4.legis.state.ia.us/IAChtml/282.htm#chapter_282_17
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b. Falsifying or deliberately misrepresenting or omitting material information 
regarding compliance reports submitted to federal, state, and other governmental 
agencies. 

c. Falsifying or deliberately misrepresenting or omitting material information 
submitted in the course of an official inquiry or investigation. 

d. Falsifying any records or information submitted to the board in compliance with 
the license renewal requirements imposed under 282—Chapter 20. 

e. Falsifying or deliberately misrepresenting or omitting material information 
regarding the evaluation of students or personnel, including improper administration 
of any standardized tests, including, but not limited to, changing test answers, 
providing test answers, copying or teaching identified test items, or using 
inappropriate accommodations or modifications for such tests. 

25.3(4) Standard IV—misuse of public funds and property. Violation of this standard 
includes: 

a. Failing to account properly for funds collected that were entrusted to the 
practitioner in an educational context. 

b. Converting public property or funds to the personal use of the practitioner. 

c. Submitting fraudulent requests for reimbursement of expenses or for pay. 

d. Combining public or school-related funds with personal funds. 

e. Failing to use time or funds granted for the purpose for which they were intended. 

25.3(5) Standard V—violations of contractual obligations. 

a. Violation of this standard includes: 

(1) Asking a practitioner to sign a written professional employment contract 
before the practitioner has been unconditionally released from a current 
contract, unless the practitioner provided notice to the practitioner’s 
employing board as set forth in subparagraph 25.3(5)“b”(2). 

(2) Abandoning a written professional employment contract without prior 
unconditional release by the employer. 

(3) As an employer, executing a written professional employment contract 
with a practitioner which requires the performance of duties that the 
practitioner is not legally qualified to perform. 

(4) As a practitioner, executing a written professional employment contract 
which requires the performance of duties that the practitioner is not legally 
qualified to perform. 
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b. In addressing complaints based upon contractual obligations, the board shall 
consider factors beyond the practitioner’s control. For purposes of enforcement of 
this standard, a practitioner will not be found to have abandoned an existing contract 
if: 

(1) The practitioner obtained a release from the employing board before 
discontinuing services under the contract; or 

(2) The practitioner provided notice to the employing board no later than the 
latest of the following dates: 

1. The practitioner’s last work day of the school year; 

2. The date set for return of the contract as specified in statute; or 

3. June 30. 

25.3(6) Standard VI—unethical practice toward other members of the profession, parents, 
students, and the community. Violation of this standard includes: 

a. Denying the student, without just cause, access to varying points of view. 

b. Deliberately suppressing or distorting subject matter for which the educator bears 
responsibility. 

c. Failing to make reasonable effort to protect the health and safety of the student or 
creating conditions harmful to student learning. 

d. Conducting professional business in such a way that the practitioner repeatedly 
exposes students or other practitioners to unnecessary embarrassment or 
disparagement. 

e. Engaging in any act of illegal discrimination, or otherwise denying a student or 
practitioner participation in the benefits of any program on the grounds of race, 
creed, color, religion, age, sex, sexual orientation, gender identity, disability, marital 
status, or national origin. 

f. Soliciting students or parents of students to purchase equipment, supplies, or 
services from the practitioner for the practitioner’s personal advantage. 

g. Accepting gifts from vendors or potential vendors where there may be the 
appearance of or an actual conflict of interest. 

h. Intentionally disclosing confidential information including, but not limited to, 
unauthorized sharing of information concerning student academic or disciplinary 
records, health and medical information, assessment or testing results, or family 
income. Licensees shall comply with state and federal laws and local school board 
policies relating to the confidentiality of student records, unless disclosure is 
required or permitted by law. 

i. Refusing to participate in a professional inquiry when requested by the board. 

http://www4.legis.state.ia.us/IAChtml/282.htm#chapter_282_9
http://www4.legis.state.ia.us/IAChtml/282.htm#chapter_282_10
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j. Aiding, assisting, or abetting an unlicensed person in the completion of acts for 
which licensure is required. 

k. Failing to self-report to the board within 60 days any founded child abuse report, 
or any conviction for a criminal offense listed in 25.3(1)“b”(1) which requires 
revocation of the practitioner’s license. 

l. Delegating tasks to unqualified personnel. 

m. Failing to comply with federal, state, and local laws applicable to the fulfillment 
of professional obligations. 

n. Allowing another person to use one’s practitioner license for any purpose. 

o. Performing services beyond the authorized scope of practice for which the 
individual is licensed or prepared or performing services without holding a valid 
license. 

p. Falsifying, forging, or altering a license issued by the board. 

q. Failure of the practitioner holding a contract under Iowa Code section 279.13 to 
disclose to the school official responsible for determining assignments a teaching 
assignment for which the practitioner is not properly licensed. 

r. Failure of a school official responsible for assigning licensed practitioners holding 
contracts under Iowa Code section 279.13 to adjust an assignment if the practitioner 
discloses to the official that the practitioner is not properly licensed for an 
assignment. 

25.3(7) Standard VII—compliance with state law governing obligations to state or local 
governments, child support obligations, and board orders. Violation of this standard 
includes: 

a. Failing to comply with 282—Chapter 8 concerning payment of debts to state or 
local governments. 

b. Failing to comply with 282—Chapter 10 concerning child support obligations. 

c. Failing to comply with a board order. 

25.3(8) Standard VIII—incompetence. Violation of this standard includes, but is not 
limited to: 

a. Willfully or repeatedly departing from or failing to conform to the minimum 
standards of acceptable and prevailing educational practice in the state of Iowa. 

b. Willfully or repeatedly failing to practice with reasonable skill and safety. 
 
 
 

http://www4.legis.state.ia.us/IAChtml/282.htm#chapter_282_25
http://www4.legis.state.ia.us/IAChtml/282.htm#chapter_282_25
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Code No. 404.R2 
 
 

CODE OF RIGHTS AND RESPONSIBILITIES REGULATION 
 
CHAPTER 26 
 
282—26.1(272)  Purpose.  The code of professional conduct and ethics in 282—Chapter 25 
defines unprofessional and unethical conduct justifying disciplinary sanction.  The board 
acknowledges that the discharge of professional obligations should occur in recognition of 
certain fundamental rights and responsibilities.  Accordingly, the board recognizes the following 
rights and responsibilities of all educators licensed under Iowa Code Ch. 272 and agrees that the 
exercise of these rights and responsibilities may present mitigating facts and circumstances in the 
board’s evaluation of allegations of unprofessional or unethical conduct. 
 
282—26.2(272)  Rights.  Educators licensed under Iowa Code Ch. 272 have the following 
rights: 

1.   The educator has a right to be licensed and endorsed under professional standards 
established and enforced by the board. 

2.   The educator has a right to refuse assignments for which the educator is not legally 
authorized, in terms of holding a valid Iowa license with the appropriate endorsement(s) 
or approval(s). 

3.   The educator has a right, subject to board and administrator authority, to exercise 
professional judgment in the evaluation, selection, and use of teaching methods and 
instructional materials appropriate to the needs, abilities, and background of each student. 

 
282—26.3(272)  Responsibilities.  Educators licensed under Iowa Code Ch. 272 have the 
following responsibilities: 

1.   The educator has a responsibility to maintain and improve the educator’s professional 
competence. 

2.   The educator has a responsibility to accept only those assignments for which the educator 
is legally authorized. 

3.   The educator has a responsibility to provide conditions that are conducive to teaching and 
student learning. 

4.   The educator shall protect students from conditions harmful to learning or to health or 
safety. 

5.   The educator shall not, without just cause, restrain a student from independent action in 
the pursuit of learning and shall not, without just cause, deny a student access to varying 
points of view. 

6.   The educator shall not use professional relationships with students for personal 
advantage. 

7.   The educator shall not discriminate against any student on the grounds of national origin, 
color, race, religion, age, gender, disability, or marital status, sexual orientation or  
gender identity. 

8.   The educator shall accord just and equitable treatment to all members of the profession. 
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9.   The educator shall keep in confidence personally identifiable information regarding a 
student or the student’s family members that has been obtained in the course of 
professional service, unless disclosure is required by law or is necessary for the personal 
safety of the student or others. 

10. The educator who has reasonable basis to believe that a student has been abused, as 
defined by law, shall make all reports required by law and the Iowa Administrative Code 
and which are necessary to ensure the safety and well–being of the student. 

11. In the administration of discipline, the educator shall treat all students with respect and in 
compliance with all policies of the school district served by the educator. 

12. The educator shall provide accurate, truthful, and complete information to the board and 
to the local education system concerning all licensure transactions. 

13. The educator shall not refuse to participate in a professional inquiry, when requested by 
the board. 

14. The educator shall not require or direct another educator to violate any provisions of the 
code of professional conduct and ethics or any rights of a student, parent, educator or 
citizen. 

15. The educator shall not delegate assigned tasks to unqualified personnel. 
 
These rules are intended to implement Iowa Code § 272.2(1)“a.” 
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MCSD         Code No. 405.1 
October 2018 
Chapter 4 - Staff Personnel 
 
Policy Title:  Certification 
 
All employees shall be properly certificated and/or qualified as required by statutory 
enactment and the Department of Education. 
 
 
Certified employees must have on file a copy of their current certificate or license to the 
Board Secretary prior to payment of salary. 
 
 
 
 
Legal Reference:  Clay v. Independent School District of Cedar Falls, 187 Iowa 89, 
    174 N.W. 47 (1919) 

Iowa Code §§256.7(3); 272; 279.8; (2011) 
282 Iowa Admin. Code 14 

   281 Iowa Admin. Code 12.4; 41.25 
   1940 Op. Att’y Gen. 375. 
 
Cross References: 405.2  Interview/Selection/Appointment 
   410.1  Substitutes for Teaching 
 
Previous Date of Adoption  06-12-89 
Revision Discussion   07-20-92 
First Reading on Revision  07-20-92 
Second Reading – Adoption  07-20-92 
Reviewed by Policy Committee 04-26-04, 04-10-07, 04-22-13, 10-15-18 
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MCSD         Code No. 405.2 
October 2018 
Chapter 4 – Staff Personnel 
 
Policy Title:  Licensed Employee Qualifications, Recruitment, and Selection 
 
Persons interested in a licensed position, other than administrative positions which will be 
employed in accordance with board policies in Chapter 300, “Administration,” will have an 
opportunity to apply and qualify for licensed positions in the school district without regard to age, 
race, creed, color, gender, national origin, religion, sexual orientation, gender identity, or 
disability.  Job applicants for licensed positions will be considered on the basis of the following: 
 

• Training, experience, and skill; 
• Nature of the occupation; 
• Demonstrated competence; and 
• Possession of, or ability to obtain, state license if required for the position. 

 
All job openings shall be submitted to the Iowa Department of Education for posting on 
TeachIowa, the online state job posting system.  Additional announcements of the position may 
occur in a manner which the superintendent believes will inform potential applicants about the 
position. 
 
Administrators shall select candidates for interviewing from the TeachIowa, the online state job 
posting system.  After the interviews are conducted, the responsible administrator shall 
recommend the candidate most qualified for employment to the Superintendent. 
 
Preference shall be given to applicants who are honorably discharged from United States military 
or naval forces and who qualify under the Veterans Preference Law, per Section 70.1, Code of 
Iowa, 1986. 
 
Appointment of candidates selected for employment shall be recommended to the Board of 
Education by the Superintendent of Schools or designee.  To be eligible for appointment, a 
candidate shall possess at least a Bachelor’s degree from an accredited college or university and 
other qualifications per policy number 405.1. 
 
Legal Reference: 29 U.S.C. §§ 621-634 
   42 U.S.C. §§ 2000e, 12101 et seq  
   Iowa Code §§ 20; 35C; 216; 256.27; 279.13 
   281 I.A.C. 12 
   282 I.A.C. 14 
   1980 Op. Att’y Gen. 367 
 
Previous Date of Adoption  12-15-86 
Revision Discussion   07-20-92 
First Reading on Revision  07-20-92 
Second Reading – Adoption  07-20-92 
Reviewed by Policy Committee  04-26-04, 04-10-07, 12-8-08, 04-22-13, 02-08-16,  

10-15-18 
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MCSD         Code No. 405.4 
October 2018 
Chapter 4 – Staff Personnel 
 
Policy Title Continuing Contracts 
 
 
Contracts entered into with licensed employees, other than an administrator, will continue 
from year to year except as modified or terminated as provided by law.  The board may 
issue temporary and non-renewable contracts in accordance with law. 
 
Licensed employees whose contracts will be recommended for termination by the board 
will receive due process as required by law.  The superintendent will make 
recommendation to the board for the termination of the licensed employee’s contract. 
 
Licensed employees who wish to resign, to be released from a contract, or to retire must 
comply with applicable law and board policies. 
 
Legal References: Ar-We-Va Community School District v. Long and Henkenius, 
    292 N.W.2d 402 (Iowas 1980) 
   Bruton v. Ames Community School District, 291 N.W.2d 351  
    (Iowa 1980) 
   Hartman v. merged Area VI Community College, 270 N.W.2d 
    822 (Iowa 1978) 
   Keith v. Community School District of Wilton in the Counties of  
    Cedar and Muscatine, 262 N.W.2d 249 (Iowa 1978) 
   Iowa Code §§ 272; 279 
 
Cross Reference:  405.9 Licensed Employee Probationary Status 
 
 
Previous Date of Adoption  12-15-86 
Revision Discussion   08-13-90 
Adoption of Revision   09-10-90 
Reviewed by Policy Committee 04-26-04, 04-10-07, 04-22-13, 11-20-17, 10-15-18 



405.6 

MCSD         Code No. 405.6 
October 2018 
Chapter 4 – Staff Personnel 
 
Policy Title Assignment and Transfer, Certificated Personnel 
 
Assignment shall be based upon the qualifications of the candidate and the philosophy 
and needs of the School District. 
 
Changes in assignment may be made at the initiative of the Superintendent of Schools, 
other administration staff members, or at the request of the employee.  All such re-
assignments shall be made with the full knowledge of all parties related to the transfer, 
according to the provisions of the Master Contract, and shall be reported to the Board of 
Education. 
 
 
 
 
 
 
Legal Reference: Iowa Code §§  279.8 
 
 
 
Previous Date of Adoption  12-15-86 
Revision Discussion   07-20-92 
First Reading on Revision  07-20-92 
Second Reading – Adoption  07-20-92 
Reviewed by Policy Committee 05-10-04, 04-10-07, 04-22-13, 10-15-18 
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MCSD          Code No: 405.8 
October 2018 
Chapter 4 - Staff Personnel 
 
Policy Title: Licensed Employee Evaluation 
 
Evaluation of licensed employees on their skills, abilities, and competence is an ongoing process supervised by the 
building principals and conducted by approved evaluators.  The goal of the formal evaluation of licensed 
employees, other than administrators, but including extracurricular employees, is to improve the education 
program, to maintain licensed employees who meet or exceed the board's standards of performance, to clarify the 
licensed employee's role, to ascertain the areas in need of improvement, to clarify the immediate priorities of the 
board, and to develop a working relationship between the administrators and other employees. 
 
The formal evaluation criteria is in writing and approved by the board.  The formal evaluation will provide an 
opportunity for the evaluator and the licensed employee to discuss the past year's performance and the future areas 
of growth.  The formal evaluation is completed by the evaluator, signed by the licensed employee and filed in the 
licensed employee's personnel file.  This policy supports, and does not preclude, the ongoing informal evaluation of 
the licensed employee's skills, abilities and competence. 
 
License employees will be required to: 

• Demonstrate the ability to enhance academic performance and support for and implementation of the 
school district’s student achievement goals. 

• Demonstrate competency in content knowledge appropriate to the teaching position. 
• Demonstrate competency in planning and preparation for instruction. 
• Use strategies to deliver instruction that meets the multiple learning needs of students. 
• Use a variety of methods to monitor student learning. 
• Demonstrate competence in classroom management. 
• Engage in professional growth 
• Fulfill professional responsibilities established by the school district. 

         It is the responsibility of the superintendent to ensure licensed employees are evaluated.  New and probationary 
licensed employees are evaluated at least twice each year. 
 
The requirements stated in the Master Contract between employees in that certified collective bargaining unit and 
the board regarding evaluation of such employees will be followed. 
 
Legal Reference: Aplington Community School District v. PERB, 392 N.W.2d 495 (Iowa 1986). 
   Saydel Education Association v. PERB, 333 N.W.2d 486 (Iowa 1983). 
   Iowa Code §§ 20.9; 279; 284; 294 
   281 I.A.C. Ch. 83; 12.3 
 
Cross Reference: 405.2 Interview/Selection/Appointment 
   405.9 Licensed Employee Probationary Status 
   405.6 Assignment and Transfer, Certificated Personnel 
 
 
Previous Date of Adoption  06-12-89 
Revision Discussion   07-20-92 
First Reading on Revision  07-20-92 
Second Reading – Adoption  07-20-92 
Reviewed by Policy Committee  05-10-04, 04-10-07, 04-22-13, 10-15-18 
Revision of Policy   03-27-06 
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MCSD          Code No: 405.9 
October 2018 
Chapter 4 - Staff Personnel 
 
Policy Title: Licensed Employee Probationary Status 
 
The first three consecutive years of a licensed employee’s contract is a probationary period unless the 
employee has already successfully completed the probationary period in another Iowa school district.  
New employees who have successfully completed a probationary period in another Iowa school district 
will serve a two year probationary period.  For purposes of this policy, an employee will have met the 
requirements for successfully completing a probationary period in another Iowa school district if, at the 
teacher’s most recent performance evaluation, the teacher received at least a satisfactory or better 
evaluation and the individual has not engaged in conduct which would disqualify the teacher for a 
continuing contract. 
 
Only the board, in its discretion, may waive the probationary period.  The board may extend the 
probationary period for one additional year with the consent of the licensed employee.  The board will 
make the decision to extend or waive a licensed employee’s probationary status based upon the 
superintendent’s recommendation.  During this probationary period the board may terminate the licensed 
employee’s contract at the end of the year without cause or immediately discharge the employee in 
consistent with applicable law and board policies. 
 
 
Legal Reference: Iowa Code §§ 279 
 
 
 
Cross Reference: 405.4 Continuing Contracts 
   405.8 Licensed Employee Evaluation 
 
 
New Policy for Discussion  01-28-02 
First Reading     01-28-02 
Second and Final Reading   02-04-02 
Reviewed by Policy Committee 05-10-04, 04-10-07, 04-22-13, 11-20-17, 10-15-18 
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MCSD         Code No: 406.1 
October 2018 
Chapter 4 - Staff Personnel 
 
Policy Title:   Licensed Employee Compensation 
 
Every teacher shall receive a copy of the salary schedule as part of the Master Contract. 
 
Initial Placement 
 
The initial salary is based upon the candidate’s qualifications in accordance with the 
salary schedule and regulations in force at the time of employment. 
 
Allowance for Experience 
 
Experience, as a day-by-day substitute teacher shall not be credited upon the salary 
schedule. 
 
Credit for Trade Experience, Vocational Trade, and Industrial Training 
 
Credit for trade experience, vocational trade, and industrial training may be given if the 
applicant has met the requirements for employment, at the discretion of the 
Superintendent. 
 
Credit for Military Experience 
 
Credit for military experience for a new teacher will be allowed if the appointee had 
actually been engaged in an approved teaching position before entering military service 
and returned to teaching directly upon leaving military service.  A teacher on leave of 
absence for military service from the school will receive full credit for experience as 
though the teacher had actually been teaching. 
 
 
 
 
Legal Reference: Iowa Code §§ 20.1, .4, .7, .9; 279.8  
 
 
 
 
Previous Date of Adoption  12-15-86 
Revision Discussion   07-20-92 
First Reading on Revision  07-20-92 
Second Reading – Adoption  07-20-92 
Reviewed by Policy Committee 05-24-04, 04-10-07, 04-22-13, 10-15-18 
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MCSD         Code No: 406.4 
October 2018 
Chapter 4 - Staff Personnel 
 
Policy Title: Extra Service 
 
Additional pay shall be granted above the basic salary schedule for those assigned to 
administrative and supervisory duties, such as principals and supervisors.  Coaches of 
special activities who carry full teaching loads shall receive extra pay above the basic 
salary schedule.  This schedule may be reviewed annually.  Extra duties assigned to full 
time certificated staff shall be reimbursed according to the provisions of the Master 
Contract.  There are certain daily non-teaching assignments such as noon hour duty, noon 
hour library, and supervision.  If these have been approved by the administration as the 
equivalent of a class period, they may be considered by the principal as a part of a 
teacher’s teaching assignment. 
 
 
 
 
 
Legal Reference: Iowa Code §§ 279.8, .13-15, .19A-B 
 
 
 
 
 
 
Previous Date of Adoption  12-15-86 
Revision Discussion   07-20-92 
First Reading on Revision  07-20-92 
Second Reading – Adoption  07-20-92 
Reviewed by Policy Committee 05-24-04, 04-10-07, 04-22-13, 10-15-18 



406.5 

MCSD         Code No: 406.5 
October 2018 
Chapter 4 - Staff Personnel 
 
Policy Title:  Health and Life Insurance 
 
A comprehensive health and accident insurance program for employees and their 
dependent families (spouses and children) and a term life insurance policy for the 
employee may be made available by the Board of Education to full time employees. 
 
 
 
 
 
 
 
 
Legal Reference: Iowa Code §§ 20.9; 85; 85B; 279.12, .27; 509; 509A; 509B (2011) 
 
 
 
 
 
 
 
 
 
 
 
 
Previous Date of Adoption  05-25-81 
Revision Discussion   11-24-86 
Adoption of Revision   12-15-86 
Reviewed by Policy Committee 05-24-04, 04-10-07, 04-22-13, 10-15-18 
 
 



406.6 

MCSD         Code No: 406.6 
October 2018 
Chapter 4 - Staff Personnel 
 
Policy Title: Employee Tax Shelter Program 
 
The board authorizes the administration to make a payroll deduction for employees’ tax 
sheltered annuity premiums purchased from a company or program chosen by the board 
and collective bargaining units. 
 
All employees have the privilege of making written application for the payment of 
premiums for annuities on a salary deduction basis.  
 
The requirements stated in the Master Contracts between employees in the collective 
bargaining units and the board regarding the tax sheltered annuities of such employees 
will be followed. 
 
Employees wishing to have payroll deductions for tax sheltered annuities will make a  
written request to the Board Secretary.  
 
 
Legal Reference: Iowa Code §§ 20.9; 260C; 273; 294.16 
   1988 Op. Att’y Gen. 38. 
   1976 Op. Att’y Gen. 462, 602 
   1966 Op. Att’y Gen. 211, 220 
 
 
 
 
 
 
 
 
Original Adoption   10-08-73 
Revision Discussion   04-27-81 
First Reading on Revision  05-11-81 
Second Reading on Revision  05-25-81 – Adopted 
Reviewed by Policy Committee 05-24-04, 04-10-07, 01-12-09, 06-08-09, 04-22-13, 

10-15-18 
 



 

406.7 

MCSD         Code No. 406.7 
October 2018 
Chapter 4 – Staff Personnel 
 
Policy Title Student Teaching 
 
The Maquoketa Community School District encourages the utilization of student 
teachers.  The District will cooperate with teacher training institutions in providing 
facilities and cooperating staff for observation and intern teaching. 
 
If more student teachers seek assignment than facilities or supervisors can be provided by 
the District, placement will be made on the basis of mutual benefit to the student teacher, 
involved students and cooperating institutions. 
 
All compensation received from the college or university shall be paid to the supervisory 
teacher’s department for additional equipment and materials. 
 
 
 
 
 
 
 
 
 
 
 
Previous Date of Adoption  05-25-81 
Revision Discussion   11-24-86 
Adoption of Revision   12-15-86 
Reviewed by Policy Committee 05-24-04, 04-10-07, 04-22-13, 10-15-18 



407.1 

MCSD         Code No: 407.1 
October 2018 
Chapter 4 - Staff Personnel 
 
Policy Title: Resignation / Contract Release of Certificated Personnel 
 
Resignations shall be in writing, signed by the resigning party, then directed to the 
Superintendent of Schools.  The Superintendent will submit them to the Board of 
Education with recommendations as provided by law. 
 
The Board shall accept all resignations for the following school year submitted within 
twenty-one (21) days of the annual issuance of contracts.  The Board of Education may 
require an individual who has resigned from an extra-curricular contract to accept the 
resigned position for the subsequent school year if, (1) a good faith effort fails to find a 
replacement, and (2) the individual remains as a certificated employee.  The assignment 
notification must be made by June 7. 
 
Requests for release from contract filed prior to July 1st will be granted only if and after a 
suitable replacement is found. 
 
If a request for release is received on or after July 1, effective for the following year, the 
requesting teacher shall also be required to reimburse the school district for actual 
expenses incurred to hire the replacement teacher.  Such expenses shall be payable to the 
district by the requesting teacher as a condition for the Board to accept the request for 
release.  Failure to provide reimbursement will result in appropriate legal action.  This 
paragraph does not apply to resignations resulting from medical disability. 
 
If an employee leaves without proper release, the Superintendent of Schools is directed to 
file a complaint with the Board of Educational Examiners. 
 
 
 
 
Legal Reference: Iowa Code §§ 91A.2, .3, .5; 279.13, .19A (2011) 
 
 
 
 
Original Date of Adoption  05-25-81 
Final Reading of Revision  05-27-86 
Reviewed    04-08-02 
Reviewed by Policy Committee 06-14-04, 04-10-07, 04-22-13, 10-15-18 
Policy Revised   09-12-05 



407.3 

MCSD         Code No: 407.3 
June 2020 
Chapter 4 - Staff Personnel 
 
Policy Title:  Employee Retirement 
 
Employees who will complete their current contract with the Board may apply for 
retirement.  No employee will be required to retire at any specific age. 
 
Application for retirement will be considered when the employee states in writing to the 
Superintendent, no later than the date set by the board for the return of the employee’s 
contract to the board, the intent of the employee to retire.  Applications made after the 
date set by the board for the return of the employee’s contract to the board may be 
considered by the board if special circumstances exist.  It is within the discretion of the 
board to determine whether special circumstances exist. 
 
Board action to approve an employee’s application for retirement is final and such action 
constitutes nonrenewal of the employee’s contract for the next school year. 
 
Licensed employees who retire under this policy may qualify for retirement benefits 
through the Iowa Public Employees Retirement System. 
 
Employees and their spouse and dependents are allowed to continue coverage in the 
school district’s group health insurance program at their own expense by meeting he 
requirements of the insurer. 
 
 
 
Legal Reference: Iowa Code §§ 97B; 216; 279.46 
   2581 I.A.C.21 
    
 
Cross Reference:  407.6  Employee Early Retirement 
 
 
 
 
Adoption of Policy   06-14-04 
First Reading     06-14-04 
Second and Final Reading  06-21-04 
Reviewed by Policy Committee 04-10-07, 04-22-13, 10-15-18, 06-15-20 



407.4 

MCSD         Code No: 407.4 
October 2018 
Chapter 4 - Staff Personnel 
 
Policy Title:  Suspension of Certified Personnel 
 
Certified employees shall perform their assigned jobs, respect and follow board policy, 
and obey the law.  The Superintendent is authorized to suspend a certified employee 
pending board action on a discharge, for investigation of charges against the employee, 
and for disciplinary purposes.  It is within the discretion of the Superintendent to suspend 
a certified employee with or without pay. 
 
In the event of a suspension, appropriate due process shall be followed. 
 
 
 
 
Legal Reference: Northeast Community Education Association v. Northeast 

Community School District, 402 N.W. 2D 4 765 (IOWA 1987) 
McFarland v. Board of Education of Norwalk Community School 
District, 277 N.W. 2d 901 (Iowa 1979) 

   Iowa Code §§ 20.7, .24, 279.13, 279.15-19, .27 (2013) 
 
 
 
 
 
Previous Date of Adoption  07-11-88 
First Revision Discussion  07-20-92 
Revision Discussion   02-25-02 
Reviewed by Policy Committee 06-14-04, 04-10-07, 04-22-13, 10-15-18 



407.5 

MCSD         Code No:  407.5 
October 2018 
Chapter 4 – Staff Personnel 
 
Policy Title:   Employee Reduction in Force 
 
Licensed Employees 
 
The board has the exclusive authority to determine the appropriate number of licensed 
employees.  A reduction of licensed employees may occur as a result of, but not be 
limited to, changes in the education program, staff realignment, changes in the size or 
nature of the student population, financial situation considerations, and other reasons 
deemed relevant by the board. 
 
The reduction of licensed employees, other than administrators, will be done through 
normal attrition if possible.  If normal attrition does not meet the necessary reduction in 
force required, the board may terminate licensed employees. 
 
It is the responsibility of the superintendent to make a recommendation for termination to 
the board. 
 
The requirements stated in the Master Contract between employees in that certified 
collective bargaining unit and the board regarding the reduction in force of such 
employees will be followed. 
 
Classified Employees 
 
It is the exclusive power of the board to determine when a reduction in classified 
employees is necessary.  Employees who are terminated due to a reduction in force will 
be given thirty days notice.  Due process will be followed for terminations due to a 
reduction in force. 
 
It is the responsibility of the superintendent to make a recommendation for termination to 
the board.  The superintendent will consider the relative qualifications, skills, ability, and 
demonstrated performance through evaluation procedures in making the 
recommendations. 
 
 
Legal Reference: Iowa Code §§ 20.7, 279.13 
 
 
Adoption of Policy   06-14-04 
First Reading    06-14-04 
Second and Final Reading  06-21-04 
Reviewed by Policy Committee 04-10-07, 05-13-13, 10-15-18 



407.6 

MCSD         Code No:  407.6 
October 2018 
Chapter 4 – Staff Personnel 
 
Policy Title:   Employee Early Retirement 
 
The school district may offer an early retirement plan for consideration by employees.  The 
Board has complete discretion to offer or not to offer an early retirement plan for employees and 
reserves the right to limit the number of early retirements based upon the date and time 
applications are submitted to the Central Office.  The Board may discontinue the school district’s 
early retirement plan at any time or may alter eligibility criteria based on the financial 
condition or staffing needs of the district.  If the school district offers an early retirement plan, 
an employee is eligible when they meet the eligibility criterial specified within a resolution 
adopted by a majority vote of the Board of Directors. 
 
Eligibility Categories may include the following: 
 
Category I: 

• Employees must have reached the age of 55 on or before the date established by Board 
Resolution in accordance with Iowa Code 279.46 but no later than the first day of school 
for the following school year as established annually by the Board of Directors. 

• Employees must have completed 15 years of continuous service within the district as of 
June 30 of the year in which the employee wishes to retire; 

 
Category II: 

• Employees must have completed 25 years of continuous service within the district as 
of June 30 of the year in which the employee wishes to retire; 

 
To be considered for the program:  

• Employees must submit an application to the Superintendent for participation in the plan 
on or before a date established by the Board. Applications submitted after the deadline 
may be considered at the discretion of the Board depending on the circumstances for the 
late application; 

• Employees must submit a written resignation attached to the Early Retirement 
Application Form.  The resignation may be contingent upon approval by the Board of 
participation in the voluntary early retirement plan; and 

• The employee’s application for participation in the early retirement plan is contingent 
upon Board approval, of the employee’s resignation and of the disbursement of early 
retirement incentive to the employee. 

 
Approval by the Board of employee’s early retirement application shall constitute a voluntary 
resignation.  Approval by the Board of the employee’s early retirement application will also 
make the employee eligible for disbursement of the early retirement incentive the sooner of July 
1 following the employee’s approval for early retirement or a date mutually agreed upon by the 
school district and the employee.  Failure of the Board to approve the employee’s early 
retirement application will make the employee’s current contract with the Board continue in full 
force and effect. 
 



407.6 

MCSD         Code No:  407.6 
October 2018 
Chapter 4 – Staff Personnel 
 
Policy Title:   Employee Early Retirement, continued 
 
 
Upon retirement, the employee is eligible to continue participation in the school district’s group 
insurance plan at the employee’s expense.  The employees must pay the monthly premium 
amount in full to the board secretary. 
 
This insurance coverage will cease when the employee/retiree reaches Medicare eligibility, 
secures other employment in which the employer provides insurance coverage, or dies.  If 
dependent insurance coverage is required; dependents would be eligible for COBRA rights.  The 
District will comply with Iowa Code in all matters related to continuance of insurance coverage. 
 
In the event of the death of the employee prior to payment of the early retirement incentive but 
after the employee’s retirement has begun, the early retirement incentive will be paid to the 
designated beneficiary in one lump sum payment.  In the event no beneficiary is designated, the 
incentive will be paid to the employee’s estate in one lump sum payment. 
 
Legal Reference: 29 U.S.C. §§ 621 et seq. (2012) 

Iowa Code §§ 97B; 216; 279.46; 509A.13 
1978 Op. Att’y Gen. 247 
1974 Op. Att’y Gen. 11, 322 

 
 
Previous Date of Adoption  06-14-04 
First Reading on Revision  06-14-04 
Second Reading – Adoption  06-21-04 
Reviewed by Policy Committee 06-14-04, 04-10-07, 11-12-07, 09-14-09, 02-08-10, 05-13-

13, 10-15-18 



408.1 

MCSD         Code No. 408.1 
October 2018 
Chapter 4 – Staff Personnel 
 
Policy Title Certified Personnel Professional Development 
 
The Board encourages certified personnel to attend and participate in professional 
development activities to maintain, develop, and extend their skills. 
 
The Board shall maintain and support an inservice program for certified personnel. 
 
Requests for attendance or participation in a development program, other than those 
development programs sponsored by the school district, shall be made to the 
Superintendent or the Superintendent’s designee.  Approval of the Superintendent or the 
Superintendent’s designee must be obtained prior to attendance by a certified employee 
in a professional development program as per the negotiated agreement. 
 
The superintendent will have sole discretion to allow or disallow licensed employees to 
attend or participate in the requested event. When making this determination, the 
superintendent will consider the value of the program for the licensed employee and the 
school district, the effect of the licensed employee's absence on the education program 
and school district operations and the school district's financial situation as well as other 
factors deemed relevant in the judgment of the superintendent. Requests that involve 
unusual expenses or overnight travel must also be approved by the board. 
 
 
 
Legal Reference: Iowa Code § 279.8 
   281 Iowa Admin. Code 12.7; 83.6 
 
 
Previous Date of Adoption  06-12-89 
Revision Discussion   07-20-92 
First Reading on Revision  07-20-92 
Second Reading – Adoption  07-20-92 
Reviewed by Policy Committee 06-14-04, 04-10-07, 05-13-13, 10-15-18 



408.2 

MCSD         Code No. 408.2 
October 2018 
Chapter 4 – Staff Personnel 
 
Policy Title Ownership of Materials Created by District Employees 
 
Materials, other than teacher daily lesson plans, which are created on school time and/or 
on school equipment/supplies, either individually or by a group of employees, shall be 
the joint property of the Maquoketa School District and the employee(s).  School time is 
defined as any time for which the employee is receiving compensation from the School 
District. 
 
In cases where such materials are marketed, any financial gain therefrom will be split as 
follows:  50% to the School District and 50% to the employee(s) who created the 
material.  Financial gain is defined as any dollars remaining after payment of all costs for 
materials, advertising, shipping, copyrighting, etc. 
 
 
 
Legal Reference: Iowa Code §§ 279.8 
   17 U.S.C. Sec 101 et al. 
 
Cross Reference: 401.3 Relations to Professional Staff 
    
 
 
 
 
Previous Date of Adoption  03-26-90 
Revision Discussion   07-20-92 
First Reading on Revision  07-20-92 
Second Reading – Adoption  07-20-92 
Reviewed by Policy Committee 06-14-04, 04-10-07, 05-13-13, 10-15-18 
 



408.3 

MCSD         Code No. 408.3 
October 
2018 
Chapter 4 – Staff Personnel 
 
Policy Title Tutoring 
 
Professional personnel shall not render tutorial services to students enrolled in their 
classes.  No one, professional staff members or members of the community, shall use any 
facilities, equipment, or materials of the School District for tutoring pupils or other 
purposes if not a part of the regular program of the School District unless approval has 
been obtained from the Superintendent or the Superintendent’s designated representative. 
 
 
 
 
 
 
 
 
Legal Reference: Iowa Code §§ 20.7; 279.8 (2013) 
 
 
Cross Reference: 401.3 Relations to Professional Staff 

402.7 Providing Inservice or Consulting Service by District 
Employee 

 
 
 
 
 
 
 
 
 
 
 
Previous Date of Adoption  12-15-86 
Revision Discussion   07-20-92 
First Reading on Revision  07-20-92 
Second Reading – Adoption  07-20-92 
Reviewed by Policy Committee 06-14-04, 04-10-07, 05-13-13, 10-15-18 
 



  
  409.3 

MCSD           Code No. 409.3 
December 2020 
Chapter 4 – Staff Personnel 
 
Policy Title:  Employee Family and Medical Leave 
 
Unpaid family and medical leave will be granted up to twelve weeks per year to assist employees who 
meet certain conditions.  For purposes of this policy “year” is defined as July 1 – June 30.  Requests for 
family and medical leave shall be made in writing to the superintendent. 
 
An eligible employee shall be entitled to family and medical leave for one or more of the following 
reasons: 
 

• Because of the birth of a son or daughter of the employee and in order to care for such son or 
daughter. 

• Because of the placement of a son or daughter with the employee for adoption or foster care.   
• In order to care for the spouse or a son, daughter, or parent of the employee if the spouse, so, 

daughter, or parent has a serious health condition. 
• Because of a serious health condition that makes the employee unable to perform the functions of 

the position of such employee. 
• Because of a qualifying exigency arising out of the fact that an employee’s spouse; son or 

daughter; parent is on active duty or call to active duty status in support of a contingency 
operation as a member of the National Guard or Reserves. 

• Because the employee is the spouse; son or daughter; parent; next of kin of a covered service 
member with a serious injury or illness. 

 
An employee is allowed to substitute paid leave for unpaid family and medical leave if such paid leave is 
provided in the employee’s collective bargaining agreement or terms and conditions of employment.  
Employees eligible for family and medical leave must comply with the family and medical leave 
administrative rules prior to starting family and medical leave.  It is the responsibility of the 
superintendent to develop administrative rules to implement this policy. 
 
 
 
Legal Reference: Whitney v. Rural Ind. School District, 232 Iowa 61, 4 N.W.2d 394 (1942) 
   269 U.S.C.§§ 2601 et seq 
   29 C.F.R. Pt. § 825 
   Iowa Code §§ 20; 85; 216; 279.40 
 
 
 
New Policy Discussion   06-13-94 
First Reading on Adoption  06-13-94 
Second and Final Reading  07-18-94 
Reviewed by Policy Committee  08-16-04, 04-10-07, 05-1-13, 10-15-18, 12-21-20 
  
 
 
 
 

 
 
 



  
  409.3 

Code No. 409.3.E1 
 

EMPLOYEE FAMILY AND MEDICAL LEAVE NOTICE TO EMPLOYEES 
 
This document is available at https://www.dol.gov/sites/dolgov/files/WHD/legacy/files/fmlaen.pdf 
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Code No. 409.3E2 
 

EMPLOYEE FAMILY AND MEDICAL LEAVE REQUEST FORM 
 
Date:                                  
 
I,                                                                 , request family and medical leave for the following reason:   
 
(check all that apply) 
         for the birth of my child; 
         for the placement of a child for adoption or foster care; 
         to care for my child who has a serious health condition; 
         to care for my parent who has a serious health condition; 
         to care for my spouse who has a serious health condition; or 
         because I am seriously ill and unable to perform the essential functions of my position. 
 ___ because of a qualifying exigency arising out of the fact that my ___spouse; ___ son or 

daughter; ___parent is on active duty or call to active duty status in support of a 
contingency operation as a member of the National Guard or Reserves. 

 ___ because I am the ___ spouse; ___ son or daughter; ___ parent;  ___next of kin of a 
covered service member with a serious injury or illness. 

 
I acknowledge my obligation to provide medical certification of my serious health condition or that of a 
family member in order to be eligible for family and medical leave within 15 days of the request for 
certification.   
 
I acknowledge receipt of information regarding my obligations under the family and medical leave policy 
of the school district. 
 
I request that my family and medical leave begin on                                      and I request leave as follows: 
(check one) 
          Continuous leave:  I anticipate that I will be able to return to work on                 . 
          intermittent leave for the: 
          birth of my child or adoption or foster care placement subject to agreement by 

the district; 
           serious health condition of myself, spouse, parent, or child when medically 

necessary; 
  ____ because of a qualifying exigency arising out of the fact that my ___ spouse; ___ 

son or daughter; ___parent is on active duty or call to active duty status in 
support of a contingency operation as a member of the National Guard or 
Reserves. 

 ___ because I am the ___ spouse; ___ son or daughter; ___ parent; ___next of kin of 
a covered service member with a serious injury or illness. 

 
Details of the needed intermittent leave:  
 
 
 

   
I anticipate returning to work at my regular schedule on                                  . 

http://www.dol.gov/dol;alcfr/ESA/Title_29/Part_825/29CFR825.500.htm
http://www.dol.gov/dol;alcfr/ESA/Title_29/Part_825/29CFR825.500.htm


  
  409.3 

Code No. 409.3E2 
 

EMPLOYEE FAMILY AND MEDICAL LEAVE REQUEST FORM 
 
 
          reduced work schedule for the: 

          birth of my child or adoption or foster care placement subject to agreement by the 
district; 

 ____ serious health condition of myself, spouse, parent, or child when medically 
necessary; 

  ____ because of a qualifying exigency arising out of the fact that my ___spouse; ___ 
son or daughter; ___parent is on active duty or call to active duty status in support 
of a contingency operation as a member of the National Guard or Reserves. 

  ____ because I am the ___ spouse; ___ son or daughter; ___ parent; ___next of kin of a 
covered service member with a serious injury or illness. 

 
Details of needed reduction in work schedule as follows: 
 
 
 

 
I anticipate returning to work at my regular schedule on                                . 
 
I realize I may be moved to an alternative position during the period of the family and medical intermittent 
or reduced work schedule leave.  I also realize that with foreseeable intermittent or reduced work schedule 
leave, subject to the requirements of my health care provider, I may be required to schedule the leave to 
minimize interruptions to school district operations. 
 
While on family and medical leave, I agree to pay my regular contributions to employer sponsored benefit 
plans.  My contributions will be deducted from moneys owed me during the leave period.  If no monies 
are owed me, I will reimburse the school district by personal check or cash for my contributions.  I 
understand that I may be dropped from the employer-sponsored benefit plans for failure to pay my 
contribution.   
 
I agree to reimburse the school district for any payment of my contributions with deductions from future 
monies owed to me or the school district may seek reimbursement of payments of my contributions in 
court.   
 
 
I acknowledge that the above information is true to the best of my knowledge. 
 
Signed  
  
Date  

 
If the employee requesting leave is unable to meet the above criteria, the employee is not eligible for family and 
medical leave.   
 

 
 
 
 
 
 



  
  409.3 

Code No. 409.3E3 
 

EMPLOYEE FAMILY AND MEDICAL LEAVE CERTIFICATION FORM 
 

1. Employee’s Name:       
 

2. Patient’s Name (if different from Employee)       
 

3. The attached sheet (page 4) describes what is meant by a “serious health condition” under the 
Family and Medical Leave Act.  Does the patient’s condition, for which the employee is taking 
FMLA leave, qualify under any of the categories described?  If so, please check the applicable 
category. 

 
(1) ____ (2) ____ (3) ____ (4) ____ (5) ____ (6) ____ or ______ None of the above 

 
4. Describe the medical facts which support your certification, including a brief statement as to how 

the medical facts meet the criteria of one of these categories: 
 
 
 
 
 
 

5.  a.  State the approximate date the condition commenced, and the probable duration of the  
condition (and also the probable duration of the patient’s present incapacity, i.e. inability 
to work, attend school or perform other regular activities due to the serious health 
condition, treatment thereof, or recovery therefrom, if different): 

 
 
 
 
 b.  Will it be necessary for the employee to take work only intermittently or to work on a 

less than full schedule as a result of the condition (including for treatment described in 
Item 6 below)? 

 
 
 
 c.  If the condition is a chronic condition (condition #4) or pregnancy, state whether the 

patient is presently incapacitated and the likely duration and frequency of episodes of 
incapacity; 

 
 
 
 

6. a.  If additional treatments will be required for the condition, provide an estimate of the  
  probable number of such treatments; 

 
If the patient will be absent from work or other daily activities because of treatment on an 
intermittent or part-time basis, also provide an estimate of the probable number of and 
interval between such treatments, actual or estimated dates of treatment if known, and 
period required for recovery if any: 
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 b.  If any of these treatments will be provided by another provider of health services (e.g.,  
   physical therapist), please state the nature of the treatments; 
 
  
 
 c.  If a regimen of continuing treatment by the patient is required under your supervision, 

provide a general description of such regimen (e.g. prescription drugs, physical therapy 
requiring special equipment): 

 
  
 

7. a.  If medical leave is required for the employee’s absence from work because of the  
employee’s own condition (including absences due to pregnancy or a chronic condition), 
is the employee unable to perform work of any kind? 

 
 
 
b.   If able to perform some work, is the employee unable to perform any one or more of the  

essential functions of the employee’s job (the employee or the employer should supply 
you with information about the essential job functions)? 

 
 

   If yes, please list the essential functions the employee is unable to perform. 
 
 
 
 c.  If neither a. nor b. applies, is it necessary for the employee to be absent from work for  
   treatment? 
 
 
 
 

8. a.  If leave is required to care for a family member of the employee with a serious health  
condition, does the patient require assistance for basic medical or personal needs or 
safety, or for transportation? 

 
 
 
 b.  If no, would the employee’s presence to provide psychological comfort be beneficial to  
   the patient or assist in the patient’s recovery? 
 
 
 
 c.  If the patient will need care only intermittently or on a part-time basis, please indicate the  
   probable duration of this need: 
 
 
 
____________________________________________     _____________________________________ 
(Signature of Health Care Provider)                                     (Type of Practice) 
 
____________________________________________     _____________________________________ 
(Address)                                                                          (Telephone Number) 
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EMPLOYEE FAMILY AND MEDICAL LEAVE CERTIFICATION FORM 
 

To be completed by the employee needing family leave to care for a family member. 
 
State the care you will provide and an estimate of the period during which care will be provided, 
including a schedule if leave is to be taken intermittently or if it will be necessary for you to work less 
than a full schedule: 
 
 
 
 
 
 
 
 
 
 
 
 
________________________________________________  ___________________________ 
(Employee Signature)                                                               (Date) 
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EMPLOYEE FAMILY AND MEDICAL LEAVE CERTIFICATION FORM 
 
A serious health condition means an illness, injury impairment, or physical or mental condition that 
involves one of the following: 
 
 

1.   Hospital Care – In patient care (i.e. an overnight stay) in a hospital, hospice, or residential 
medical care facility, including any period of incapacity or subsequent treatment in connection 
with or consequent in such inpatient care. 

 
2.   Absence Plus Treatment – A period of incapacity of more than three consecutive calendar days 

(including any subsequent treatment or period of incapacity relating to the same condition), that 
also involves: 

a. treatment two or more times by a health care provider, by a nurse or physician’s assistant 
under direct supervision of a health care provider or by a provider of health care services 
(e.g. physical therapist) under the orders of, or on referral by, a health care provider; or 

b. treatment by a health care provider on at least one occasion which results in a regimen of 
continuing treatment under the supervision of the health care provider.  

 
3.    Pregnancy – Any period of incapacity due to pregnancy or for prenatal care. 

 
4.    Chronic Conditions Requiring Treatments – A chronic condition which: 

a.   requires periodic visits for treatment by a health care provider, or by a nurse or 
physician’s assistant under direct supervision of a health care provider; 

b.    continues over an extended period of time (including recurring episodes of a single 
underlying condition); and 

c.    may cause episodic rather than a period of incapacity (e.g. asthma, diabetes, epilepsy, 
etc.) 

 
5.   Permanent/Long-term Conditions Requiring Supervision – A period of incapacity which is 

permanent or long-term due to a condition for which treatment may not be effective.  The 
employee or family member must be under the continuing supervision of, but need not be 
receiving active treatment by a health care provider.  Examples include Alzheimer’s, a severe 
stroke, or the terminal stages of a disease. 

 
 

6.    Multiple Treatments (Non-chronic Conditions) – Any period of absence to receive multiple 
treatments (including any period of recovery therefrom) by a health care provider or by a 
provider of health care services under orders of, or on referral by, a health care provider, either 
for restorative surgery after an accident or other injury, or for a condition that would likely 
result in a period of incapacity of more than three consecutive calendar days in absence of 
medical intervention or treatment such as cancer (chemotherapy), radiation, etc.) , severe 
arthritis (physical therapy) and kidney disease (dialysis). 
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EMPLOYEE FAMILY AND MEDICAL LEAVE REGULATION 
 

 
A. School district notice. 
 
 1. The school district will post the notice in Exhibit 409.3E1 regarding family and medical 

leave. 
 
 2. Information on the Family and Medical Leave Act and the board policy on family and 

medical leave, including leave provisions and employee obligations will be provided 
annually.  The information will be in the [employee handbook]. 

 
 3. When an employee requests family and medical leave, the school district will provide the 

employee with information listing the employee's obligations and requirements.  Such 
information will include: 

 
  a. a statement clarifying whether the leave qualifies as family and medical leave and will, 

therefore, be credited to the employee's annual 12-week entitlement or 26-week 
entitlement depending on the purpose of the leave; 

  b. a reminder that employees requesting family and medical leave for their serious health 
condition or for that of an immediate family member must furnish medical certification 
of the serious health condition and the consequences for failing to do so or proof of call 
to active duty in the case of military family and medical leave; 

  c. an explanation of the employee's right to substitute paid leave for family and medical 
leave including a description of when the school district requires substitution of paid 
leave and the conditions related to the substitution; and 

  d. a statement notifying employees that they must pay and must make arrangements for 
paying any premium or other payments to maintain health or other benefits. 

 
B. Eligible employees.   
 
  Option I: 
  Employees are eligible for family and medical leave if these criteria are met. 
 
  1. The employee has worked for the school district for at least twelve months or 52 weeks 

(the months and weeks need not be consecutive); and, 
 
  2. The employee has worked at least 1,250 hours during the 12 months immediately before 

the date FMLA leave is to begin.  Full-time professional employees who are exempt 
from the wage and hour law may be presumed to have worked the minimum hour 
requirement. 

 
If the employee requesting leave is unable to meet the above criteria, the employee is not eligible for 
family and medical leave.  
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EMPLOYEE FAMILY AND MEDICAL LEAVE REGULATION 
 

    
C.  Employee requesting leave -- two types of leave. 
 
 1. Foreseeable family and medical leave. 
 
  a. Definition - leave is foreseeable for the birth or placement of an adopted or foster child 

with the employee or for planned medical treatment. 
  b. Employee must give at least thirty days’ notice for foreseeable leave.  Failure to give 

the notice may result in the leave beginning thirty days after notice was received.  For 
those taking leave due to military family and medical leave, notice should be given as 
soon as possible. 

  c. Employees must consult with the school district prior to scheduling planned medical 
treatment leave to minimize disruption to the school district.  The scheduling is subject 
to the approval of the health care provider. 

 
 2. Unforeseeable family and medical leave. 
 
  a. Definition - leave is unforeseeable in such situations as emergency medical treatment or 

premature birth. 
  b. Employee must give notice as soon as possible but no later than one to two work days 

after learning that leave will be necessary. 
  c. A spouse or family member may give the notice if the employee is unable to personally 

give notice. 
 
D. Eligible family and medical leave determination.  The school district may require the employee 

giving notice of the need for leave to provide reasonable documentation or a statement of family 
relationship. 

 
 1. Six purposes. 
 
 a. The birth of a son or daughter of the employee and in order to care for that son or 

daughter prior to the first anniversary of the child's birth; 
 b. The placement of a son or daughter with the employee for adoption or foster care and in 

order to care for that son or daughter prior to the first anniversary of the child's 
placement; 

 c. To care for the spouse, son, daughter or parent of the employee if the spouse, son, 
daughter or parent has a serious health condition; or 

 d. Employee's serious health condition that makes the employee unable to perform the 
essential functions of the employee's position. 

 e.  because of a qualifying exigency arising out of the fact that an employee’s ___ spouse; 
___ son or daughter; ___ parent is on active duty or call to active duty status in support 
of a contingency operation as a member of the National Guard or Reserves. 

  f. because the employee is the spouse; ___ son or daughter; ___ parent; ___ next of kin of 
a covered service member with a serious injury or illness. 



  
  409.3 

Code No.  409.3R1 
 

EMPLOYEE FAMILY AND MEDICAL LEAVE REGULATION 
 

 
 2. Medical certification.   
 
  a. When required: 
   (1) Employees [may/shall] be required to present medical certification of the 

employee's serious health condition and inability to perform the essential 
functions of the job. 

   (2) Employees [may/shall] be required to present medical certification of the family 
member's serious health condition and that it is medically necessary for the 
employee to take leave to care for the family member. 

   (3) Employees [may/shall] be required to present certification of the call to active 
duty when taking military family and medical leave. 

  b. Employee's medical certification responsibilities: 
   (1) The employee must obtain the certification from the health care provider who is 

treating the individual with the serious health condition. 
   (2) The school district may require the employee to obtain a second certification by a 

health care provider chosen by and paid for by the school district if the school 
district has reason to doubt the validity of the certification an employee submits.  
The second health care provider cannot, however, be employed by the school 
district on a regular basis. 

   (3) If the second health care provider disagrees with the first health care provider, 
then the school district may require a third health care provider to certify the 
serious health condition.  This health care provider must be mutually agreed upon 
by the employee and the school district and paid for by the school district.  This 
certification or lack of certification is binding upon both the employee and the 
school district. 

  c. Medical certification will be required fifteen days after family and medical leave begins 
unless it is impracticable to do so.  The school district may request recertification every 
thirty days.  Recertification must be submitted within fifteen days of the school district's 
request. 

 d. Employees taking military caregiver family and medical leave to care for a family 
service member cannot be required to obtain a second opinion or to provide 
recertification. 

 
Family and medical leave requested for the serious health condition of the employee or to care for 
a family member with a serious health condition which is not supported by medical certification 
will be denied until such certification is provided. 

 
E. Entitlement. 
 
 1. Employees are entitled to twelve weeks unpaid family and medical leave per year.   

Employees taking military caregiver family and medical leave to care for a family service 
member are entitled to 26 weeks of unpaid family and medical leave but only in a single 12 
month period. 

 
2. Year is defined as:  Fiscal year 
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EMPLOYEE FAMILY AND MEDICAL LEAVE REGULATION 
 
 3. If insufficient leave is available, the school district may: 
  a. Deny the leave if entitlement is exhausted 
  b. Award leave available 
 
F. Type of Leave Requested. 
 
 1. Continuous - employee will not report to work for set number of days or weeks. 
  
 2. Intermittent - employee requests family and medical leave for separate periods of time. 
  a. Intermittent leave is available for: 
          birth of my child or adoption or foster care placement subject to agreement by 

the district; 
           serious health condition of myself, spouse, parent, or child when medically 

necessary; 
  ____ because of a qualifying exigency arising out of the fact that my ___ spouse; 

___ son or daughter; ___ parent is on active duty or call to active duty status 
in support of a contingency operation as a member of the National Guard or 
Reserves; 

  ___ because I am the ___ spouse; ___ son or daughter; ___ parent; ___ next of kin 
of a covered service member with a serious injury or illness. 

  b. In the case of foreseeable intermittent leave, the employee must schedule the leave to 
minimize disruption to the school district operation. 

  c. During the period of foreseeable intermittent leave, the school district may move the 
employee to an alternative position with equivalent pay and benefits.  (For instructional 
employees, see G below.) 

 
 3. Reduced work schedule - employee requests a reduction in the employee's regular work 

schedule. 
 

a. Reduced work schedule family and medical leave is available for: 
         birth of my child or adoption or foster care placement subject to agreement by 

the district; 
         serious health condition of myself, spouse, parent, or child when medically 

necessary; 
____ because of a qualifying exigency arising out of the fact that my ___ spouse; 

___ son or daughter; ___ parent is on active duty or call to active duty status 
in support of a contingency operation as a member of the National Guard or 
Reserves; 

  ___ because I am the ___ spouse; ___ son or daughter; ___ parent; ___ next of kin 
of a covered service member with a serious injury or illness. 

  b. In the case of foreseeable reduced work schedule leave, the employee must schedule the 
leave to minimize disruption to the school district operation. 

  c. During the period of foreseeable reduced work schedule leave, the school district may 
move the employee to an alternative position with equivalent pay and benefits.  (For 
instructional employees, see G below.) 
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G. Special Rules for Instructional Employees. 
 
 1. Definition - 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. 

 
 2. Instructional employees who request foreseeable medically necessary intermittent or reduced 

work schedule family and medical leave greater than twenty percent of the work days in the 
leave period may be required to: 

 
  a. Take leave for the entire period or periods of the planned medical treatment; or, 
  b. Move to an available alternative position, with equivalent pay and benefits, but not 

necessarily equivalent duties, for which the employee is qualified. 
 
 3. Instructional employees who request continuous family and medical leave near the end of a 

semester may be required to extend the family and medical 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. 

 
  a. If an instructional employee begins family and medical leave for any purpose more than 

five weeks before the end of a semester, the school district may require that the leave be 
continued until the end of the semester if the leave will last at least three weeks and the 
employee would return to work during the last three weeks of the semester if the leave 
was not continued. 

  b. If the employee begins family and medical 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 and the employee would return to work during 
the last two weeks of the semester. 

  c. If the employee begins family and medical 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. The entire period of leave taken under the special rules is credited as family and medical 

leave.  The school district will continue to fulfill the school district's family and medical 
leave responsibilities and obligations, including the obligation to continue the employee's 
health insurance and other benefits, if an instructional employee's family and medical leave 
entitlement ends before the involuntary leave period expires. 

 
H. Employee responsibilities while on family and medical leave. 
 
 1. Employee must continue to pay health care benefit contributions or other benefit 

contributions regularly paid by the employee unless employee elects not to continue the 
benefits. 
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 2. The employee contribution payments will be deducted from any money owed to the 

employee or the employee will reimburse the school district at a time set by the 
superintendent. 

 
 3. An employee who fails to make the health care contribution payments within thirty days after 

they are due will be notified that their coverage may be canceled if payment is not received 
within an additional 15 days. 

 
 4. An employee may be asked to re-certify the medical necessity of family and medical leave 

for the serious medical condition of an employee or family member once every thirty days 
and return the certification within fifteen days of the request.   

 
 5. The employee must notify the school district of the employee's intent to return to work at 

least once each month during their leave and at least two weeks prior to the conclusion of the 
family and medical leave. 

 
 6. If an employee intends not to return to work, the employee must immediately notify the 

school district, in writing, of the employee's intent not to return.  The school district will 
cease benefits upon receipt of this notification. 

 
I.  Use of paid leave for family and medical leave. 
 

An employee may substitute unpaid family and medical leave with appropriate paid leave 
available to the employee under board policy, individual contracts or the collective bargaining 
agreement.  Paid leave includes, but is not limited to, sick leave, family illness leave, vacation, 
personal leave, bereavement leave and professional leave.  When the school district determines 
that paid leave is being taken for an FMLA reason, the school district will notify the employee 
within two business days that the paid leave will be counted as FMLA leave. 
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EMPLOYEE FAMILY AND MEDICAL LEAVE DEFINITIONS 
 
 
Active Duty - duty under a call or order to active duty under a provision of law referring to in section 
101(a)(13) of title 10, U.S. Code. 
 
Common Law Marriage - according to Iowa law, common law marriages exist when there is a present 
intent by the two parties to be married, continuous cohabitation, and a public declaration that the parties 
are husband and wife.  There is no time factor that needs to be met in order for there to be a common 
law marriage. 
 
Contingency Operation - has the same meaning given such term in section 101(a)(13) of title 10, U.S. 
Code. 
 
Continuing Treatment - a serious health condition involving continuing treatment by a health care 
provider includes any one or more of the following: 
• A period of incapacity (i.e., inability to work, attend school or perform other regular daily 

activities due to the serious health condition, treatment for or recovery from) of more than three 
consecutive calendar days and any subsequent treatment or period of incapacity relating to the 
same condition that also involves: 

 -- treatment two or more times by a health care provider, by a nurse or physician's assistant 
under direct supervision of a health care provider, or by a provider of health care services 
(e.g., physical therapist) under orders of, or in referral by, a health care provider; or 

 -- treatment by a health care provider on at least one occasion which results in a regimen of 
continuing treatment under the supervision of the health care provider. 

• Any period of incapacity due to pregnancy or for prenatal care. 
• Any period of incapacity or treatment for such incapacity due to a chronic serious health condition.  

A chronic serious health condition is one which: 
 -- requires periodic visits for treatment by a health care provider or by a nurse or physician's 

assistant under direct supervision of a health care provider; 
 -- Continues over an extended period of time (including recurring episodes of a single 

underlying condition); and 
 -- May cause episodic rather than a continuing period of incapacity (e.g., asthma, diabetes, 

epilepsy, etc.). 
• Any period of incapacity which is permanent or long-term due to a condition for which treatment 

may not be effective.  The employee or family member must be under the continuing supervision 
of, but need not be receiving active treatment by, a health care provider.  Examples include 
Alzheimer's, a severe stroke or the terminal stages of a disease. 

• Any period of absence to receive multiple treatments (including any period of recovery from) by a 
health care provider or by a provider of health care services under orders of, or on referral by, a 
health care provider, either for restorative surgery after an accident or other injury, or for a 
condition that would likely result in a period of incapacity of more than three consecutive calendar 
days in the absence of medical intervention or treatment, such as cancer (chemotherapy, radiation, 
etc.), severe arthritis (physical therapy), kidney disease (dialysis). 

 
Covered Service-member - a current 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.  
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Eligible Employee - The employee has worked for the district for at least twelve months and has worked 
at least 1250 hours within the previous year. 
 
Essential Functions of the Job - those functions which are fundamental to the performance of the job.  It 
does not include marginal functions. 

 
Employment Benefits - all benefits provided or made available to employees by an employer, including 
group life insurance, health insurance, disability insurance, sick leave, annual leave, educational 
benefits, and pensions, regardless of whether such benefits are provided by a practice or written policy 
of an employer or through an "employee benefit plan." 
 
Family Member - individuals who meet the definition of son, daughter, spouse or parent. 
 
Group Health Plan - any plan of, or contributed to by, an employer (including a self-insured plan) to 
provide health care (directly or otherwise) to the employer's employees, former employees, or the 
families of such employees or former employees. 
 
Health Care Provider- 
• A doctor of medicine or osteopathy who is authorized to practice medicine or surgery by the state in 

which the doctor practices; or 
• Podiatrists, dentists, clinical psychologists, optometrists, and chiropractors (limited to treatment 

consisting of manual manipulation of the spine to correct a subluxation as demonstrated by X ray to 
exist) authorized to practice in the state and performing within the scope of their practice as defined 
under state law; and 

• Nurse practitioners and nurse-midwives, and clinical social workers who are authorized to practice 
under state law and who are performing within the scope of their practice as defined under state law; 
and 

• Christian Science practitioners listed with the First Church of Christ Scientist in Boston, 
Massachusetts; 

• Any health care provider from whom an employer or a group health plan's benefits manager will 
accept certification of the existence of a serious health condition to substantiate a claim for benefits; 

• A health care provider as defined above who practices in a country other than the United States who 
is licensed to practice in accordance with the laws and regulations of that country. 

 
In Loco Parentis - individuals who had or have day-to-day responsibilities for the care and financial 
support of a child not their biological child or who had the responsibility for an employee when the 
employee was a child. 
 
Incapable of Self-Care - that the individual requires active assistance or supervision to provide daily 
self-care in several of the "activities of daily living" or "ADLs."  Activities of daily living include 
adaptive activities such as caring appropriately for one's grooming and hygiene, bathing, dressing, 
eating, cooking, cleaning, shopping, taking public transportation, paying bills, maintaining a residence, 
using telephones and directories, using a post office, etc. 
 
Instructional Employee - an employee employed principally in an instructional capacity by an 
educational agency or school whose principal function is to teach and instruct students in a class, a small 
group, or an individual setting, and includes athletic coaches, driving instructors, and special education 
assistants such as signers for the hearing impaired.  The term does not include teacher assistants or aides 
who do not have as their principal function actual teaching or instructing, nor auxiliary personnel such 
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as counselors, psychologists, curriculum specialists, cafeteria workers, maintenance workers, bus 
drivers, or other primarily non-instructional employees. 
 
Intermittent Leave - leave taken in separate periods of time due to a single illness or injury, rather than 
for one continuous period of time, and may include leave or periods from an hour or more to several 
weeks. 
 
Medically Necessary - certification for medical necessity is the same as certification for serious health 
condition. 
 
"Needed to Care For" - the medical certification that an employee is "needed to care for" a family 
member encompasses both physical and psychological care.  For example, where, because of a serious 
health condition, the family member is unable to care for his or her own basic medical, hygienic or 
nutritional needs or safety or is unable to transport himself or herself to medical treatment.  It also 
includes situations where the employee may be needed to fill in for others who are caring for the family 
member or to make arrangements for changes in care. 
 
Next of Kin - an individual's nearest blood relative 
 
Outpatient Status - the status of a member of the Armed Forces assigned to – 
• either a military medical treatment facility as an outpatient; or  
• a unit established for the purpose of providing command and control of members of the Armed 

Forces receiving medical care as outpatients. 
 
Parent - a biological parent or an individual who stands in loco parentis to a child or stood in loco 
parentis to an employee when the employee was a child.  Parent does not include parent-in-law. 
 
Physical or Mental Disability - a physical or mental impairment that substantially limits one or more of 
the major life activities of an individual. 
 
Reduced Leave Schedule - a leave schedule that reduces the usual number of hours per workweek, or 
hours per workday, of an employee. 
 
Serious Health Condition - 
• An illness, injury, impairment, or physical or mental condition that involves: 
• Inpatient care (i.e. an overnight stay) in a hospital, hospice or residential medical care facility 

including any period of incapacity (for purposes of this section, defined to mean inability to work, 
attend school or perform other regular daily activities due to the serious health condition, 
treatment for or recovery from), or any subsequent treatment in connection with such inpatient 
care; or 

• Continuing treatment by a health care provider.  A serious health condition involving continuing 
treatment by a health care provider includes: 
-- A period of incapacity (i.e., inability to work, attend school or perform other regular daily 

activities due to the serious health condition, treatment for or recovery from) of more than 
three consecutive calendar days, including any subsequent treatment or period of incapacity 
relating to the same condition, that also involves: 
-- Treatment two or more times by a health care provider, by a nurse or physician's 

assistant under direct supervision of a health care provider, or by a provider of health 
care services (e.g., physical therapist) under orders or, or on referral by, a health care 
provider; or 

-- Treatment by a health care provider on at least one occasion which results in a regimen 
of continuing treatment under the supervision of the health care provider. 

-- Any period of incapacity due to pregnancy or for prenatal care. 
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-- Any period of incapacity or treatment for such incapacity due to a chronic serious health 
condition.  A chronic serious health condition is one which: 
-- Requires periodic visits for treatment by a health care provider or by a nurse or 

physician's assistant under direct supervision of a health care provider; 
-- Continues over an extended period of time (including recurring episodes of s single 

underlying condition); and 
-- May cause episodic rather than a continuing period of incapacity (e.g., asthma, diabetes, 

epilepsy, etc.). 
 
-- A period of incapacity which is permanent or long-term due to a condition for which  

treatment may not be effective.  The employee or family member must be under the 
continuing supervision of, but need not be receiving active treatment by, a health care 
provider.  Examples include Alzheimer's a severe stroke or the terminal stages of a 
disease. 

 
-- Any period of absence to receive multiple treatments (including any period of recovery 

from) by a health care provider or by a provider of health care services under orders of, 
or on referral by, a health care provider, either for restorative surgery after an accident 
or other injury, or for a condition that would likely result in a period of incapacity of 
more than three consecutive calendar days in the absence of medical intervention or 
treatment, such as cancer (chemotherapy, radiation, etc.), severe arthritis (physical 
therapy), kidney disease (dialysis). 

 
• Treatment for purposes of this definition includes, but is not limited to, examinations to determine 

if a serious health condition exists and evaluation of the condition.  Treatment does not include 
routine physical examinations, eye examinations or dental examinations.  Under this definition, a 
regimen of continuing treatment includes, for example, a course of prescription medication (e.g., 
an antibiotic) or therapy requiring special equipment to resolve or alleviate the health condition 
(e.g., oxygen).  A regimen of continuing treatment that includes the taking of over-the-counter 
medications such as aspirin, antihistamines, or salves; or bed rest, drinking fluids, exercise and 
other similar activities that can be initiated without a visit to a health care provider, is not, by itself, 
sufficient to constitute a regimen of continuing treatment for purposes of FMLA leave. 

• Conditions for which cosmetic treatments are administered (such as most treatments for acne or 
plastic surgery) are not "serious health conditions" unless inpatient hospital care is required or 
unless complications develop.  Ordinarily, unless complications arise, the common cold, the flu, 
ear aches, upset stomach, ulcers, headaches other than migraine, routine dental or orthodontia 
problems, periodontal disease, etc., are examples of conditions that do not meet the definition of a 
serious health condition and do not qualify for FMLA leave.  Restorative dental or plastic surgery 
after an injury or removal of cancerous growths are serious health conditions provided all the other 
conditions of this regulation are met.  Mental illness resulting from stress or allergies may be 
serious health conditions, but only if all the conditions of this section are met. 

• Substance abuse may be a serious health condition if the conditions of this section are met.  
However, FMLA leave may only be taken for treatment for substance abuse by a health care 
provider or by a provider of health care on referral by a health care provider.  On the other hand, 
absence because of the employee's use of the substance, rather than for treatment, does not qualify 
for FMLA leave. 

• Absence attributable to incapacity under this definition qualify for FMLA leave even though the 
employee or the immediate family member does not receive treatment from a health care provider 
during the absence, and even if the absence does not last more than three days.  For example, an 
employee with asthma may be unable to report for work due to the onset of an asthma attack or 
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because the employee's health care provider has advised the employee to stay home when the 
pollen count exceeds a certain level.  An employee who is pregnant may be unable to report to 
work because of severe morning sickness. 

 
Serious Injury or Illness - an injury or illness incurred by a member of the Armed forces, including the 
National Guard or Reserves in the line of duty on active duty in the Armed Forces that may render the 
member medically unfit to perform the duties of the member's office, grade, rank, or rating. 
 
Son or daughter - a biological child, adopted child, foster child, stepchild, legal ward, or a child of a 
person standing in loco parentis.  The child must be under age 18 or, if over 18, incapable of self-care 
because of a mental or physical disability. 
 
Spouse - a husband or wife recognized by Iowa law including common law marriages. 
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MCSD         Code No. 409.5 
October 2018 
Chapter 4 – Staff Personnel 
 
Policy Title:  Licensed Employee Political Leave 
 
The board will provide a leave of absence to licensed employees to run for elective public 
office.  The superintendent will grant a licensed employee a leave of absence to campaign 
as a candidate for an elective public office as unpaid leave. 
 
The licensed employee will be entitled to one period of leave to run for the elective 
public office, and the leave my commence within thirty days of a contested primary, 
special, or general election and continue until the day following the election. 
 
The request for leave must be in writing to the superintendent of schools at least thirty 
days prior to the starting date of the requested leave. 
 
 
 
 
Legal Reference: Iowa Code ch. 55 (2013) 
 
 
 
 
 
Cross Reference: 401.9 Employee Political Activity 
 
 
 
 
 
 
 
 
 
Adoption of Policy   05-13-13 
First Reading    05-13-13 
Second and Final Reading  05-28-13 
Reviewed by Policy Committee 10-15-18 
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MCSD         Code No. 409.7 
October 2018 
Chapter 4 – Staff Personnel 
 
Policy Title:  Licensed Employee Military Leave 
 
The board recognizes licensed employees may be called to participate in the armed 
forces, including the national guard.  If a licensed employee is called to serve in the 
armed forces, the employee will have a leave of absence for military service until the 
military service is completed. 
 
The leave is without loss of status or efficiency rating, and without loss of pay during the 
first thirty calendar days of the leave. 
 
 
 
 
Legal Reference: Bewley v. Villisca Community School District, 299 N.W. 2d 904 

(Iowa 1980) 
Iowa Code §§20; 29A.28 (2013) 

 
 
 
 
 
 
 
 
Adoption of Policy   05-13-13 
First Reading    05-13-13 
Second and Final Reading  05-28-13 
Reviewed by Policy Committee 10-15-18 
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MCSD         Code No. 410.1 
October 2018 
Chapter 4 – Staff Personnel 
 
Policy Title Substitutes for Teaching 
 
All substitutes are hired through the office of the Superintendent or the Superintendent’s 
designated representative from a list of approved substitutes properly certified by the 
Department of Education.  Teachers are not responsible for procuring or dismissing 
substitutes. 
 
A teacher needing a substitute should indicate in the Absence Management if a substitute 
is required.   
 
Certification – A copy of a valid Iowa teaching certificate must be filed with the Central 
Office of the Maquoketa Community School District. 
 
Other Requirements – Substitute teachers are also responsible for complying with other 
requirements that are legally required or required by the Department of Education rules 
e.g. verification of training in child/adult abuse must be on file in the Central Office. 
 
Recording and Reporting of Substitutes – The principal or their designee will provide a 
daily substitute sign in sheet verifying the substitute has reported for the day 
 
Duties – Exactly the same duties and responsibilities are assigned to substitute teachers as 
those assigned to regular teachers who are under contract, and the same services are 
expected from substitute teachers.  The hours for substitute teachers are the same as those 
for regular teachers. 
 
Reimbursement – Rates for substitutes shall be set annually by the Board of Education. 
 
Legal Reference: Iowa Association of School Boards v. PERB 400 N.2d 571(1987) 
   Iowa Code §§ 20.1, .4(5), .9, 272 (2011) 
   281 I.A.C. 12.4 
 
Cross Reference: 405.1 Certification 
   405.2 Interview/Selection/Application 
 
Previous Date of Adoption  12-15-86 
Revision Discussion   07-20-92 
First Reading on Revision  07-20-92 
Second Reading – Adoption  07-20-92 
Reviewed by Policy Committee 07-19-04, 04-10-07, 05-13-13, 10-15-18 
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October 2018 
Chapter 4 – Staff Personnel 
 
Policy Title:  Supervision of Pupils, Classified Personnel 
 
In general, supervision of students is the responsibility of the professional staff.  Except 
as noted below, classified personnel should assume no authority for supervision. 
 
1. A bus driver is responsible for the students on the driver’s bus when the driver 

alone is in charge of the students. 
2. Certain clerks and secretaries are designated to deal with students in attendance 

and related matters. 
3. Custodians are in charge of a building during hours when students are present in 

areas where there are no activities in progress under the direct supervision of a 
teacher or administrator. 

4. Classified and certificated staff members are expected to cooperate in the 
safeguarding of public property from damage or destruction by students or other 
individuals. 

5. Teacher associates may supervise students as directed by the building principal 
and/or supervising teacher in situations such as: 

 
a. lunchroom 
b. playground 
c. classroom 
d. indoor recess 
e. bus and dismissal supervision 
f. field trips 

 
 
 
 
Previous Date of Adoption  12-15-86 
Revision Discussion   07-20-92 
First Reading on Revision  07-20-92 
Second Reading – Adoption  07-20-92 
Reviewed by Policy Committee 07-19-04, 04-10-07, 05-13-13, 10-15-18 
 



411.2 

MCSD         Code No.  411.2 
October 2018 
Chapter 4 – Staff Personnel 
 
Policy Title:  Classified Employee - Qualifications, Recruitment, and Selection 
 
Persons interested in a classified employee position will have an opportunity to apply and qualify 
for classified employee positions in the school district in accordance with applicable laws and 
school district policies regarding equal employment.  Job applicants for classified employee 
positions will be considered on the basis of the following: 
 

• Training, experience, and skill; 
• Nature of the occupation; 
• Demonstrated competence; and  
• Possession of, or ability to obtain, state or other license or certificate, if required, for the 

position. 
•  

All job openings shall be submitted to the Iowa Department of Education for posting on 
TeachIowa, the online state job posting system.   
 
Additional announcements of the position may occur in a manner which the superintendent 
believes will inform potential applicants about the position. Whenever possible, the preliminary 
screening of applicants will be conducted by the administrator who directly supervises and 
oversees the position. 
 
The superintendent or designee will recommend employment of classified employees to the board 
for approval.   
 
 
Legal Reference: 29 U.S.C. §§ 621-634  
   42 U.S.C. §§ 2000e; 12101 et seq.  
   Iowa Code §§ 20; 35C; 216; 279.8; 279.20 
   281 I.A.C. 12 
    
Cross Reference: 401.1 Equal Employment Opportunity 
 
 
Adoption of Policy  12-08-08 
First Reading of Policy  12-08-08 
Second and Final Reading 01-14-09 
Reviewed by Policy Committee 05-13-13, 02-08-16, 5-15-17, 10-15-18 
          



411.3 

MCSD         Code No. 411.3 
October 2018 
Chapter 4 – Staff Personnel 
 
Policy Title:  Classified Continuing Contracts 
 
The board may enter into written contracts with classified employees employed on a 
regular basis.  The contract will state the terms of employment. 
 
Each contract will include a thirty-day cancellation clause.  Either the employee or the 
board must give notice of the intent to cancel the contract at the end of thirty days.  This 
notice will not be required when the employee is terminated during a probationary period 
or for cause. 
 
It is the responsibility of the Superintendent or the Superintendent’s designee to draw up 
and process the classified employee contracts and present them to the board for approval.  
The contracts, after being signed by the Board President, are filed with the Board 
Secretary. 
 
 
Legal Reference: Iowa Code §§ 20; 279.7A; 285.5(9) (2013) 
 
 
 
Adoption of Policy   07-19-04 
First Reading of Policy  07-19-04 
Second and Final Reading  08-16-04 
Reviewed by Policy Committee 04-10-07, 05-13-13, 10-15-18 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



411.4 

MCSD         Code No. 411.4 
October 2018 
Chapter 4 – Staff Personnel 
 
Policy Title:  Classified Employee Licensing/Certification 
 
Classified employees who require a special license or other certification will keep them 
current at their own expense.  Licensing requirements needed for a position will be 
considered met if the employee meets the requirements established by law and by the 
Iowa Department of Education for the position. 
 
 
 
 
 
Legal Reference: Iowa Code §§ 285.5(9); 272; 279.8 (2013) 
   281 I.A.C. 12.4 (10); 36; 43 
 
 
 
 
 
Adoption of Policy   07-19-04 
First Reading of Policy  07-19-04 
Second and Final Reading  08-16-04 
Reviewed by Policy Committee 04-10-07, 05-13-13, 10-15-18 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



411.6 

MCSD         Code No. 411.6 
October 2018 
Chapter 4 – Staff Personnel 
 
Policy Title:  Assignment, Transfer, and Promotion – Classified 
 
Changes in assignment may be initiated by the submission of a request to the employee’s 
immediate superior or by the immediate superior initiating the request. 
 
All reassignments shall be made in accordance with the settlement conditions of each 
respective employee group and only after discussion by those principally concerned and 
with the full knowledge of all related parties.  Final action on reassignments shall not be 
taken until approval has been given by the Superintendent of Schools.  All assignment 
changes are to receive final approval by the Board of Education. 
 
 
Legal Reference: 29 U.S.C. §§ 621-634 (2012) 
   42 U.S.C. §§ 2000e et seq. (2012) 
   42 U.S.C. §§ 12101 et seq (2012) 
   Iowa Code §§ 20.9; 35C; 216; 279.8; 294.1 (2013) 
 
 
 
 
Previous Date of Adoption  12-15-86 
Revision Discussion   07-20-92 
First Reading on Revision  07-20-92 
Second Reading – Adoption  07-20-92 
Reviewed by Policy Committee 07-19-04, 04-10-07, 05-13-13, 10-15-18 



411.7 

MCSD         Code No. 411.7 
October 2018 
Chapter 4 – Staff Personnel 
 
Policy Title:  Evaluation – Classified Personnel 
 
The Superintendent of Schools shall be responsible for the continuous evaluation of the 
classified employees of the district. 
 
Supervisors of classified employees shall submit such evaluations in writing to the 
Superintendent or the Superintendent’s designated representative in such manner and at 
such times as may be determined by the Board of Education and the Superintendent. 
 
New and probationary classified employees are formally evaluated at least twice a year. 
 
 
Legal Reference: Aplington Community School District v. PERB, 392 N.W.2d 
    495 (Iowa 1986) 
   Saydel Education Association v. PERB, 333 N.W.2d 486  
    (Iowa 1983) 
   Iowa Code §§ 20.9; 279.14 (2011) 
   281 I.A.C. 12.3(4) (3). 
 
 
 
 
 
 
 
 
 
Previous Date of Adoption  12-15-86 
Revision Discussion   07-20-92 
First Reading on Revision  07-20-92 
Second Reading – Adoption  07-20-92 
Reviewed by Policy Committee 07-19-04, 04-10-07, 05-13-13, 10-15-18 



411.9 

MCSD        Code No. 411.9 
October 2018 
Chapter 4 – Staff Personnel 
 
Policy Title:  Organizations – Classified Personnel 
 
Classified personnel are encouraged to participate in such organizational activities as are 
relative to their particular skill or training. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Previous Date of Adoption  05-25-81 
Revision Discussion   11-24-86 
Adoption of Revision   12-15-86 
Reviewed by Policy Committee 07-19-04, 04-10-07, 05-13-13, 10-15-18 
 



411.10 
 

MCSD         Code No. 411.10 
October 2018 
Chapter 4– Staff Personnel 
 
Policy Title:  Substitutes – Classified Personnel 
 
Personnel serving on a substitute basis in the school district shall meet the requirements 
of the particular position.  In the event such persons are not available, employment of 
such non-qualified personnel is authorized only until such time as a properly qualified 
individual can be identified and employed. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Previous Date of Adoption  05-25-81 
Revision Discussion   11-24-86 
Adoption of Revision   12-15-86 
Reviewed by Policy Committee 07-19-04, 04-10-07, 05-13-13, 10-15-18 
 



412.2 

MCSD         Code No. 412.2 
October 2018 
Chapter 4 – Staff Personnel 
 
Policy Title:  Fair Labor Standards Act and Compensatory Time – Classified Personnel 
 
This district shall adhere to all provisions of the Fair Labor Standards Act. 
 
In accordance with the requirements of the Fair Labor Standards Act, classified personnel 
may, by their own decision, accumulate compensatory time for hours worked beyond 40 
hours per week.  The work week is Monday 12:01 am thru Sunday 12 midnight.  
Compensatory time shall be computed at time and one-half of the actual time worked 
beyond 40 hours each week.  Overtime will not be permitted without prior authorization 
of the superintendent and/or immediate supervisor.  Immediate supervisors must receive 
prior approval from the superintendent prior to granting any overtime to employees under 
their supervision. 
 
In situations where the supervisor determines that overtime is necessary, there shall be a 
clear agreement between the employee and the employee’s immediate supervisor as to 
whether the overtime is to be computed as compensatory time or an overtime wage. 
 
Compensatory time can legally be accumulated up to but not to exceed 240 compensatory 
hours.  It shall be the policy of this District that compensatory time must be used in the 
same fiscal year as accumulated. This school district’s fiscal year is from July 1st of one 
year thru June 30th the following year.  It is the responsibility of the board secretary to 
maintain wage records. 
 
Each Classified employee paid on an hour-by-hour basis must complete a daily time 
record showing the actual number of hours worked.  Failure of the employee to maintain, 
or falsification of, a daily time record will be grounds for disciplinary action which may 
result in termination. 
 
Employees who request compensatory time shall be permitted to use such time after 
making the request if the use thereof does not unduly disrupt the employer’s operations.  
Requests shall be made on a District Leave Form to the employee’s immediate 
supervisor. 
 
Legal Reference: Garcia v. San Antonio Metropolitan Transit Authority, 469 
    U.S. 528 (1985) 
   29 U.S.C. §§ 206 et seq. (2013) 
 
Previous Date of Adoption  11-24-86 
Revision Discussion   07-20-92 
First Reading on Revision  07-20-92 
Second Reading – Adoption  08-10-92 
Reviewed by Policy Committee 07-19-04, 08-15-05, 04-10-07, 04-28-08, 05-13-13, 
     10-15-18 



412.3 

MCSD        Code No. 412.3 
October 2018 
Chapter 4 - Staff Personnel 
 
Policy Title Insurance - Classified Personnel    
 
 
All full time employees and their dependents will be allowed to participate in 
the district’s comprehensive health insurance, dental insurance, and vision 
insurance programs as per the settlement conditions for the employee group 
of which they are a member.  Life and LTD insurances may also be provided 
as per the settlement conditions. 
 
 
 
 
 
Legal Reference: Iowa Code §§ 20.9; 85; 85B; 279.12; 509; 509A; 509B  

(2011) 
 
 
 
 
 
 
 
 
 
 
 
 
 
Previous Date of Adoption  12-15-86 
Revision Discussion   07-19-93 
First Reading on Revision  07-19-93 
Adoption of Revision   08-09-93 
Reviewed by Policy Committee  07-19-04, 04-10-07, 05-13-13, 10-15-18 



413.1 

MCSD         Code No. 413.1 
October 2018 
Chapter 4 – Staff Personnel 
 
Policy Title Resignation – Classified Personnel 
 
To be released from employment, an employee shall submit a written request to the 
immediate supervisor at least thirty (30) working days prior to the expected termination 
date.  In case an employee requests termination to be effective prior to the end of thirty 
(30) working days after giving notice, and a satisfactory replacement is available, 
employment may terminate at an earlier date. 
 
 
 
 
 
 
Legal Reference: Iowa Code §§ 91A.2, .3, .5; 279.19A; 285.5(9) (2013) 
 
 
 
 
 
Previous Date of Adoption  05-25-81 
Revision Discussion   11-24-86 
Adoption of Revision   12-15-86 
Reviewed by Policy Committee 07-19-04, 04-10-07, 05-13-13, 10-15-18 
 
 



413.3 

MCSD         Code No. 413.3 
October 2018 
Chapter 4 – Staff Personnel 
 
Policy Title:  Suspension of Classified Personnel 
 
Classified employees shall perform their assigned job, respect and follow board policy, 
and obey the law.  The Superintendent is authorized to suspend a classified employee 
pending board action on a discharge, for investigation of charges against the employee, 
and for disciplinary purposes.  It is within the discretion of the Superintendent to suspend 
a classified employee with or without pay. 
 
In the event of a suspension, appropriate due process shall be followed. 
 
 
 
Legal Reference: Northeast Community Education Association v. Northeast 

Community School District, 204 N.W 2D 4 765 (IOWA 1987) 
McFarland v. Board of Education of Norwalk Community School 
District,  277 N.W. 2d 901 (Iowa 1979) 

   Iowa Code §§ 20.7, .24, (2011) 
 
 
Cross Reference: 413.4 Dismissal – Classified Personnel 
 
 
Previous Date of Adoption  07-11-88 
First Revision Discussion  07-20-92 
Revision Discussion   02-25-02 
Reviewed by Policy Committee 07-19-04, 04-10-07, 05-13-13, 10-15-18 
 
 



MCSD         Code No. 413.4 
October 2018 
Chapter 4 – Staff Personnel 
 
Policy Title:  Dismissal- Classified Personnel 
 
The Board believes classified employees should perform their jobs, respect board policy, 
and obey the law.  Employees whose performance is determined to be unsatisfactory shall 
be subject to dismissal.  This determination shall be made by the employee’s immediate 
supervisor after consultation with the superintendent. 
 
It is the responsibility of the superintendent to make a recommendation for dismissal to 
the Board.  A classified employee may be dismissed for any reason, including, but not 
limited to, incompetence, willful neglect of duty, reduction of force, willful violation of 
board policy or administrative regulations, or a violation of the law. 
 
 
Legal Reference: Iowa Code §§ 20.7, .24 (2013) 
 
 
Cross Reference: 413.3 Suspension of Classified Personnel 
   404 Ethics for District Personnel 
 
 
 
 
Original Adoption   06-11-79 
Revision Discussion   04-27-81 
First Reading on Revision  05-11-81 
Second Reading on Revision  05-25-81 
Reviewed by Policy Committee 07-19-04, 04-10-07, 05-13-13, 10-15-18 
 



500 

MCSD         Code No. 500 
February 2019 
Chapter 5 – Student Personnel 
 
Policy Title:  Objectives for Equal Educational Opportunities for Students 
 
This series of the board policy manual is devoted to the board’s goals and objectives for 
assisting the students of the school district in obtaining an education.  Each student will 
have an opportunity to obtain an education in compliance with the policies in this series. 
 
It is the goal of the board to develop a healthy social, intellectual, emotional, and physical 
self-concept in the students enrolled in the school district.  Each student attending school 
will have the opportunity to use it and its education program and services as a means for 
self-improvement and individual growth.  In so doing, the students are expected to 
conduct themselves in a manner that assures each student the same opportunity. 
 
The board supports the delivery of the education program and services to students free of 
discrimination on the basis of race, color, gender, creed, marital status, national origin, 
religion, sexual orientation, gender identity, or disability.  This concept of equal 
educational opportunity serves as a guide for the board and employees in making 
decisions relating to school district facilities, employment, selection of educational 
materials, equipment, curriculum, and regulations affecting students. 
 
In the delivery of the education program, students will treat the employees with respect 
and students will receive the same in return.  Employees have the best interests of the 
students in mind and will assist them in school-related or personal matters if they are able 
to do so.  Students should feel free to discuss problems, whether school-related or 
personal, with the guidance counselor or other employees. 
 
Board policies, rules, and regulations affect students while they are on school district 
property or on property within the jurisdiction of the school district; while on school 
owned and/or operated school or chartered vehicles; while attending or engaged in school 
activities; and while away from school grounds if misconduct will directly affect the 
good order, efficient management and welfare of the school district. 
 
This section of the board policy refers to the term “parents” in many of the policies.  The 
term parents for purposes of this policy manual will mean the legal parents.  The legal 
guardian or custodian of a student and students who have reached the age of majority or 
are otherwise considered an adult by law. 
 
Inquires by students regarding compliance with equal educational opportunity and 
affirmative action laws and policies, including but not limited to complaints of 
discrimination, are directed to the Affirmative Action Coordinator by writing to the 
Superintendent of schools who serves as the Affirmative Action Coordinator, Maquoketa 
Community School District, 612 S. Vermont St., Maquoketa, Iowa 52060; or by 
telephoning 563-652-4984. 



500 

MCSD         Code No. 500 
February 2019 
Chapter 5 – Student Personnel 
 
Policy Title:  Objectives for Equal Educational Opportunities for Students, continued 
 
Inquires by students regarding compliance with equal educational opportunity and 
affirmative action laws and policies, including but not limited to complaints of 
discrimination, may also be directed in writing to the Director of the Region VII office of 
Civil Rights, U.S. Department of Education, Citigroup Center, 500 W. Madison Street, 
Ste. 1475, Chicago, IL (312)730-1560 or www.state.ia.us/government/crc/index.html or 
Iowa Department of Education, Grimes State Office Bldg., Des Moines, IA (515) 281-
5294.  This inquiry or complaint to the federal or state office may be done instead of, or 
in addition to, an inquiry or complaint at the local level. 
 
Further information and copies of the procedures for filing a complaint are available in 
the school district’s central administrative office and the administrative office in each 
attendance center. 
 
 
 
Original Adoption   11-22-71 
Revision Discussion   06-08-81 
First Reading    07-13-81 
Second Reading – Adoption  08-07-81 
Reviewed by Policy Committee 11-17-86 
Reviewed by Policy Committee 07-01-89, 11-08-04, 07-16-07, 01-14-08, 10-13-08, 

10-14-13, 02-11-19 
 
 

http://www.state.ia.us/government/crc/index.html


501.1 

MCSD         Code No. 501.1 
February 2019 
Chapter 5 – Student Personnel 
 
Policy Title:  Resident Students 
 
Children who are residents of the school district community will attend the school district 
without paying tuition. 
 
The residence of a student means the place, abode, or dwelling of the student.  Generally, 
the legal dwelling of minors is the same as their parents.  However, a student may 
establish a dwelling with someone other than the parents and attend public school in the 
school district without paying tuition if the primary purpose for residing in the school 
district is not for the purpose of obtaining a free public education.  Further, students who 
have reached the age of majority and who are still eligible to attend an Iowa secondary 
school may declare their residence independent of the residence of the parents. 
 
Each case involving the bona fide residence of a student will be decided upon its 
individual merits by the superintendent. 
 
Legal Reference:   Lakota Cons. Ind. School v. Buffalo Center-Rake Comm. School, 

334 N.W.2d 704 (Iowa 1983) 
Mt. Hope School District v. Hendrickson, 197 N.W. 47 (Iowa 
1924) 
Oshel v. Creston Comm. School District., DPI Admin. Doc. 570 
(1981) 
33 D.P.I. Dec. Rule 80 (1984) 
Iowa Code §§ 257.6; 282.2, .6, .7; 285.4 (2013) 
1956 Op. Att’y Gen. 185 
1946 Op. Att’y Gen  197 
1938 Op. Att’y Gen. 69 
1930 Op. Att’y Gen. 147 

 
 
 
 
 
Previous Date of Adoption  08-07-81 
Revision Discussion   05-22-89 
First Reading on Revision  06-12-89 
Second and Final Reading  06-26-89 
Reviewed by Policy Committee 11-08-04, 01-14-08, 10-14-13, 02-11-19 



    

501.2 

MCSD         Code No. 501.2 
February 2019 
Chapter 5 – Student Personnel 
 
Policy Title:  Nonresident Students 
 
Students who are eligible to attend an Iowa public school but who are not legal residents 
of the school district may be admitted into the school district at the discretion of the 
superintendent upon application and payment of tuition.  The tuition rate is the current 
per-pupil cost of the school district as computed by the board secretary and as authorized 
by the Iowa Department of Education. 
 
Resident students whose families move from the school district after the start of a 
semester and who wish to complete the semester in the school district may be permitted 
to attend without the payment of tuition at the discretion of the superintendent and 
approval by the board.  Students who plan to enroll to the nonresident district may 
complete the school year without approval of the superintendent or board.  These 
students, other than students in grades eleven and twelve, must have the recommendation 
of the principal, as well as an adult who resides in the school district, identified for 
purposes of administration. 
 
Students in grades eleven or twelve who are no longer residents of the school district, but 
were residents in the preceding school year, may continue to attend school until they 
graduate without the payment of tuition.  These students must have an adult, who resides 
in the school district, identified for purposes of administration. 
 
Nonresident students who are eligible to attend an Iowa public school and who have 
evidence they will become legal residents of the school district prior to October 1st may 
be allowed to attend without the payment of tuition. 
 
 
Legal Reference: Lakota Cons. Ind. School v. Buffalo Center-Rake Comm. School, 

334 N.W.2d 704 (Iowa 1983) 
Mt. Hope School District v. Hendrickson, 197 N.W. 47 (Iowa 
1924) 
Oshel v. Creston Comm. School District., DPI Admin. Doc. 570 
(1981) 
Iowa Code §§ 257.6; 282.1, .2, .6, .7; 24 (2013) 

 
 
Adoption of Policy   11-08-04 
First Reading     11-08-04 
Second and Final Reading  12-13-04 
Reviewed by Policy Committee 01-14-08, 10-14-13, 02-11-19 



  

    501.3 

MCSD           Code No. 501.3 
December 2020 
Chapter 5 – Student Personnel 
 
Policy Title:  Compulsory Attendance 
 
Parents within the school district who have children over age six and under age sixteen by September 15 in 
proper physical and mental condition to attend school, will have the children attend the school district at the 
attendance center designated by the board.  Students will attend school the number of days’ school or hours is 
in session in accordance with the school calendar.  Students of compulsory attendance age will attend school a 
minimum of 1080 hours or 180 days.  Students not attending the minimum days or hours must be exempted by 
this policy as listed below or, for students in grades 7-12, referred to the county attorney or, for students in 
grades K-6, referred to the Attendance Cooperation process.  Exceptions to this policy include children who: 
 
• Have completed the requirements for graduation in an accredited school or have obtained a high school 

equivalency diploma; 
• Are attending religious services or receiving religious instruction; 
• Are attending an approved or probationary approved private college preparatory school; 
• Are attending an accredited nonpublic school;  
• Are receiving independent private instruction; or, 
• Are receiving competent private instruction. 
 
It is the responsibility of the parent of a child to provide evidence of the child’s mental and physical inability 
to attend school or of the child’s qualifications for one of the exceptions listed above. 
 
The building principal or their designee will investigate the cause for a student’s truancy and provide written 
notification of the truancy (including a listing of unexcused absences) to the parents/guardian.  If the building 
principal or their designee is unable to secure the truant student’s attendance, the building principal or their 
designee should discuss the next step with the superintendent.  If the student is still truant, the building 
principal or their designee will refer the matter over to the county attorney for students in grades 7-12.  Truant 
students who have not yet completed sixth grade will be subject to the Attendance Cooperation Process 
outlined in the supporting administrative regulation. 
 
The school will participate in mediation if requested by the county attorney.  The superintendent will represent 
the school district in mediation.  The school district will monitor the student’s compliance with the mediation 
agreement and will report violations of the mediation agreement to the county attorney. 
 
Legal Reference: Iowa Code §§ 259A; 279.10-.11; ch. 299; 299A 
    
 
Cross Reference: 601.1 School Calendar  
   604.1 Competent Private Instruction 
 
Previous Date of Adoption  07-17-89 
Revision Discussion   09-09-91 
First Reading Level   09-09-91 
Second and Final Reading  09-23-91 
Reviewed by Policy Committee  11-08-04, 01-14-08, 10-14-13, 02-11-19, 12-21-20 



  

    501.3 

MCSD          Code No. 501.3R1 
 
 

MAQUOKETA COMMUNITY SCHOOLS 
Compulsory Attendance Administrative Regulations 

 
The Maquoketa Community School District Board Policy 501.3 regarding compulsory attendance requires 
that the principal and superintendent develop guidelines to follow in instances of truancy. 
 
The following actions will be taken when a student either incurs an unexcused absence or is chronically tardy.  
Chronic tardiness shall be defined as accumulating three unexcused arrivals after 8:30 AM. 
 
First occurrence:  Written notification will be provided to parents.  A copy of policy 501.3 and of these 
Administrative Regulations will be enclosed. 
 
Second occurrence:  Written notification will be provided to parents. The superintendent and Board of 
Education president will receive copies of this notification.  Detention, in-school suspension or some other 
form of appropriate discipline may be imposed.  
 
Third occurrence:  Written notification will be provided to parents, the superintendent, and the Board of 
Education president.  A referral to the counselor and/or the appropriate building team may be made for case 
review.  The parent(s) may be asked to meet with the principal or designee.  In-school suspension or some 
other form of appropriate discipline may be imposed.  
 
Fourth occurrence:  The case and background documentation will be referred to the county attorney.  The 
superintendent and Board president will be notified that this action has been taken. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



501.4 

MCSD         Code No. 501.4 
December 2020 
Chapter 5 – Student Personnel 
 
Policy Title:  Entrance Requirements – Evidence of Age 
 
Children in the school district community will be allowed to enroll in the school district’s 
regular education program beginning at age five.  The child must be age five on or prior 
to September 15 to participate in the school district’s kindergarten program.  The child 
must be age six on or prior to September 15 to begin the first grade of the education 
program. 
 
Before the student may enroll in the district’s education program, the board will require 
evidence of age and residency in the form of a birth certificate or other evidence of age. It 
is within the discretion of the superintendent to determine what is satisfactory evidence 
for proof of age. 
 
Prior to enrollment, the child must provide the administration with their health and 
immunization certificate.  Failure to provide this information within the time period set 
by the superintendent is reason for suspension, expulsion, or denying admission to the 
student. 
 
 
Legal reference: Iowa Code §§ 139A.8, 144.45(5); 282.1, .3, .6 
 
 
Cross Reference: 507.1 Physical Examinations 
 
Previous Date of Adoption  11-17-86 
Revision Discussion   05-22-89 
First Reading Level   06-26-89 
Second and Final Reading  07-17-89 
Reviewed by Policy Committee 01-14-08, 10-14-13, 02-11-19, 12-21-20 
 



501.6  

MCSD          Code No.  501.6 
February 2019 
Chapter 5 - Student Personnel 
 
Policy Title:  Student Transfers In 
 
Students who transfer into the school district must meet the immunization and age requirements 
set out for students who initially enroll in the school district. 
 
The school district will request the student's cumulative records from the previous school 
district.  If the student cannot offer proof of grade level, the building principal and 
superintendent will confer to make the grade level determination.  The District reserves the 
right to require testing or other information to determine appropriate grade level placement. 
 
Students expelled or suspended from their previous school district will only be enrolled after 
receiving approval from the Board of Directors. 
 
For high school students, the high school principal and superintendent will confer to determine 
the amount of credits to be transferred.   
 
If the student has not previously attended an accredited school, it is within the District’s 
discretion to accept or reject credits or grades.  The District retains the right to determine grade 
level placement and whether or not to accept credits a transfer student may have earned in a non-
accredited setting.  The high school principal or superintendent may require testing, a review of a 
student’s portfolio, or use other reasonable means to make grade placement and credit decisions. 
Final decisions regarding the allowance or non-allowance of credits will rest with the high school 
principal and superintendent.  In the event credit is awarded, neither numerical or letter grades 
received in the non-accredited setting will be recorded on the student’s permanent record. 
 
Students transferring in from non-accredited settings will only be eligible for honors and awards 
for the actual period of time they have been enrolled as regular students in the school district.  
Students transferring into the high school from a non-accredited setting will not be eligible for 
class ranking unless they have been enrolled for six (6) or more semesters.  Such students must 
meet the graduation requirements of the school district in order to be eligible for a diploma. 
 
The board may deny admission if the student is not willing to provide the board with the 
necessary information. 
 
 
Legal Reference: 20 U.S.C. § 1232g (2012). 
 Iowa Code §§ 139A.8; 282.1, .3, .4; 299A (2013). 
 
 
New Policy Discussion 03-10-97 
First Reading on Discussion 03-10-97 
Second Reading   03-24-97 
Reviewed and Adopted 12-13-99 
Reviewed by Policy Committee 11-08-04, 01-14-08, 10-14-13, 02-11-19 



501.7 

MCSD         Code No. 501.7 
December 2020 
Chapter 5 – Student Personnel 
 
Policy Title:  Student Transfers Out or Withdrawals 
 
If the student’s parents wish to withdraw or transfer the student from school prior to 
completing and graduating from the education program, they will notify the appropriate 
building principal in writing as soon as possible of the decision to withdraw or transfer 
the student from the education program.  The student or parent should present this written 
notice at the office and receive instructions regarding the return of textbooks, library 
books, locker equipment, etc. 
 
The notice will state the student’s final day of attendance.  If the student is not enrolling 
in another school district, the school district will maintain the student’s records in the 
same manner as the records of students who have graduated from the school district. 
 
If the parents wish to have the student’s cumulative record sent to the new school district, 
the parents will notify the building principal in writing.  This notice will include the name 
of the district and the person at the new school district to whom the student’s cumulative 
records should be sent.  If the new school district request’s the student’s cumulative 
records, the school district will forward the cumulative records and notify the parents the 
records have been sent.  The notice will inform the parents of their right to review the 
records sent. 
 
If the student is of compulsory education age and not transferring to another public 
school district or an accredited nonpublic school, the parents will notify the principal 
and/or curriculum director that the student is receiving competent private instruction and 
file necessary competent private instruction reports. 
 
Legal Reference: 20 U.S.C § 1232g (2012) 
   Iowa Code §§ 274.1; 299.1, -.1A (2013); 299A.11 
 
Cross Reference: 604.1 Competent Private Instruction 
 
 
Adoption of Policy   11-08-04 
First Reading of Policy  11-08-04 
Second Reading of Policy  12-13-04 
Reviewed by Policy Committee 01-14-08, 10-14-13, 02-11-19, 12-21-20 
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MCSD         Code No. 501.8 
February 2019 
Chapter 5 – Student Personnel 
 
Policy Titl:  Evening School Attendance and Graduate Equivalency Diploma Classes 
 
No student may enroll in Graduate Equivalency Diploma classes or in courses offered as 
evening classes except under the following conditions: 
 
The class with which the student would normally have been enrolled has graduated. 
 
There may be circumstances or special conditions under which the student may be 
allowed to attend the evening school before his/her class graduates from high school.  
Any student who desires special considerations must make application with the high 
school counselor.  The application will be given consideration by a committee of two, 
consisting of the high school principal and the high school guidance counselor.  The 
principal or designee will provide written reasons for granting or rejecting permission for 
the student attendance at night school.  If for any reason the parents reject the decision of 
the committee they may ask to appear before the Board to plead their case.  The decision 
of the Board will be final. 
 
No student shall receive credit toward graduation for classes taken outside of the school 
program unless permission is obtained from the principal and the parents and/or legal 
guardians. 
 
 
 
Previous Date of Adoption  08-07-81 
Revision Discussion   12-15-86 
Adoption of Revision   01-12-87 
Reviewed by Policy Committee 01-10-05, 01-14-08, 10-14-13, 02-11-19 
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MCSD         Code No. 501.9 
December 2020 
Chapter 5 – Student Personnel 
 
Policy Title:  Student Absences-Excused 
 
Regular attendance by students is essential for students to obtain the maximum 
opportunities from the education program.  Parents and students alike are encouraged to 
ensure an absence from school is a necessary absence.  Students will attend school unless 
excused by the principal of their attendance center. 
 
Student absences approved by the principal are excused absences.  Excused absences will 
count as days in attendance for purposes of the truancy law.  These absences include, but 
are not limited to, illness, family emergencies, recognized religious observances, 
appointments that cannot be scheduled outside the school day and school-sponsored or 
approved activities. 
 
The district believes that traditional, in-person school attendance leads to the greatest 
learning opportunities for students.  However, there may be rare and unusual 
circumstances created by public emergencies declared by state or local officials which 
temporarily prevent students from attending traditional, in-person school.  In these 
circumstances, the superintendent will have discretion to make reasonable 
accommodations for students on a case-by-case basis, to attend school through remote 
learning opportunities within the available resources of the district and as permitted by 
law.  During approved remote learning, attendance will be taken, assessments may be 
administered, and grades will count towards students’ cumulative grade point average as 
if they were attending in person.  The provision of special education and accommodations 
for students who have individualized education programs (IEPs) or Section 504 plans will 
be determined by each respective IEP or Section 504 team. 
 
Students whose absences are approved will make up the work missed and receive full 
credit for the missed school work.  It is the responsibility of the student to initiate a 
procedure with the student’s teacher to complete the work missed. 
 
Students who wish to participate in school-sponsored activities must attend school (at 
least one-half day) the day of the activity unless permission has been given by the 
principal for the student to be absent. 
 
It is the responsibility of the parent to notify the student’s attendance center as soon as the 
parent knows the student will not be attending school on that day.  The attendance center 
will request written verification of the student’s reason for the absence. 
 
It is the responsibility of the superintendent, in conjunction with the principal, to develop 
administrative regulations regarding this policy. 
 
Legal Reference: Iowa Code §§ 294.4; 299 
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281 I.A.C. 12.3(4) 
34 C.F.R.sec. 300 

   28 C.F.R. Pt. 35 
 
Cross Reference: 504.6 Student Activity Program-Eligibility Requirements and  

Participation in Non-School Activities 
    
 
 
 
Adoption of Policy   01-10-05 
First Reading of Policy  01-10-05 
Second and Final Reading  01-24-05 
Reviewed by Policy Committee 01-14-08, 10-14-13, 02-11-19, 12-21-20 
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Code No. 501.9E1 
 

REQUEST FOR REMOTE LEARNING FORM 
 
Date: _____________________ 
 
Student Name: _____________________________________ 
 
Attendance Center: _________________________________ 
 
Parent/Guardian: ___________________________________ 
 
I, ________________________________________ (Parent/Guardian) am requesting 
accommodation for my child, _________________________________ (Student Name) 
to participate in remote learning opportunities for the duration of the declared public 
emergency, or until I have determined my child can safely return to traditional in-person 
learning at his/her designated attendance center, whichever occurs first. 
 
I have attached to this form documentation from an Iowa Board of Medicine-licensed 
medical professional confirming that remote learning is medically necessary due to the 
vulnerable health condition of my child or of a family member residing within the same 
home as my child. 
 
I understand that the district will do their utmost to accommodate my child’s learning 
needs, but that some learning opportunities may need to be modified in a remote 
environment.  The provision of special education and accommodations for students who 
have individualized education programs (IEPs) or Section 504 plans will be determined 
by each respective IEP or Section 504 team. 
 
I understand that in order for my child to continue to participate in mandatory learning, 
his/her remote attendance will be taken, assessments administered and grades will be 
counted toward my child’s cumulative grade average.  I understand that any devices, 
technology, or materials given to my child to facilitate remote learning are the property of 
the district and must be returned at the end of the remote learning period. 
 
I am requesting that remote learning opportunities begin on ________________ (date) 
and continue until [____________________(date) or the declared public emergency is 
dismissed]. 
 
________________________             _____________________   
Parent/Guardian          Date 
p 
Request approved by: 
 
_______________________               _____________________ 
School official           Date 
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MCSD          Code No: 501.10 
February 2019 
Chapter 5 - Student Personnel 
 
Policy Title:  Truancy – Unexcused Absences 
 
Regular attendance by the students at school is essential for students to obtain the maximum 
opportunities from the education program.  Parents and students alike are encouraged to ensure 
an absence from school is a necessary absence.  Students will attend school unless excused by 
the principal of their attendance center. 
 
Truancy is the failure to attend school for the minimum number of days established in the school 
calendar by the board.  Truancy is the act of being absent without a reasonable excuse.  These 
absences will include, but not be limited to, tardiness, shopping, hunting, concerts, preparation or 
participation in parties and other celebrations and employment.  Truancy will not be tolerated by 
the board. 
 
Students are subject to disciplinary action for truancy including suspension and expulsion.  It is 
within the discretion of the principal to determine, in light of the circumstances, whether a 
student may make up work missed because of truancy.  Students receiving special education 
services will not be assigned to in-school suspension unless the goals and objectives of the 
student's Individualized Education Program are capable of being met. 
 
It is the responsibility of the superintendent, in conjunction with the principal, to develop 
administrative regulations regarding this policy.  The administrative regulations will indicate the 
disciplinary action to be taken for truancy. 
 
 
 
Legal Reference: Iowa Code §§ 294.4; 299 (2013). 
   281 I.A.C. 12.3(4) 
 
 
Adoption of Policy   01-10-05 
First Reading of Policy  01-10-05 
Second and Final Reading  01-24-05 
Reviewed by Policy Committee 01-14-08, 10-14-13, 02-11-19 
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Code No. 501.10R1 
 

TRUANCY - UNEXCUSED ABSENCES REGULATION 
 
Daily, punctual attendance is an integral part of the learning experience and is required of all students 
to receive the maximum benefit of the educational program.  The habit of good attendance 
established early is one which helps a person be successful throughout his or her lifetime.  More and 
more, employers, colleges and vocational schools expect good attendance and are checking 
attendance records for absences and tardies.  They are aware that good and prompt attendance 
indicates dependability in a student.  
 
The education that goes on in the classroom builds from day to day and as a result, absences always 
cause some disruption in the educational progress of the absent student.  Students who are absent 
may not understand what the teacher is currently presenting, and may also become discouraged with 
the double burden of keeping current and making up missed work.  In order to maintain interest and 
understanding in the instructional program, students should not expect to be absent any more than is 
absolutely necessary.  Irregular attendance or tardiness by students not only retards their own studies, 
but also interferes with the progress of those students who are regular and prompt in attendance.  
Attendance is a shared responsibility that requires cooperation and communication among students, 
parents and school. 
 
Students who are absent without a reasonable excuse, as determined by the principal, will face age 
appropriate disciplinary action.  Reasonable excuses include illness, family emergencies, recognized 
religious observances and school sponsored or approved activities.  Reasonable excuses may also 
include family trips or vacations if the student's work is finished prior to the trip or vacation. 
 
A student who is absent for an unexcused cause will face disciplinary action as outlined in the MCSD 
Compulsory Attendance Administrative Regulations. 
 
The following actions will be taken when a student either incurs an unexcused absence or is 
chronically tardy.  Chronic tardiness shall be defined as accumulating three unexcused arrivals after 
8:30 AM. 
 
First occurrence:  Written notification will be provided to parents.  A copy of policy 501.3 and of 
these Administrative Regulations will be enclosed. 
 
Second occurrence:  Written notification will be provided to parents. The superintendent and Board 
of Education president will receive copies of this notification.  Detention, in-school suspension or 
some other form of appropriate discipline may be imposed.  
 
Third occurrence:  Written notification will be provided to parents, the superintendent, and the Board 
of Education president.  A referral to the counselor and/or the appropriate building team may be 
made for case review.  The parent(s) may be asked to meet with the principal or designee.  In-school 
suspension or some other form of appropriate discipline may be imposed.  
 
Fourth occurrence:  The case and background documentation will be referred to the county attorney.  
The superintendent and Board president will be notified that this action has been taken. 
 
Students will be allowed to make up all work missed due to any absence and will receive full credit 
for make-up work handed in on time.  Teachers will not have attendance or grading practices that are 
in conflict with this provision. 
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MCSD         Code No. 501.11 
February 2019 
Chapter 5 – Student Personnel 
 
Policy Title:  Open Campus – Student Release During School Hours 
 
Students who are seniors may be allowed a one period late start or a one period early out.  
Students are not allowed to have both options. 
 
Students who violate school rules may have this privilege suspended. 
 
Legal Reference: Iowa Code § 294.4 (2013) 
   281 I.A.C. 12.3(4) 
 
 
 
Adoption of Policy   07-18-05 
First Reading of Policy  07-18-05 
Second and Final Reading  08-15-05 
Reviewed by Policy Committee 01-14-08, 10-14-13, 02-11-19 
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MCSD         Code No. 501.12 
February 2019 
Chapter 5 - Student Personnel 
 
Policy Title:  Pregnant Students 
 
The Board encourages pregnant students to continue to attend the education program as 
long as they are physically able to do so.  It is recommended that the pregnant student 
notify the principal or the guidance counselor as soon as she is aware of the pregnancy.  
The school may require that a pregnant student provide the principal with a written note 
from her doctor relative to special conditions that might exist and specific suggestions as 
to how long the student may continue to attend classes.  Based on the physician’s 
recommendation, if the student is unable to attend school because of her physical 
condition the student may be excused and arrangements made to continue her studies 
during her absence.  The student shall resume classes upon the recommendation of her 
physician. 
 
 
 
 
 
 
Legal Reference: Iowa Code §§ 216; 279.8; 280.3 (2013). 
 
 
 
Previous Date of Adoption  01-12-87 
Revision Discussion   07-19-93 
First Reading on Revision  07-19-93 
Adoption of Revision   08-09-93 
Reviewed by Policy Committee 01-10-05, 01-14-08, 10-14-13, 02-11-19 
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MCSD         Code No. 501.13 
February 2019 
Chapter 5 – Student Personnel 
 
Policy Title:  Students of Legal Age 
 
Students who have attained legal age may continue the education program without 
payment of tuition as long as they are eligible to attend an Iowa public school and are 
residents of the school districts.  Such students, like all other students, shall comply with 
the rules established, pursue the prescribed course of study, and submit to the authority of 
teachers and others in authority over them. 
 
Parents will be allowed access and view the student’s records without permission from 
the student if the student is still a dependent for tax purposes.  In most cases, with the 
discretion of the principal or the superintendent, the student will be able to make 
decisions and sign documents rather than requiring parental permission or signature. 
 
Legal Reference: 
 
 20 U.S.C. § 1232g (2012) 
 Iowa Code §§ 22; 282.2, .6, .7; 285.4; 599.1; 622.10 (2013) 
 281 I.A.C. 12.3(6) 
 
 
 
Previous Date of Adoption  08-07-81 
Revision Discussion   12-15-86 
Adoption of Revision   01-12-87 
Reviewed by Policy Committee 01-14-08, 10-14-13, 02-11-19 
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MCSD                                                                                                   Code No. 501.14 
February 2019 
Chapter 5 - Student Personnel 
 
Policy Title:  Open Enrollment Transfer Procedures As A Sending District 
 
The school district will participate in open enrollment as a sending district.  As a sending district, 
the board will allow resident students who meet the requirements for open enrollment to another 
public school district. 
 
Parents requesting open enrollment out of the school district for their student shall notify the 
sending and receiving school district no later than March 1 in the school year preceding the first 
year desired for open enrollment.  The notice is made on forms provided by the Department of 
Education.  The forms are available at the central administration office. 
 
Parents of children who will begin kindergarten in the school district are exempt from the open 
enrollment March 1 deadline.  Parents of children who will begin kindergarten will file in the same 
manner set forth by September 1.  Parents who have good cause as defined by law for failing to 
meet the March 1 deadline may make an open enrollment request by September 1st unless another 
deadline applies. 
 
The receiving district will approve open enrollment requests according to the timelines established 
by law.  The parents may withdraw the open enrollment request prior to the start of the school year.  
The receiving district’s superintendent will notify the parents and the sending school district 
(MCSD) by mail within five days of the school district’s action to approve or deny the open 
enrollment request. 
 
The receiving district may enter the sending school district for the purposes of transportation only 
after receiving written approval from the superintendent of schools. 
 
An open enrollment request out of the school district from parents of a special education student is 
reviewed on a case-by-case basis.  The determining factor for approval of such an open enrollment 
request will be whether the special education program available in the receiving school district is 
appropriate for the student’s needs.  The area education agency director of special education 
serving the receiving district will determine whether the program is appropriate.  The special 
education student will remain in the school district until the final determination is made. 
 
It is the responsibility of the superintendent to maintain open enrollment request applications and 
notice forms.  It will also be the responsibility of the superintendent to develop appropriate office 
procedures and administrative regulations necessary for open enrollment requests. 
 
Legal Reference:   Iowa Code §§ 139A.8; 274.1; 279.11; 282.1; .3; .8; .18; 299.1 (2013). 

281 I.A.C. 17. 
1990 Op. Att’y Gen. 75. 

 
Approved    10-23-89 
Reviewed    09-28-98 
Revised    12-10-01 
Reviewed by Policy Committee 07-18-05, 01-14-08, 10-14-13, 02-11-19 
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MCSD         Code No. 501.15 
February 2019 
Chapter 5 - Student Personnel  
 
Policy Title   Open Enrollment Transfers-Procedures as a Receiving District 
 
The school district will participate in open enrollment as a receiving district.  As a receiving 
district, the board will allow nonresident students who meet the legal requirements, to open 
enroll into the school district.  The superintendent will have complete discretion to determine 
the attendance center of the students attending the school district under open enrollment. 
 
The superintendent will take action on the open enrollment request no later than June 1 in the 
year preceding the first year desired for open enrollment. 
 
The superintendent will notify the sending school district and parents within five days of the 
school district’s action to approve or deny the open enrollment request.  
Open enrollment requests into the school district will not be approved if insufficient classroom 
space exists.  Open enrollment requests into the school district will also not be approved for 
students who have been suspended or expelled by the administration or the board of the school 
district the student is or was attending until the student has been reinstated into the school 
district from which the student was suspended or expelled.  Once the student is reinstated, the 
student’s open enrollment request will be considered in the same manner as other open 
enrollment requests provided the required timelines are met. 
 
Open enrollment requests into the school district that, if denied, would result in students from 
the same nuclear family being enrolled in different school districts, will be given highest 
priority.  The superintendent, in his/her discretion, may waive the insufficient classroom space 
reason for denial for students of the same nuclear family to prevent the division of a nuclear 
family between two school districts.  Other open enrollment requests into the school district 
shall be considered in the order received by the school district with the first open enrollment 
request given a higher priority than the second open enrollment request and so forth. 
 
Generally, students in grades nine through twelve open enrolling into the school district shall 
not be eligible for participation in interscholastic athletics, at the varsity level, during the first 
ninety days of open enrollment into the school district.  Such students may be eligible to 
participate if: 
 

• The school district and the sending district participate jointly in the sport; 
• The sport in which the pupil wishes to participate is not offered in the sending district; 
• The sending district was dissolved and merged with one or more contiguous school 

districts for failure to meet the accreditation standards; 
• The student is open enrolling because the sending district has entered into a whole grade 

sharing agreement with another school district for the student’s grade; 
• The student’s parent is an active member of the armed forces and resides in permanent 

housing on government property provided by a branch of the armed forces; 
• The student paid tuition for one or more years to the school district prior to open 

enrolling into the school district; or 
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MCSD         Code No. 501.15 
February 2019 
Chapter 5 - Student Personnel  
 
Policy Title   Open Enrollment Transfers-Procedures as a Receiving District, continued 
 

• The student attended the school district under a sharing or mutual agreement between 
the school district and the sending district for one or more years prior to open enrolling 
into the school district. 

 
Parents of students whose open enrollment requests are approved by the superintendent shall be 
responsible for providing transportation to and from the receiving school district without 
reimbursement unless the parents qualify for transportation assistance.  Upon a parent’s request, 
the superintendent may approve transportation into the sending district.  The transportation is 
limited to within three miles of the district boundary/current bus route.  The superintendent’s 
approval is subject to the sending district’s approval. 
 
An open enrollment request into the school district from parents of a special education student 
shall be reviewed on a case-by-case basis.  The determining factors for approval of such an open 
enrollment request will be whether the special education program available in the school district 
is appropriate for the student’s needs and whether the enrollment of the special education 
student will cause the class size to exceed the maximum allowed.  The area education agency 
director of special education serving the school district shall determine whether the program is 
appropriate.  The special education student will remain in the sending district until the final 
determination is made. 
 
The policies of the school district shall apply to students attending the school district under open 
enrollment. 
 
It shall be the responsibility of the superintendent to develop appropriate office procedures and 
administrative regulations necessary for open enrollment requests. 
 
 
Legal Reference Iowa Code § 139A.8; 274.1; 279.11; .282.1, 3; .8; .18; 299.1 (2013). 

281  I.A.C. 17. 
1990 Op. Att’y Gen. 75. 

 
 
 
Approved     10-23-89 
Reviewed     09-28-98 
Revised     12-10-01 
Reviewed by Policy Committee 07-18-05, 01-14-08, 10-14-13, 02-11-19 
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MCSD        Code No:  501.16 
February 2019 
Chapter 5 - Student Personnel 
 
Policy Title:  Homeless Children and Youth 
 
 The Maquoketa Community School District believes all students should have access to a 
free, appropriate public education.  The district will ensure that homeless children and 
youth have equal access to the same free, appropriate public education as other children 
and youth. 
 
The term “homeless children and youth” means individuals who lack a fixed, regular, and 
adequate nighttime residence.  The term includes: 

• Children and youth who are: 
• Sharing the housing of other persons due to loss of housing, economic 

 hardship, or a similar reason (sometimes referred to as “doubled up”); 
• Living in motels, hotels, trailer parks, or camping grounds due to lack of 

 alternative adequate accommodations; 
• Living in emergency or transitional shelters; or 
• Abandoned in hospitals.  

• Children and youth who have a primary nighttime residence that is a public or 
private place not designed for, or ordinarily used as, a regular sleeping 
accommodation for human beings; 

• Children and youth who are living in cars, parks, public spaces, abandoned 
buildings, substandard housing, bus or train stations, or similar settings; and 

• Migratory children who qualify as homeless because they are living in 
circumstances described above. 

 
To help ensure that homeless children and youth have a full opportunity to enroll, attend, 
and succeed at school, the board shall: 

• Designate the Director of Professional Growth and Student Learning as the local 
homeless children and youth liaison; 

• Provide training opportunities for staff so staff may help identify and meet the 
needs of homeless children and youth; 

• Remove barriers, including those associated with fees, fines, and absences, to the 
identification, enrollment, retention, attendance and/or success in school for 
homeless children and youth. 

• Ensure collaboration and coordination with other service providers; 
• Ensure transportation is provided in accordance with legal requirements; 
• Provide school stability in school assignment according to the child’s best 

interests; 
• Ensure the privacy of student records, as provided by applicable law, including 

information about a homeless child or youth’s living situation; 
• Engage in the dispute resolution process for decisions relating to the educational 

placement of homeless children and youth as provided by applicable law; and 
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• Prohibit the segregation of a homeless child or youth from other students enrolled 
in the district. 

 
The superintendent may develop an administrative process or procedures to implement 
this policy. 
 
 
 
Legal Reference: 20 U.S.C § 6301 
   42 U.S.C. § 11302 
   42 U.S.C. §§ 11431 et seq 
   281 I.A.C. 33 
 
 
 
 
Cross Reference: 501.3  Compulsory Attendance 
   503.3  Fines - Fees - Charges 
   506.1  Student Records Access 
   507.1  Physical Examinations/Student Health Services 
   603.3  Special Education Programs and Services 
 
 
 
 
 
New Policy for Discussion  12-10-01 
Second and Final reading  01-14-02 
Date of Revision and Review  05-12-03 
Reviewed by Policy Committee 07-18-05, 01-14-08, 10-14-13, 11-21-16,  

02-11-2019 
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MCSD         Code No. 501.17 
February 2019 
Chapter 5 – Student Personnel 
 
Policy Title:  Registration Requirements 
 
The Maquoketa Community School system will accept any and all students providing 
they meet the following qualifications: 
 
A. They must reside within boundaries of the district or meet the provisions of the 

Open Enrollment law. 
 
B. They must register and attend classes within the first ten class days of the 

semester, excepting in cases of illness, emergency, or other extenuating 
circumstances. 

 
C. All legitimate transfers will be accepted as they arrive. 
 
D. Properly sponsored foreign exchange students who reside with bona fide residents 

of the district are exempt from the above stipulations. 
 
 
 
 
 
 
 
 
 
 
Previous Date of Adoption  01-12-87 
Revision Discussion   05-22-89 
First Reading    06-12-89 
Second and Final Reading  06-26-89 
Reviewed by Policy Committee 01-24-05, 01-14-08, 10-14-13, 02-11-19 
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MCSD         Code No. 502.1 
February 2019 
Chapter 5 – Student Personnel 
 
Policy Title:  Student Appearance 
 
The board believes inappropriate student appearance causes material and substantial 
disruption to the school environment or presents a threat to the health and safety of 
students, employees, and visitors. 
 
Students are expected to adhere to standards of cleanliness and dress that are compatible 
with the requirements of a good learning environment.  The standards will be those 
generally accepted to the community as appropriate in a school setting. 
 
The board expects students to be clean and well groomed and wear clothes in good repair 
and appropriate for the time, place, and occasion.  Clothing or other apparel promoting 
products illegal for use by minors and clothing displaying obscene material, profanity, or 
reference to prohibited conduct are disallowed.  While the primary responsibility for 
appearance lies with the students and their parents, appearance disruptive to the education 
program will not be tolerated.  When, in the judgment of a principal, a student’s 
appearance or mode of dress disrupts the educational process or constitutes a threat to 
health or safety, the student may be required to make modifications. 
 
It is the responsibility of the superintendent, in conjunction with the principals, to 
develop administrative regulations to be published in the student handbooks which are 
reviewed and approved by the board. 
 
Legal Reference: Hazelwood School District v. Kuhlmeier, 484 U.S. 260 (1988) 
   Bethal School District v. Fraser, 478 U.S. 675 (1986) 
   Tinker v Des Moines Ind. Comm. Sch. Dist., 393 U.S. 503 (1969) 
   Bystrom v. Fridley High School, 822 F.2d 747 (8th Cir. 1987) 
   Torvik v. Decorah Community School, 453 F.2d 779 (8th Cir.1972) 
   Turley v. Adel Comm. Sch. Dist., 322 F.Supp. 402 (S.D. Iowa          

1971) 
   Sims v. Colfax Comm. Sch. Dist., 307 F.Supp 485 (Iowa 1970) 
   Iowa Code §279.8 (2013) 
 
 
 
 
Adoption of Policy   01-24-05 
First Reading of Policy  01-24-05 
Second and Final Reading  02-14-05 
Reviewed by Policy Committee 01-14-08, 10-14-13, 02-11-19 
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MCSD         Code No. 502.2 
February 2019 
Chapter 5 – Student Personnel 
 
Policy Title:  Care of School Property/Vandalism 
 
Students will treat school district property with the care and the respect they would treat 
their own property.  Students found to have destroyed or otherwise harmed school district 
property may be required to reimburse the school district.  They may be subject to 
discipline under board policy and the school district rules and regulations.  They may also 
be referred to local law enforcement authorities. 
 
 
Legal Reference: Iowa Code §§ 279.8; 282.4, .5; 613.16 (2013) 
 
 
 
 
Adoption of Policy   01-24-05 
First Reading of Policy  01-24-05 
Second and Final Reading  02-14-05 
Reviewed by Policy Committee 01-14-08, 10-14-13, 02-11-19 
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MCSD         Code No. 502.3 
February 2019 
Chapter 5 – Student Personnel 
 
Policy Title:  Student Expression 
 
It is the goal of the district to protect the educational environment for all students to help 
ensure it is free from substantial disruption or infringement upon their rights.  Student 
expression must be appropriate to assure that the students learn and meet the goals of the 
school activity and that the potential audience is not exposed to material that may be 
harmful or inappropriate for their level of maturity. 
 
While students will generally be allowed to express their viewpoints and opinions, in 
certain qualifying circumstances, student speech may require administrative regulation to 
help ensure the safety and welfare of the school community.  The district may regulate 
speech that: causes or is reasonably anticipated to cause a material and substantial 
disruption to the education environment; infringe upon the rights of others; is obscene or 
lewd; is school/sponsored; and/or promotes illegal activity. The administration, when 
making this judgment, will consider whether the activity in which the expression was 
made is school-sponsored and whether review or prohibition of the students’ speech 
furthers an educational purpose.  Further, the expression must be done in a reasonable 
time, place, and manner that is not disruptive to the orderly and efficient operation of the 
school district. 
 
The superintendent may develop procedures for safely addressing qualifying types of 
mass protests by students, including walk-ins and walk-outs. Walk-ins occur when 
students leave their learning environments during school hours and gather in a group or 
groups with the purpose of promoting a belief or beliefs.  Walk-outs occur when student 
leave their learning environments during school hours and gather in a group or groups off 
district property with the purpose of promoting a belief or beliefs. 
 
The superintendent is encouraged to obtain feedback from community stakeholders in the 
development of these procedures.  The goal of the procedures shall be to address student 
safety, maintain the educational environment and promote communication during 
demonstrations while remaining viewpoint neutral. 
 
Students who violate this policy may be subject to disciplinary measures.  Employees are 
responsible for ensuring students’ expression is in keeping with this policy.  It is the 
responsibility of the superintendent to develop administrative regulations regarding this 
policy.  
 
 
Legal Reference: U.S. Const. Amend. I 

Hazelwood School District v. Kuhlmeier, 484 U.S. 260 (1988) 
   Bethal School District v. Fraser, 478 U.S. 675 (1986) 
   New Jersey v. T.L.O., 469 U.S. 325 (1985) 
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Tinker v Des Moines Ind. Comm. Sch. Dist., 393 U.S. 503 (1969) 
   Bystrom v. Fridley High School, 822 F.2d 747 (8th Cir. 1987) 
   Iowa Code §§ 279.8; 280.22; (2013) 
   Iowa Const. art I (sec7) 
   Morse v. Frederick, 551 U.S. 393 (2007) 
 
 
 
Adoption of Policy   01-24-05 
First Reading of Policy  01-24-05 
Second and Final Reading  02-14-05 
Reviewed by Policy Committee 01-14-08, 10-14-13, 02-11-19 
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MCSD         Code No:  502.4 
February 2019 
Chapter 5 - Student Personnel 
 
Policy Title:  Student Complaints and Grievances 
 
Student complaints and grievances regarding board policy or administrative regulations 
and other matters should be addressed to the student’s teacher or another licensed 
employee, other than the administration, for resolution of the complaint. It is the goal of 
the board to resolve student complaints at the lowest organizational level. 
 
If the complaint cannot be resolved by a licensed employee, the student may discuss the 
matter with the principal within 15 days of the employee’s decision.  If the matter cannot 
be resolved by the principal, the student may discuss it with the superintendent within 
15 days after speaking with the principal. 
 
If the matter is not satisfactorily resolved by the superintendent, the student may ask to 
have the matter placed on the board agenda of a regularly scheduled board meeting in 
compliance with the board policy. 
 
 
 
Legal Reference:  Iowa Code § 279.8 (2013) 
 
 
 
Cross Reference:  210.8  Board Meeting Agenda 
    300.1  Organizational Structure 
    503.2  Suspension and Expulsion 
    502.3  Alcohol and Chemical Abuse 
    502.8  Search and Seizure 
    502.5  Student Lockers 
    504.3  Student Publications 
    903.6    Public Participation in Board Meetings 
 
 
New Policy for Discussion  12-10-01 
First Reading    12-10-01 
Second and Final Reading  01-14-02 
Reviewed by Policy Committee 01-24-05, 01-14-08, 10-14-13, 02-11-19 
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MCSD         Code No. 502.5 
February 2019 
Chapter 5 - Student Personnel 
 
Policy Title:  Student Lockers  
 
Student lockers are the property of the school district.  Students will use the lockers 
assigned to them by the school district for storing their school materials and personal 
belongings necessary for attendance at school.  It is the responsibility of students to keep 
their assigned lockers clean and undamaged. 
 
To ensure students are properly maintaining their assigned lockers, the principal of the 
building may periodically inspect all or a random selection of lockers.  Either students or 
another individual will be present during the inspection of lockers.  Student lockers may 
also be searched, at any time and without advance notice, in compliance with board 
policy regulating search and seizure. 
 
 
 
 
Legal Reference: Iowa Code §§ 279.8; 280.14; 808A (2013). 
 
 
 
 
 
Cross Reference: 502.8 Search and Seizure 

503.1   Maintenance of Orderly Conduct 
    
  
 
 
 
New Policy Discussion and First Reading 10-13-97 
Second and Final Reading    10-27-97 
Reviewed by Policy Committee  01-24-05, 01-14-08, 10-14-13, 02-11-19 
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MCSD         Code No. 502.6 
February 2019 
Chapter 5 – Student Personnel 
 
Policy Title:  Weapons 
 
The board believes weapons, (including but not limited to guns, knives, etc.) other dangerous 
objects and look-a-likes in school district facilities cause material and substantial disruption to 
the school environment or present a threat to the health and safety of students, employees, and 
visitors on the school district premises or property within the jurisdiction of the school district. 
 
School district facilities are not an appropriate place for weapons, dangerous objects and look-a-
likes.  Weapons and other dangerous objects and look-a-likes will be taken from students and 
others who bring them onto the school district property or onto property within the jurisdiction of 
the school district or from students who are within the control of the school district. 
 
Parents of students found to possess weapons (including but not limited to guns, knives, etc.), 
dangerous objects or look-a-likes on school property are notified of the incident.  Possession or 
confiscation of weapons (including but not limited to guns, knives, etc.), dangerous objects or 
look-a-likes will be reported to law enforcement officials, and students will be subject to 
disciplinary action including suspension or expulsion. 
 
Students bringing firearms to school or knowingly possessing firearms at school will be expelled 
for not less than one year.  The superintendent has the authority to recommend this expulsion 
requirement be modified for students on a case-by-case basis.  For purposes of this portion of 
this policy, the term “firearm” includes, but is not limited to, any weapon which is designed to 
expel a projectile by the action of an explosive, the frame or receiver of any such weapon, a 
muffler or silencer for such a weapon, or any explosive, incendiary, or poison gas, or otherwise 
defined by applicable law. 
 
Weapons under the control of law enforcement officials or other individuals specifically 
authorized by the board are is exempt from this policy.  The superintendent may develop an 
administrative process or procedures to implement the policy.  
 
Legal Reference: 18 U.S.C. §  
   Iowa Code §§ 279.8; 280.21B; 483A.27(11), 724 
   281 I.A.C. 12.3 (6) 
 
Cross Reference:  503.2 Expulsion 
    503.1 Student Conduct 
    502.8 Search and Seizure 
 
Adoption of Policy   02-14-05 
First Reading of Policy  02-14-05 
Second and Final Reading  02-28-05 
Reviewed by Policy Committee 01-28-08, 10-14-13, 12-19-16, 02-11-19 
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          Code 502.6R1 

Weapons 
 

Students bringing firearms to school or knowingly possessing firearms at school will be expelled 
for not less than one year.  The term “firearm” includes, but is not limited to, any weapon which 
is designed to expel a projectile by the action of an explosive, the frame or receiver of any such 
weapon, a muffler or silencer for such a weapon, or any explosive, incendiary, or poison gas. 
 
 
Procedural Code for Dealing with Alleged Violations 
 
1. In dealing with a student who allegedly bears a firearm on school property, the principal 
will investigate the accusation.  The student shall be encouraged to present 
any relevant defense.  If the student requests that other witnesses be questioned, the principal 
should talk to them if possible.   
 
2. Written Notice of the Recommendation for Expulsion shall be given to the 
Superintendent and President of the School Board.  The student/parent shall be provided with: 
 
 a. Notice of the reason for the proposed expulsion; 

b. The names of the witnesses and an oral or written report on the facts to which 
each witness will testify; 

 c. An opportunity to present a defense against the charges and provide either 
  oral testimony or written affidavits of witnesses on the student’s behalf; 
 d. The right to be represented by counsel; 

e. The results and finding of the board in writing open to the student’s inspection. 
 
3. It is within the discretion of the superintendent to recommend to the board the expulsion 
of a student for disciplinary purposes.  Only the board may take action to expel a student and to 
readmit the student.   
  
4. The school shall provide students and parents with all policies and regulations affecting 
student conduct which could result in expulsion.  Publication of such rules and regulations in 
student handbooks, parent handbooks, or in a patron or building level newsletter shall be 
considered adequate notice. 
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MCSD         Code No. 502.7 
February 2019 
Chapter 5 – Student Personnel 
 
Policy Title:  Smoking-Drinking-Drugs 
 
The board prohibits the distribution, dispensing, manufacture, possession, use, or being under the 
influence of beer, wine, alcohol, tobacco, other controlled substances, or “look alike” substances 
that appear to be tobacco, beer, wine, alcohol or controlled substances by students while on 
school district property or on property within the jurisdiction of the school district; while on 
school owned and/or operated school or chartered vehicles; while attending or engaged in school 
activities; and while away from school grounds if the misconduct will directly affect the good 
order, efficient management and welfare of the school district.  
 
The board believes such illegal, unauthorized or contraband materials generally cause material 
and substantial disruption to the school environment or present a threat to the health and safety of 
students, employees, or visitors. 
 
Violation of this policy by students will result in disciplinary action including suspension or 
expulsion. Use, purchase, or being in possession of cigarettes, tobacco or tobacco products for 
those under the age of eighteen, may be reported to the local law enforcement authorities.  
Possession, use or being under the influence of beer, wine, alcohol and/or of a controlled 
substance may also be reported to the local law enforcement authorities. 
 
Students who violate the terms of this policy may be required to satisfactory complete a 
substance abuse assistance or rehabilitation program approved by the school board.  If such 
student fails to satisfactorily complete such a program, the student may be subject to discipline 
including suspension or expulsion. 
 
The board believes the substance abuse prevention program will include: 
 

Age-appropriate, developmentally-based drug and alcohol curriculum for students in 
grades kindergarten through twelve, which address the legal, social, and health 
consequences of tobacco, drug and alcohol use and which provide information about 
effective techniques for resisting peer pressure to use tobacco, drugs, or alcohol; 
 
A statement to students that the use of illicit drugs and the unlawful possession and use of 
alcohol is wrong and harmful; 
 
Standards of conduct for students that clearly prohibit, at a minimum, the unlawful 
possession, use, being under the influence of or distribution of illicit drugs and alcohol by 
students on school premises or as part of any of its activities; 
 
A clear statement that disciplinary sanctions, up to and including suspension or expulsion 
and referral for prosecution, will be imposed on students who violate the policy and a 
description of those sanctions; 



502.7 

 
MCSD         Code No. 502.7 
February 2019 
Chapter 500 – Student Personnel 
 
Policy Title:  Smoking-Drinking-Drugs, continued 

 
A statement that students may be required to successfully complete an appropriate 
rehabilitation program; 
 
A clear statement that disciplinary sanctions, up to and including suspension or expulsion 
and referral for prosecution, will be imposed on students who violate the policy and a 
description of those sanctions; 
 
A statement that students may be required to successfully complete an appropriate 
rehabilitation program; 
 
Information about drug and alcohol counseling and rehabilitation and re-entry programs 
available to students; 
 
A requirement that parents and students be given a copy of the standards of conduct and 
the statement of disciplinary sanctions required; and 
 
Notification to parents and students that compliance with the standards of conduct is 
mandatory. 

 
 
 
 
Legal Reference: 34 C.F.R. Pt. 86 (2012) 
   Iowa Code §§ 123.46; 124; 279.8, .9; 453A (2013) 
   281 I.A.C. 12.3(6); .5(3)(e), .5(4)(e), .5(5)(e) 
 
Cross Reference: 503.1  Student Conduct (Suspension) 
   503.2  Expulsion 
 
Adoption of Policy   02-14-05 
First Reading of Policy  02-14-05 
Second and Final Reading  02-28-05 
Reviewed by Policy Committee 01-28-08, 10-14-13, 02-11-19 
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Smoking-Drinking-Drugs      Code No 502.7R1 
 

Administration Action 
 
The principal will conduct an investigation of the allegations against the student prior to 
imposition of any disciplinary action.  The investigation will include, but not limited to, written 
or oral notice to the student of the allegations against the student and an opportunity to respond.  
Written notice and reasons for the disciplinary action will be sent to the parents. 
 
At the principal’s discretion, the student may be allowed to question witnesses against the 
student or present witnesses on behalf of the student. 
 
Upon the conclusion of the investigation by the principal, the student may be disciplined by one 
of the following actions.   
 
      A. Probation 
             1. Probation is conditional suspension of a penalty for a set period of time.         

Probation may be imposed by the principal for infractions of school rules which 
do not warrant the necessity of removal from school. 

 
B. In-School Suspension 

 In-school suspension is the temporary isolation of a student from one or more classes while 
under administrative supervision.  In-school suspensions may be imposed by the principal for 
infractions of school rules which are serious but which do not warrant the necessity of removal 
from school. In-school suspension will not be imposed for more than ten school days. 
 

C. Out-of School Suspension 
1.       Out-of-school suspension is the removal of a student from the school  

      environment for periods of short duration.  Out-of-school suspension is  
      to be used when other available school resources are unable to  
      constructively remedy student misconduct. 

2.         A student may be suspended out of school for up to three days by a      
            principal for a commission of gross or repeated infractions of school  
            rules, regulations, policy or the law, or when the presence of the  
            student will cause interference with the maintenance of the educational  
            environment or the operation of the school.  With prior approval from  
            the superintendent, the principal may suspend out of school for up to   
            ten days.   
3.       Notice of the out-of-school suspension will be mailed no later than the  

      end of the school day following the suspension to the student’s parents  
      and the superintendent.  A reasonable effort is made to personally  
      notify the student’s parents and such effort is documented by the  
      person making or attempting to make the contact. 

 
D. Suspensions and Special Education Students 
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1.        Students who have been identified as special education students may      
             be referred for a review of the student’s Individual Education Program  
             (IEP).  The IEP may be revised to include a continuum of intervention  
             strategies and programming to change the behavior. 
2.        Students who have not been identified as special education students    
             may be referred for evaluation after the student’s suspension to  
             determine whether the student has a disability and is in need of special  
             education. 

 
      E. Expulsion 
 

1.       Students may be expelled for violations of board policy, school rules,     
            or the law.  It is within the discretion of the board to discipline a       
            student using an expulsion for a single offense or for a series of  
            offenses depending on the nature of the offense and the circumstances  
            surrounding the offense. 
2.       The superintendent will recommend to the board the expulsion of a  
           student for disciplinary action.  Only the board may take action to   
           expel a student and to readmit the student. 
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MCSD         Code No. 502.8 
December 2020 
Chapter 5 - Student Personnel 
 
Policy Title:  Search and Seizure                                                      
 
School district property is held in public trust by the board.  School district authorities may, 
without a search warrant, search students, or protected student areas based on a reasonable and 
articulable suspicion that a school district policy, rule, regulation or law has been violated.  The 
search is in a manner reasonable in scope to maintain order and discipline in the schools, 
promote the educational environment, and protect the safety and welfare of students, employees 
and visitors to the school district facilities.  The furnishing of a locker, desk or other facility or 
space owned by the school and provided as a courtesy to a student, even if the student provides 
the lock for it, shall not create a protected student area and shall not give rise to an expectation of 
privacy with respect to the locker, desk, or other facility. 
 
School officials are authorized to assign and supervise student locker and other storage facilities.  
Only authorized materials and equipment for use by the student in completion of his/her school 
assignments and responsibilities shall be stored in said lockers and storage areas.  School 
officials are subsequently authorized by the Maquoketa School Board of Education to take the 
necessary measures to insure that only authorized materials and equipment are hereby stored in 
said lockers and other student protected areas. 
 
School authorities may seize any illegal, unauthorized or contraband materials discovered in the 
search.  Items of contraband may include, but are not limited to, nonprescription controlled 
substances, marijuana, cocaine, amphetamines, barbiturates, apparatus used for controlled 
substances, alcoholic beverages, tobacco/nicotine, weapons, explosives, poisons and stolen 
property.  Such items are not to be possessed by a student while they are on school district 
property or on property within the jurisdiction of the school district; while on school owned 
and/or operated school or chartered buses; while attending or engaged in school activities; and 
while away from school grounds if misconduct will directly affect the good order, efficient 
management and welfare of the school district.  Possession of such items will be grounds for 
disciplinary action including suspension or expulsion and may be reported to local law 
enforcement officials.  The board believes that illegal, unauthorized or contraband materials may 
cause material and substantial disruption to the school environment or presents a threat to the 
health and safety of students, employees, or visitors on the school district premises or property 
within the jurisdiction of the school district. 
 
It is the responsibility of the superintendent, in conjunction with the principals, to develop 
administrative regulations regarding this policy. 
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MCSD         Code No. 502.8 
December 2020 
Chapter 5 - Student Personnel 
 
Policy Title:  Search and Seizure, Continued 
  
Legal Reference: U.S. Const. amend. IV. 
   New Jersey v. T.L.O., 469 U.S. 325 (1985).  

Cason v. Cook, 810 f.2d 188 (8th Cir. 1987), cert. den., 482 U.S. 930 
(1987). 

   Iowa Code ch. 808A (2013). 
   281 I. A. C. 12.3(6) 
 
 
Cross Reference: 503.1  Student Conduct 

502.13  Corrective Discipline 
503.2 Expulsion 

 
 
New Policy Discussion and First Reading 10-13-97 
Second and Final Reading   10-27-97 
Review Policy      12-10-01 
Reviewed by Policy Committee  02-14-05, 01-28-08, 10-14-13, 02-11-19, 12-21-20 
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MCSD         Code No. 502.8E1 
December 2020 
Chapter 5 - Student Personnel 
 
Policy Title:  Search and Seizure 
                                          
CHECKLIST 
 

I. What factors caused you to have a reasonable and articulable suspicion that the search 
of this student or the student’s effects, or automobile would turn up evidence that the 
student has violated or is violating the law, school policy, or rules or regulations 
affecting school order? 

 
 A. Eyewitness account. 
  1. By whom:         
  2. Date/Time:          
  3. Place:          
  4. What was seen:        
             
 
 B. Information from a reliable source. 
  1. From whom:          
  2. Time received:         
  3. How information was received:       
  4. Who received the information:       
  5. Describe information:        

          
          

 
 C. Suspicious behavior?  Explain. 
             
             
             
   
 D Time of Search:          
 
 E Location of Search:          
 
 F Student told purpose of search:        
 
 G Consent of student requested:        
 
II. Was the search you conducted reasonable in terms of scope and intrusiveness? 
 
 A. What were you searching for: ______________________________ 
 
 B. Where did you search?         
 
 C. Gender of the student:          
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 D. Age of the student: ___________________ 
 
 E. Exigency of the situation: _________________________________ 
 ___________________________________________________________ 
 
 F. What type of search was being conducted: ___________________ 
 ___________________________________________________________ 
 
 G. Who conducted the search: ______________________________ 
 
  Position:       Gender:     
 
 H. Witness(s): ___________________________________________ 
 ___________________________________________________________ 
 
III. Explanation of Search. 
 
 A. Describe the time and location of the search: ________________ 
 ___________________________________________________________ 
 
 B. Describe exactly what was search:   _______________________ 
 ___________________________________________________________ 
 
 C. What did the search yield: ________________________________ 
 
 D. What was seized: _______________________________________ 
 

E. Were any materials turned over to law enforcement officials?    
           
           
       

 
F. Were parents notified of the search including the reason for it and the scope:   
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      Code No. 502.8R1  
 

REGULATION 
 
I. Searches, in general. 
 
 A. Reasonable and Articulable Suspicion:  A search of a student will be 
  justified when there are reasonable grounds for the suspicion that the   
  search will turn up evidence that the student has violated or is violating the 
  law or school district policy, rules, or regulations affecting school order. 
 
  Reasonable suspicion may be formed by considering factors such as the 
  following: 
 
  [1] eyewitness observations by employees; 
  [2] information received from reliable source; 
  [3] suspicious behavior by the student; or, 

 [4] the student’s past history and school record although this factor  
alone is not sufficient to provide the basis for reasonable suspicion. 

 
 B. Reasonable Scope:  A search will be permissible in its scope or    
  intrusiveness when the measures adopted are reasonably related to the 

objectives of the search.  Reasonableness of scope or intrusiveness may be 
determined based on factors such as the following: 

 
  [1] the age of the student; 
  [2] the gender of the student; 
  [3] the nature of the infraction; and 
  [4] the emergency requiring the search without delay. 
 
II. Types of Searches. 
 
 A. Personal Searches. 
   

Prior to conducting the search of any individual the standards of reasonable 
suspicion and reasonable scope outlined in Section I: A & B must be considered. 

   
1. A student’s person and/or personal effects (e.g., purse, backpack, etc.) 

may be searched when a school official has reasonable suspicion to 
believe the student is in possession of illegal or contraband items or has 
violated school district policies, rules, regulations or the law affecting 
school order. 

 
  2. Personally intrusive searches will require more compelling circum- 
   stances to be considered reasonable. 
 
   (a) Pat-Down Search:  If a pat-down search or a search of a  

student’s garments (such as jackets, socks, pockets, etc.) is conducted, it 
will be conducted in private by a school official of the same gender as the 
student and with another adult witness of the same gender present, when 
feasible. 

    
   (b)  A more intrusive search, short of a strip search, of the student’s 
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   person, handbags, book bags, etc., is permissible in emergency 
   situations when the health and safety of students, employees, or  
   visitors are threatened.  Such a search may only be conducted in 

private by a school official of the same gender as the student, with an adult 
of the same gender present unless the health or safety of  
students will be endangered by the delay which may be caused by 
following these procedures. 

 
B. Locker and Desk Inspections 
 

  Although school lockers and desks are temporarily assigned to individual   
  students, they remain the property of the school district at all times.  The 
  school district has a reasonable and valid interest in insuring the lockers  
  and desks are properly maintained.  For this reason, lockers and desks  

are subject to unannounced inspections and student have no legitimate 
expectations of privacy in the locker or desk.  Periodic inspections of all or a 
random selection of lockers or desks may be conducted by school officials in the 
presence of the student or another individual.  Any contraband discovered during 
such searches shall be confiscated by school officials and may be turned over to 
law enforcement officials. 

 
The contents of a student’s locker or desk (coat, backpack, purse, etc.) may be 
searched when a school official has reasonable and articulable suspicion that the 
contents contain illegal or contraband items or evidence of a violation of law or 
school policy or rule.  Such searches should be  

  conducted in the presence of another adult witness when feasible. 
 

C. Automobile Searches 
 

Students are permitted to park on school premises as a matter of privilege, not of 
right.  The school retains authority to conduct routine patrols of the student 
parking lots.  The interior of a student’s automobile on the school premises may 
be searched if the school official has reasonable and articulable suspicion to 
believe that illegal, unauthorized or contraband items are contained inside. 

 
 
A school official shall not conduct a search which involves a strip search, a body cavity search, 
the use of a drug sniffing animal to search a student’s body, the search of a student by a school 
official not of the same gender as the student. 
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MCSD         Code No. 502.9 
February 2019 
Chapter 5 – Student Personnel 
 
Policy Title: Interviews of Students by Outside Agencies 
 
Generally, students may not be interviewed during the school day by persons other than 
parents and school district officials and employees. 
 
Requests from law enforcement officers and from persons other than parents, school 
district officials, and employees to interview students are made through the principal’s 
office.  Upon receiving a request, it is the responsibility of the principal to determine 
whether the request will be granted.  Generally, prior to granting a request, the principal 
will attempt to contact the parents to inform them of the request and to ask them to be 
present. 
 
If a child abuse investigator wishes to interview a student, the principal will defer to the 
investigator’s judgment as to whether the student should be interviewed independently 
from the student’s parents, whether the school is the most appropriate setting for the 
interview, and who will be present during the interview. 
 
Students will not be taken from school without the consent of the principal and without 
proper warrant. 
 
 
Legal Reference:  Iowa Code §§ 232; 280.17 (2013) 

281 I.A.C. 102 
441 I.A.C. 9.2; 155; 175 
1980 Op. Att’y Gen. 275 

 
 
Cross Reference: 402.2 Child Abuse Reporting 

502.10 Search and Seizure 
902.4 Students and the News Media 

 
Adoption of Policy   02-14-05 
First Reading of Policy  02-14-05 
Second and Final Reading  02-28-05  
Reviewed by Policy Committee 01-28-08, 10-14-13, 02-11-19 
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MCSD         Code No. 502.11 
February 2019 
Chapter 5 - Student Personnel 
 
Policy Title Use of Motor Vehicles and Student Driving Permits    
 
The board recognizes the convenience to families and students of having students drive to 
and park at their school attendance center.  Driving a motor vehicle to and parking it at 
the student's attendance center is a privilege. 
 
Students who drive to and park at their school attendance center shall only drive to and 
park at their designated attendance center or at either attendance center or a shared 
district’s attendance center for the purpose of attending extracurricular activities.  
Students may not loiter around or be in their vehicle during the school day without 
permission from the principal.  Students shall leave their attendance center when there is 
no longer a legitimate reason for them to be at their attendance center.  Students who 
drive shall enter and leave the parking lot by the routes designated by the principal.   
 
Students who live within one mile of school, and would not otherwise be eligible for a 
student driving permit, may be eligible for a student driving permit, for driving to and 
from school and school activities and practices if the student has a physical injury, 
impairment or disability that would cause hardship to the student.  In addition, parents 
may make requests in writing to the superintendent of schools to waive the one mile 
limitation for good reason.  Reasons considered valid will include safety concerns, 
financial hardship and / or lack of other available transportation. 
 
Students who wish to drive to and park at their school attendance center shall comply 
with the rules and regulations established by the building principal in addition to state 
motor vehicle laws.  Motor vehicles should not be used during school hours unless 
special permission is given by the principal.  Failure to comply with this policy or the 
school district rules shall be reason for revocation of school driving and parking 
privileges as well as other disciplinary action including suspension and expulsion. 
 
The board also authorizes building level administrators to issue school district citations in 
the amount of $5.00 per citation for students who violate parking regulations and whose 
cars are parked in illegal areas. 
 
The superintendent, after meeting with the student and a parent or legal guardian, shall 
make a decision with regard to the permit request. 
 
 
Legal Reference: Iowa Code §§ 279.8; 321 (2013). 
 
Previous Date of Adoption   09-10-01                  
First Reading on Revision   09-10-01   
Adoption of Revision                09-24-01 
Reviewed by Policy Committee  02-14-05, 01-28-08, 10-14-13, 07-21-14, 02-11-19 
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MCSD         Code No. 502.13 
February 2019 
Chapter 5 - Student Personnel 
 
Policy Title Corrective Discipline        
 
Corporal punishment is defined as the intentional physical punishment of a student.  It 
includes the use of unreasonable or unnecessary physical force or physical contact made 
with the intent to harm or cause pain.  No employee is prohibited from: 
 
^ Using reasonable and necessary force, not designed or intended to cause pain, in 

order to accomplish any of the following: 
 

§ To quell a disturbance or prevent an act that threatens physical harm to any 
person. 

§ To obtain possession of a weapon or other dangerous object within a pupil’s 
control. 

§ For the purposes of self-defense or defense of others as provided for in Iowa Code 
section 704.3. 

§ For the protection of property as provided for in Iowa Code section 704.4 or 
704.5. 

§ To remove a disruptive pupil from class or any area of school premises, or from 
school-sponsored activities off school premises. 

§ To protect a student from the self-infliction of harm 
§ To protect the safety of others. 

  
^ Using incidental, minor, or reasonable physical contact to maintain order and 

control. 
 
Reasonable physical force should be commensurate with the circumstances of the 
situation.  The following factors should be considered in using reasonable physical force 
for the reasons stated in this policy: 
 

1. The size and physical, mental, and psychological condition of the student; 
2. The nature of the student’s behavior or misconduct provoking the use of 

physical force; 
 3. The instrumentality used in applying the physical force; 
 4. The extent and nature of resulting injury to the student, if any; 
 5. The motivation of the school employee using physical force. 
 
Upon request, the student’s parents shall be given an explanation of the reasons for 
physical force. 
 
Legal Reference: Ingraham v. Wright, 430 U.S. 651 (1977). 
   Goss v. Lopez, 419 U.S. 565 (1975). 
   Tinkham v. Kole, 252 Iowa 1303, 110 N.W.2d 258 (1961). 
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   Lai v. Erickson, PTPC Admin. Doc. 83-12 (1983). 
   Iowa Code §§ 279.8; 280.21 (2011). 
   281 I.A.C. 12.3(8), 103. 
   1980 Op Att’y Gen. 275. 
 
 
Previous Date of Adoption  07-17-89 
Revision Discussion   07-19-93 
First Reading on Revision  07-19-93 
Adoption of Revision   08-09-93   
Reviewed by Policy Committee 02-14-05, 01-28-08, 10-14-13, 02-11-19 
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MCSD         Code No. 502.14 
February 2019 
Chapter 5 – Student Personnel 
 
Policy Title:  Alcohol and Chemical Abuse 
 
The Maquoketa Community School District recognizes chemical dependency, including alcoholism, as a 
disease which is treatable.  The Maquoketa Community School District further recognizes that this 
disease affects the dependent person and those persons surrounding the dependent in the family, peer 
group, and job. 
 
Chemical dependency and alcoholism involving students will be treated as a disease and every effort will 
be made to facilitate the dependent entering into an active recovery program.  The school will help those 
students who are abusing chemicals or are chemically dependent. In the case of a family seeking help for 
a dependent student, the school will provide guidance for the family and be active in the intervention 
process. 
 
In the case of students who are seeking help for dependency, every effort will be made to provide an 
educational alternative that includes the recovery process, be it in an in-patient or out-patient setting. 
 
While it is always the intent of the school to deal with students and chemical abuse positively, it is 
recognized that usage and distribution of chemicals and alcohol by youth is both illegal and harmful and 
measures to prevent usage and distribution will be taken as deemed necessary.  Therefore, should there be 
reason to believe that illegal chemicals or alcohol have been brought onto school premises with intent of 
use or distribution, searches of persons, lockers, vehicles, or other properties may be carried out by school 
officials if such search is conducted according to the provisions of the law. 
 
The school may use whatever legal methods are at its disposal to bring awareness to students and their 
families who refusing diagnostic assessment.  This may include suspension, sending student to a 
detoxification center or mandating diagnosis and/or treatment as a condition of a student’s continuation in 
school when adequate reason exists to merit an investigation into a student’s use of mood altering 
chemicals. 
 
The Educational Process 
 
The district will assist in educating students about the use of chemicals.  Students at the elementary level 
will be provided a curriculum emphasizing positive thinking, decision making, making responsible 
choices, and self-esteem.  Students at the junior and senior high levels will be provided a curriculum that 
emphasizes self-awareness, self-esteem and awareness of the types, dangers, and effects of mood altering 
chemicals.  Students will have an opportunity to hear featured speakers and programs on the subjects of 
chemical use and dependency. 
 
Cross Reference; 502.7 Smoking-Drinking-Drugs 
 
Previous Date of Adoption  01-12-87 
Revision Discussion   03-07-88 
First Reading on Revision  03-22-88 
Second Reading and Adoption 04-11-88 
Reviewed by Policy Committee 02-14-05, 01-28-08, 10-14-13, 02-11-19 
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MCSD          Code No. 503.1 
February 2021 
Chapter 5 – Student Personnel 
 
Policy Title:  Student Conduct 
 
The board believes inappropriate student conduct causes material and substantial disruption to the school 
environment, interferes with the rights of others, or presents a threat to the health and safety of students, 
employees, and visitors on school premises.  Appropriate classroom behavior allows teachers to 
communicate more effectively with students. 
 
All employees of the district share the responsibility for seeing that behavior of students meets the 
standards of conduct conducive to a learning situation.  Emphasis shall be placed upon the development 
of students’ abilities to discipline themselves. 
 
Students will conduct themselves in a manner fitting to their age level and maturity and with respect and 
consideration for the rights of others while on school district property or on property within the 
jurisdiction of the school district; while on school owned and/or operated school or chartered vehicles; 
while attending or engaged in school activities; and while away from school grounds if misconduct will 
directly affect the good order, efficient management and welfare of the school district.  Consequences for 
the misconduct will be fair and developmentally appropriate in light of the circumstances. 
 
Students who fail to abide by this policy and the administrative regulations supporting it may be 
disciplined for conduct which disrupts or interferes with the education program; conduct which disrupts 
the orderly and efficient operation of the school district or school activity; conduct which disrupts the 
rights of other students to participate in or obtain their education; conduct that is violent or destructive; or 
conduct which interrupts the maintenance of a disciplined atmosphere.  Disciplinary measures include, 
but are not limited to, removal from the classroom, detention, suspension, probation, and expulsion. 
 
A student who commits an assault against an employee on school district property or on property within 
the jurisdiction of the school district; while on school-owned or school-operated chartered vehicles; while 
attending or engaged in school district activities will be suspended by the principal.  Notice of the 
suspension is sent to the board president and the superintendent.  The board and superintendent will 
review the suspension and decide whether to hold a disciplinary hearing to determine whether to impose 
further sanctions against the student which may include expulsion.  In making its decision, the board shall 
consider the best interests of the school district, which shall include what is best to protect and ensure the 
safety of the school employees and students from the student committing the assault. Assault for purposes 
of this section of this policy is defined as when, without justification, a student does any of the following: 
 

• An act which is intended to cause pain or injury to, or which is intended to result in physical 
contact which will be insulting or offensive to another, coupled with the apparent ability to 
execute the act; or 

• Any act which is intended to place another in fear of immediate physical contact which will be 
painful, injurious, insulting or offensive, coupled with the apparent ability to execute the act; or 

• Intentionally points any firearm toward another or displays in a threatening manner any 
dangerous weapon toward another. 

 
The act is not an assault when the person doing any of the above and the other person are voluntary 
participants in a sport, social or other activity, not in itself criminal, when the act is a reasonably 
foreseeable incident of such sport or activity, and does not create an unreasonable risk of serious injury or 
breach of the peace. 
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MCSD          Code No. 503.1 
February 2021 
Chapter 5 – Student Personnel 
 
Policy Title:  Student Conduct, continued 
 
Removal from the classroom means a student is sent to the building principal’s office.  It is within the 
discretion of the person in charge of the classroom to remove the student.  This policy is not intended to 
address the use of therapeutic classrooms or seclusion rooms for students. 
 
Detention means the student’s presence is required during non-school hours for disciplinary purposes.  
The student can be required to appear prior to the beginning of the school day, after school has been 
dismissed for the day, or on a non-school day.  Whether a student will serve detention, and the length of 
the detention, is within the discretion of the licensed employee disciplining the student or the building 
principal. 
 
Suspension means; either an in-school suspension, an out-of-school suspension, a restriction from 
activities or loss of eligibility.  An in-school suspension means the student will attend school but will be 
temporarily isolated from one or more classes while under supervision.  An in-school suspension will not 
exceed ten consecutive school days.  An out-of-school suspension means the student is removed from the 
school environment, which includes school classes and activities.  An out-of-school suspension will not 
exceed ten days.  A restriction from school activities means a student will attend school and classes and 
practice but will not participate in school activities. 
 
Probation means a student is given a conditional suspension of a penalty for a definite period of time in 
addition to being reprimanded.  The conditional suspension will mean the student must meet the 
conditions and terms for the suspension of the penalty.  Failure of the student to meet these conditions and 
terms will result in immediate reinstatement of the penalty. 
 
Expulsion means an action by the board to remove a student from the school environment, which 
includes, but is not limited to, classes and activities, for a period of time set by the board. 
 
Discipline of special education students, including suspensions and expulsions, will comply with the 
provisions of applicable federal and state laws. 
 
 
Legal Reference: 
 
Goss v. Lopez, 419 U.S. 565 (1975) 
Brands v. Sheldon Community School District, 671 F. Supp. 627 (N.D. Iowa 1987) 
Sims v, Colfax Comm. School Dist., 307 F. Supp. 485 (Iowa 1970) 
Bunger v. Iowa High School Athletic Assn., 197 N.W.2d 555 (Iowa 1972) 
Board of Directors of Ind. School Dist. of Waterloo v. Green, 259 Iowa 1260, 147 N.W.2d 854 (1967) 
Iowa Code §§ 279.8; 282.3; 282.4, 282.5; 708.1  
281 I.A.C.  12.3(6) 
 
Cross Reference: 501.3 Compulsory Attendance 
   503.6 Physical Restraint and Seclusion of Students 
   503.4 Good Conduct Rule 
   603.3 Special Education Programs & Services 
   903.5 Distribution of Materials 
 
 
 



503.1 

Previous Date of Adoption  08-07-81 
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Adoption of Revision   01-12-87 
Reviewed by Policy Committee  02-28-05, 01-28-08, 02-08-16, 11-21-16, 02-11-19, 02-08-21 
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        Code No. 503.1R1 
Administration Action 

 
The principal will conduct an investigation of the allegations against the student prior to imposition of 
any disciplinary action.  The investigation will include, but not limited to, written or oral notice to the 
student of the allegations against the student and an opportunity to respond.  Written notice and reasons 
for the disciplinary action will be sent to the parents. 
 
At the principal’s discretion, the student may be allowed to question witnesses against the student or 
present witnesses on behalf of the student. 
 
Upon the conclusion of the investigation by the principal, the student may be disciplined by one of the 
following actions.   
 
      A. Probation 
             1.      Probation is conditional suspension of a penalty for a set period of time.         

     Probation may be imposed by the principal for infractions of school rules          
     which do not warrant the necessity of removal from school. 

 
2.        The principal will conduct an investigation of the allegations against the     

student prior to imposition of probation.  The investigation will include, but not be 
limited to, written or oral notice to the student of the allegations against the student 
and an opportunity to respond.  Written notice and reasons for the probation will be 
sent to the parents. 
 

B. In-School Suspension 
1. In-school suspension is the temporary isolation of a student from one or more classes 

while under administrative supervision.  In-school suspensions may be imposed by 
the principal for infractions of school rules which are serious but which do not 
warrant the necessity of removal from school. In-school suspension will not be 
imposed for more than ten school days. 

2. The principal will conduct an investigation of the allegations against the student prior 
to imposition of an in-school suspension.  The investigation will include, but not be 
limited to, written or oral notice to the student of the allegations against the student 
and an opportunity to respond.  In-school suspension will not be imposed for more 
than ten school days.  Written notice and reasons for the in-school suspension will be 
sent to the student's parents. 
 

C. Out-of School Suspension 
1. Out-of-school suspension is the removal of a student from the school environment for 

periods of short duration.  Out-of-school suspension is to be used when other 
available school resources are unable to constructively remedy student misconduct. 

 
2.         A student may be suspended out of school for up to three days by a principal   

       for a commission of gross or repeated infractions of school rules, regulations,          
policy or the law, or when the presence of the student will cause interference          
with the maintenance of the educational environment or the operation of the          
school.  With prior approval from the superintendent, the principal may          suspend out 
of school for up to ten days.   

 
3.       Notice of the out-of-school suspension will be mailed no later than the end of         
the  school day following the suspension to the student’s parents and the              
superintendent.  A reasonable effort is made to personally notify the student’s          
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parents and such effort is documented by the person making or attempting to          
make the contact. 

 
D. Suspensions and Special Education Students 

 
1.        Students who have been identified as special education students may      
             be referred for a review of the student’s Individual Education Program  
             (IEP).  The IEP may be revised to include a continuum of intervention  
             strategies and programming to change the behavior. 
2.        Students who have not been identified as special education students    
             may be referred for evaluation after the student’s suspension to  
             determine whether the student has a disability and is in need of special  
             education. 

 
      E. Expulsion 
 

1.       Students may be expelled for violations of board policy, school rules,     
            or the law.  It is within the discretion of the board to discipline a       
            student using an expulsion for a single offense or for a series of  
            offenses depending on the nature of the offense and the circumstances  
            surrounding the offense. 
2.       The superintendent will recommend to the board the expulsion of a  
           student for disciplinary action.  Only the board may take action to   
           expel a student and to readmit the student. 
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          Code No. 503.1R2 
Suspension 

 
Students may be subject to suspension for the following reasons: 
 
1. Disruption of School.  A student shall not by use of violence, force, noise, coercion, threat, 
intimidation, fear, passive resistance, or any other misconduct intentionally seek to cause the substantial 
and material disruption or obstruction of any lawful mission, process, or function of the school.  Neither 
shall the student urge other students to engage in such conduct for the purpose of causing the substantial 
and material disruption or obstruction of any lawful mission, process, or function of the school.  
 
 While this list is not intended to be exclusive, the following acts (when done for the purpose of 
causing a substantial and material disruption or obstruction of any lawful mission, process, or function of 
the school) illustrate the kinds and types of offenses encompassed here: 
 

a. Occupying any school building, school grounds, any other school property, or part 
thereof with the intent to deprive others of its use. 

b. Blocking the entrance or exit of any school building, corridor, room, or school vehicle 
therein depriving others of lawful access to or from, or use of, the building, corridor, 
room, or vehicle; 

c. Setting fire to or substantially damaging any school building or property; 
d. Possession of firearms, explosives, or other weapons, on school property for any 

unlawful purpose; 
e. Prevention of or attempting to prevent by physical act the convening or continued 

functioning of any school, class, or activity or of any lawful meeting or assembly on the 
school property; 

 f. Preventing students from attending a class or school activity; 
g. Except under the direct instructions from the principal (or a person to whom the principal 

has delegated authority), blocking normal pedestrian or vehicular traffic on a school 
campus; and 

h. Continuously making noise or acting in a manner so as to interfere seriously with the 
teacher’s ability to conduct the class. 

 
2. Damage or Destruction of School District Owned Property. (See Policy 502.2) 
 
3. Damage or Destruction of Private Property.  A student shall not intentionally cause or  attempt 
to cause damage to private property on school property, during a school activity,  function, or event off 
the school grounds. 
 
4. Assault on a School District Employee.  (See Policy 503.1) 
 

5. Physical Abuse of a Student or Other Person Not Employed by the School District. (See  Policy 
104) 
 
6. Weapons and Dangerous Instruments. (See Policy 502.6) 
 
7. Narcotics, Alcoholic Beverages, Tobacco, and Stimulant Drugs. (See Policy 502.7)  
 
8. Use of vulgar and/or profane language shall be prohibited (a) on the school grounds during and 
immediately before or immediately after school hours; (b) on the school grounds at any other time when 
the school is being used by a school group; (c) off the school grounds at a school activity function or 
event; or (d) in any building or classroom owned or leased or borrowed by the school district. 
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9. Repeated School Violations.  A student shall not repeatedly fail to comply with the directions of 
teachers, student teachers, substitute teachers, teacher aides, principals, or other authorized school district 
personnel during any period of time when the student is properly under the authority of school personnel. 
 
Procedural Code for Dealing With Alleged Violations 
 
Section 1.  Coverage 
 In dealing with alleged misconduct, the principal shall investigate the incident and hear all 
available accounts of it.  The student shall be encouraged to present any relevant defense.  If the student 
requests that other witnesses be questioned, the principal should talk to them if possible.  If the student 
makes a reasonable claim or other defense that, if true, would demonstrate innocence but is not 
immediately available, the principal should postpone disciplinary action for a reasonable time until such 
evidence may be presented. 
 
Section 2. Limitation of Principal’s Power to Suspend 
 If the principal investigates student’s alleged misconduct and decides to take disciplinary action, 
the investigation must include all alleged misconduct known at that time.  The most serious action that a 
principal can take on independent authority for any and all misconduct by a particular student, known at 
any one time, is to give a three day suspension.  If additional penalties appear appropriate, the approval of 
the superintendent will be sought. 
 
Section 3. Summary Suspensions 
 If the principal witnesses, or receives a report of any serious student misconduct and if, based on 
professional judgment, the removal of the student is necessary to prevent material disruption of school or 
to restore order or to protect persons in the school or on the school grounds, the student may immediately 
be suspended for three days.  In such cases, the principal is not required to conduct the investigation 
before the suspension.  However, such investigation and decision on any additional disciplinary action 
shall be completed by the end of the school day which follows a summary suspension. 
 
Section 4. Short-Term Suspension 
 1. Out-of-School Suspension 

A short term suspension is a denial to the student of the right to attend school and/or take 
part in school sponsored activities for any period of time up to and including three school 
days.  The principal may invoke a short-term suspension only after investigating the 
misconduct and only for the following reasons: 
a. A violation of the school rules prohibiting serious student misconduct as 

previously defined in this policy, 
b. Misconduct of the same type as previously prohibited in this policy, but which is 

not, based on professional judgment, as serious as the stated misconduct; or 
c. Misconduct that is proscribed by rules adopted by the school covering 

misconduct. 
 2. In-School Suspension 

If it is appropriate in the judgment of the principal, the terms of a suspension may include 
an in-school suspension.  An in-school suspension does not modify the other 
requirements of this policy.  A student placed on in-school suspension will be denied the 
right to attend classes and participate in school sponsored activities but will remain at 
school under school supervision. 

 
Section 5. Sending a Suspended Student Home During the School Day 
 When a student is suspended, the principal shall attempt to reach the student’s parents or legal 
guardian (if the student is under the age of 18) to inform them of the school’s action and to request that 
they either come to the school for the school’s action and to request that they either come to the school for 
the student or otherwise provide for the student’s departure from the school and grounds.  If, in the 
professional judgment of the principal, the continued presence of the student in the school or on the 
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school grounds presents a danger to others or would substantially disrupt the operation of the school, the 
principal may cause a student to leave the school and grounds before a contact is made with a parent or 
legal guardian.  However, due consideration shall be given to the age of the student as well as the distance 
to the home. 
 
Section 6. Notice of Suspension and Provision for Conference 
 When a student is suspended, the principal shall: 

a. Send a statement to the student’s parents or legal guardian, the superintendent of 
schools and the President of the School Board fully describing the student’s 
misconduct, the action taken, and the reason for the action; 

b. Hold a conference with the student’s parents or legal guardian before or at the 
time the student returns to school (may be waived by joint agreement of the 
principal and parent or guardian). 

c. Secure and file written documentation of the misconduct in the student’s 
cumulative file. 

 
Section 7. Initiating Long-term Suspension  

a. Suspension for a Period of Time Over Three Days.  If the principal, after an investigation, 
decides that a more severe penalty is warranted, an appropriate recommendation shall be 
made to the superintendent before the end of the school day following the day of the 
alleged misconduct.  A principal, with approval of the superintendent, may invoke up to 3 
consecutive three day suspensions. 

 b. Sanctions Before Referral to Superintendent. 
Nothing in paragraph (a) above prohibits a principal from invoking a short-term 
suspension of three days or other sanctions within a principal’s powers before referring 
the student to the superintendent. 

 c. Written Notice. 
Written Notice of the Recommendation for Long-term Suspension shall be given to the 
Superintendent and President of the School Board.  Such notice shall contain the findings 
of the principal’s investigation, recommendations, and the prior discipline record of the 
student.  When a student is recommended for expulsion by the board, the student/parent 
shall be provided with: 

 
  (1) Notice of the reasons for the proposed suspension; 

(2) The names of the witnesses and an oral or written  
report on the facts to which each witness will testify; 

(3) An opportunity to present a defense against the  
charges and provide either oral testimony or written affidavits of witnesses on the 
student’s behalf; 

  (4) The right to be represented by counsel; 
(5) The results and finding of the board in writing  

open to the student’s inspection. 
 
In addition to these procedures, a special education student will be provided with the following 
procedures: 
 

(1) A staffing team should determine whether the student’s behavior is caused by the 
student’s handicap and whether the conduct is the result of inappropriate placement.  
Discussions and conclusions of this meeting should be recorded. 

(2) If the handicapped student’s conduct is not caused by the handicap, the student may be 
expelled or suspended for a long-term period following written notice to the parent and 
pursuant to the district’s expulsion hearing procedure. 
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MCSD          Code No. 503.2 
February 2019 
Chapter 5 - Student Personnel 
 
Policy Title: Expulsion  
 
Only the board may remove a student from the school environment.  The removal of a student from the school 
environment, which includes, but is not limited to, classes and activities, is an expulsion from school. 
 
Students may be expelled for violations of board policy, school rules, or the law.  It is within the discretion of 
the board to discipline a student by using an expulsion for a single offense or for a series of offenses 
depending on the nature of the offense and the circumstances surrounding the offense. 
 
It is within the discretion of the superintendent to recommend to the board the expulsion of a student for 
disciplinary purposes.  Only the board may take action to expel a student and to readmit the student.  The 
principal will keep records of expulsion in addition to the board’s records. 
 
When a student is recommended for expulsion by the board, the student is provided with: 
 

1. Notice of the reasons for the proposed expulsion; 
2. The names of the witnesses and an oral or written report on the facts to which each witness testifies 

unless the witnesses are students whose names may be released at the discretion of the 
superintendent. 

3. An opportunity to present a defense against the charges and provide either oral testimony or written 
affidavits of witnesses on the student’s behalf; 

4. The right to be represented by counsel; and 
5. The results and finding of the board in writing open to the student’s inspection. 

 
In addition to these procedures, a special education student must be provided with additional procedures.  A 
determination should be made of whether the student is actually guilty of the misconduct.  A staffing team 
should determine whether the student’s behavior is caused by the student’s disability and whether the conduct 
is the result of inappropriate placement.  Discussions and conclusions of this meeting should be recorded.   
 
If the special education student’s conduct is not caused by the disability, the student may be expelled or 
suspended for a long-term period following written notice to the parent and pursuant to the school district’s 
expulsion hearing procedures.  If the misconduct is caused by the disability and a change in placement is 
recommended, the change must be made pursuant to the placement procedures used by the school district. 
 
Legal Reference:  Goss v. Lopez, 419 U.S. 565 (1975) 
    Wood v. Strickland, 420 U.S. 308 (1975) 

Southeast Warren Comm. School Dist. v. Dept. of Public Instruction, 285 
N.W.2d 173 (Iowa 1979) 

    Iowa Code §§ 21.5; 282.3, .4, .5 (2013) 
    281 I.A.C. 12.3(6) 
 
Previous Date of Adoption   07-17-89 
Review Discussion    12-10-01   
Revised     12-10-01  
Reviewed by Policy Committee  02-28-05, 01-28-08, 10-14-13, 02-11-19 
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           Code No. 503.2R1 
 

Administration Action 
 
The principal will conduct an investigation of the allegations against the student prior to imposition of any 
disciplinary action.  The investigation will include, but not limited to, written or oral notice to the student of 
the allegations against the student and an opportunity to respond.  Written notice and reasons for the 
disciplinary action will be sent to the parents. 
 
At the principal’s discretion, the student may be allowed to question witnesses against the student or present 
witnesses on behalf of the student. 
 
Upon the conclusion of the investigation by the principal, the student may be disciplined by one of the 
following actions.   
 
      A. Probation 

1. Probation is conditional suspension of a penalty for a set period of time.  Probation may be 
imposed by the principal for infractions of school rules which do not warrant the necessity of 
removal from school. 

 
2.        The principal will conduct an investigation of the allegations against the     

student prior to imposition of probation.  The investigation will include, but not be limited 
to, written or oral notice to the student of the allegations against the student and an 
opportunity to respond.  Written notice and reasons for the probation will be sent to the 
parents. 

 
B. In-School Suspension 

 In-school suspension is the temporary isolation of a student from one or more classes while under 
administrative supervision.  In-school suspensions may be imposed by the principal for infractions of school 
rules which are serious but which do not warrant the necessity of removal from school. In-school suspension 
will not be imposed for more than ten school days. 
 
 The principal will conduct an investigation of the allegations against the student prior to imposition of an 
in-school suspension.  The investigation will include, but not be limited to, written or oral notice to the student 
of the allegations against the student and an opportunity to respond.  In-school suspension will not be imposed 
for more than ten school days.  Written notice and reasons for the in-school suspension will be sent to the 
student's parents. 
 

C. Out-of School Suspension 
1. Out-of-school suspension is the removal of a student from the school environment for 

periods of short duration.  Out-of-school suspension is to be used when other available 
school resources are unable to constructively remedy student misconduct. 

2.         A student may be suspended out of school for up to three days by a principal for a  
commission of gross or repeated infractions of school rules, regulations, policy or the law, 
or when the presence of the student will cause interference with the maintenance of the 
educational environment or the operation of the school.  With prior approval from  

            the superintendent, the principal may suspend out of school for up to  ten days.   
3.       Notice of the out-of-school suspension will be mailed no later than the end of the school  
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day following the suspension to the student’s parents and the superintendent.  A reasonable 
effort is made to personally notify the student’s parents and such effort is documented by 
the person making or attempting to make the contact. 

 
D. Suspensions and Special Education Students 

 
1. Students who have been identified as special education students may be referred for a 

review of the student’s Individual Education Program (IEP).  The IEP may be revised to 
include a continuum of intervention strategies and programming to change the behavior. 

2. Students who have not been identified as special education students may be referred for 
evaluation after the student’s suspension to determine whether the student has a disability 
and is in need of special education. 

 
       

Administration Action 
 
 
E. Expulsion 

 
1.       Students may be expelled for violations of board policy, school rules,     
            or the law.  It is within the discretion of the board to discipline a       
            student using an expulsion for a single offense or for a series of  
            offenses depending on the nature of the offense and the circumstances  
            surrounding the offense. 
2.       The superintendent will recommend to the board the expulsion of a  
           student for disciplinary action.  Only the board may take action to   
           expel a student and to readmit the student. 
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          Code No. 503.2R2 
Expulsion 

 
Students may be subject to expulsion for the following reasons: 
 
1. Disruption of School.  A student shall not by use of violence, force, noise, coercion, threat, 
intimidation, fear, passive resistance, or any other misconduct intentionally seek to cause the substantial and 
material disruption or obstruction of any lawful mission, process, or function of the school.  Neither shall the 
student urge other students to engage in such conduct for the purpose of causing the substantial and material 
disruption or obstruction of any lawful mission, process, or function of the school.  
 
 While this list is not intended to be exclusive, the following acts (when done for the purpose of causing 
a substantial and material disruption or obstruction of any lawful mission, process, or function of the school) 
illustrate the kinds and types of offenses encompassed here: 
 

a. Occupying any school building, school grounds, any other school property, or part thereof with 
the intent to deprive others of its use. 

b. Blocking the entrance or exit of any school building, corridor, room, or school vehicle therein 
depriving others of lawful access to or from, or use of, the building, corridor, room, or vehicle; 

c. Setting fire to or substantially damaging any school building or property; 
d. Possession of firearms, explosives, or other weapons, on school property for any unlawful 

purpose; 
e. Prevention of or attempting to prevent by physical act the convening or continued functioning 

of any school, class, or activity or of any lawful meeting or assembly on the school property; 
 f. Preventing students from attending a class or school activity; 

g. Except under the direct instructions from the principal (or a person to whom the principal has 
delegated authority), blocking normal pedestrian or vehicular traffic on a school campus; and 

h. Continuously making noise or acting in a manner so as to interfere seriously with the teacher’s 
ability to conduct the class. 

 
2. Damage or Destruction of School District Owned Property. (See Policy 502.2) 
 
3. Damage or Destruction of Private Property.  A student shall not intentionally cause or attempt to cause 
damage to private property on school property, during a school activity, function, or event off the school 
grounds. 
 
4. Assault on a School District Employee.  (See Policy 503.1) 
 
5. Physical Abuse of a Student or Other Person Not Employed by the School District. (See Policy  
104) 
 
6. Weapons and Dangerous Instruments. (See Policy 502.6) 
 
7. Narcotics, Alcoholic Beverages, Tobacco, and Stimulant Drugs. (See Policy 502.7)  
 
8. Use of vulgar and/or profane language shall be prohibited (a) on the school grounds during and 
immediately before or immediately after school hours; (b) on the school grounds at any other time when the 
school is being used by a school group; (c) off the school grounds at a school activity function or event; or (d) 
in any building or classroom owned or leased or borrowed by the school district. 



 

503.2 

9. Repeated School Violations.  A student shall not repeatedly fail to comply with the directions of 
teachers, student teachers, substitute teachers, teacher aides, principals, or other authorized school district 
personnel during any period of time when the student is properly under the authority of school personnel. 
 
Procedural Code for Dealing With Alleged Violations 
 
Section 1.  Coverage 
 In dealing with alleged misconduct, the principal shall investigate the incident and hear all available 
accounts of it.  The student shall be encouraged to present any relevant defense.  If the student requests that 
other witnesses be questioned, the principal should talk to them if possible.  If the student makes a reasonable 
claim or other defense that, if true, would demonstrate innocence but is not immediately available, the 
principal should postpone disciplinary action for a reasonable time until such evidence may be presented. 
 
Section 2. Initiating Long-term Expulsion. 

a. Expulsion.  If the principal, after an investigation, decides that a more severe penalty is 
warranted, an appropriate recommendation shall be made to the superintendent before the end 
of the school day following the day of the alleged misconduct.   

b. Written Notice. 
Written Notice of the Recommendation for Long-term Suspension or Expulsion shall be given 
to the Superintendent and President of the School Board.  Such notice shall contain the findings 
of the principal’s investigation, recommendations, and the prior discipline record of the student.  
When a student is recommended for expulsion by the board, the student/parent shall be 
provided with: 

 
  (1) Notice of the reasons for the proposed expulsion; 

(2) The names of the witnesses and an oral or written  
report on the facts to which each witness will testify; 

(3) An opportunity to present a defense against the  
charges and provide either oral testimony or written affidavits of witnesses on the 
student’s behalf; 

  (4) The right to be represented by counsel; 
(5) The results and finding of the board in writing  

open to the student’s inspection. 
 
In addition to these procedures, a special education student will be provided with the following procedures: 
 

(1) A staffing team should determine whether the student’s behavior is caused by the student’s 
handicap and whether the conduct is the result of inappropriate placement.  Discussions and 
conclusions of this meeting should be recorded. 

(2) If the handicapped student’s conduct is not caused by the handicap, the student may be expelled 
or suspended for a long-term period following written notice to the parent and pursuant to the 
district’s expulsion hearing procedure. 

(3) If the misconduct is caused by the handicap and a change in placement is recommended, the 
change must be made pursuant to the placement procedures used by the school district. 

(4) If a change in placement is not recommended, a determination must be made as to how to cope 
with the student in the future. 

 
The Board of Education shall, either at its regularly scheduled meeting or at a special meeting, consider such 
recommendations. 
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Section 8. Chronic Offenders. 
If a student has been suspended for more than a total of six school days during a semester, the principal 
may refer the student to the superintendent. 

 
Section 9. Dissemination of Policies 
 

The school shall provide students and parents with all policies and regulations affecting student 
conduct which could result in suspension or expulsion.  Publication of such rules and regulations in 
student handbooks, parent handbooks, or in a patron or building level newsletter shall be considered 
adequate notice. 
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Policy Title:  Fines – Fees – Charges 
 
The board believes students should respect school district property and assist in its preservation 
for future use by others.  Students may be assessed fines, charges, or fees for the materials 
needed in a course, for overdue school materials, for participating in activities, or for misuse of 
school property. 
 
The superintendent shall inform the board of the dollar amount to be charged to students or 
others for fines, charges, or fees annually.  Parents of students meeting specific financial 
eligibility standards will be eligible for a waiver of student fees or a reduction of student fees 
based upon the request of the parent.  It shall be the responsibility of the superintendent, in 
conjunction with the principal, to develop administrative regulations regarding this policy. 
 
 
 
Legal Reference: Iowa Code §§ 256.7(20); 279.8; 280.10, .11; 282.6; 285.1; 301.1 

(2013) 
 281 I.A.C. 18.2 
 1994 Op. Att’y Gen. 23. 
 1990 Op. Att’y Gen. 79. 
 1982 Op. Att’y Gen. 227. 
 1980 Op. Att’y Gen. 532. 
 
Cross Reference: 501.16  Homeless Children & Youth 

502.2 Care of School Property/Vandalism 
 

 
Reviewed and Discussed  07-15-96 
First Reading    08-12-96 
Second and Final Reading  09-09-96 
Reviewed by Policy Committee 02-28-05, 01-28-08, 08-08-11, 05-13-13, 10-14-13,  
     7-21-14, 11-10-14, 02-11-19 
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STUDENT BOOK FEE WAIVER AND REDUCTION PROCEDURES 
 

The board recognizes that while certain fees charged students are appropriate and authorized, certain 
students and their families are not financially able to pay the fees.  The school district will grant 
either full waivers, partial waivers, or temporary waivers depending upon the circumstances and the 
student or student’s parents’ ability to meet the financial criteria. 
 

A. WAIVERS 
1. Full Waivers – a student will be granted a full waiver of book fees, 

instrument rental, rollerskate rental, pre-school tuition and drivers education 
fees charged by the school district if the student or student’s parents meet the 
financial eligibility criteria for free meals under the Child Nutrition Program, 
Family Investment Program, MCSD Household Income Information Form, 
transportation assistance under open enrollment, or students in foster care.  

2. Partial Waivers – a student will be granted a partial waiver of book fees, 
instrument rental, rollerskate rental, pre-school tuition and drivers education 
fees charged by the school district if the student or the student’s parents meet 
the financial eligibility criteria for reduced price meals offered under the 
Child Nutrition program and MCSD Household Income Information Form.  
The reduction percentage will be fifty (50) percent. 

3. Temporary Waivers-a student may be eligible for a temporary waiver of 
fees charged by the district in the event the student’s parents are facing 
financial difficulty.  Temporary waivers may be applied for at any time 
throughout the school year and will not extend beyond the end of the school 
year. 

B. Application – Parents or students eligible for a fee waiver shall make an application 
on the form provided by the school district.  Applications may be made at any time 
but must be renewed annually.  

C. Confidentiality – The school district will treat the application and application 
process as any other student record and student confidentiality and access provisions 
will be followed. 

D. Appeals – Denials of a waiver may be appealed to the superintendent of schools. 
E. Fines or charges assessed for damage or loss to school property are not fees and will 

not be waived. 
F. Notice – the school district will annually notify parents and students of the waiver.  

The following information will be included in registration materials and printed in the 
student handbook: 

 
Students whose families meet the income guidelines for free and reduced price lunch, the Family 
Investment Program (FIP), or transportation assistance under open enrollment or who are in foster 
care are eligible to have their student fees waived or partially waived.  Students whose families are 
experiencing a temporary financial difficulty may be eligible for a temporary waiver of student fees. 
Parents or students who believe they may qualify for temporary financial hardship should contact any 
school building for a waiver form. This waiver does not carry over from year to year and must be 
completed annually. 
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STANDARD BOOK FEE WAIVER APPLICATION 
 

 
Maquoketa Community School District must obtain authorization from parent/guardian to use 
the below information to determine eligibility towards certain school fees. 
 
 
Date   School Year _________ Valid through ____________________ 
 
All information provided in connection with this application will be kept confidential.  LIST 
ALL SCHOOL AGE STUDENTS IN THE HOUSEHOLD. 
 
Name of Student      Grade   School: ________________ 
 
Name of Student      Grade   School: ________________ 
 
Name of Student      Grade   School: ________________ 
 
Name of Student      Grade   School: ________________ 
 
Name of Student      Grade   School: ________________ 
 
Name of parent, guardian, 
or legal or actual guardian:            
      Printed Name 
 
Please check if the student or the student’s family meets the financial eligibility criteria or 
is involved in one of the following programs: 
 
   State of Iowa Direct Certification 
   Qualified under the Iowa Eligibility Application 
   The Family Investment Program (FIP) 
 ______ Transportation assistance under open enrollment 
 ______ MCSD Household Income Information Form 
   Foster care 
 
Note:  Your signature is required for the release of information regarding the student or the 
student’s family financial eligibility for the programs checked above. 
 
Signature of parent, guardian, 
or legal or actual guardian:            
 
              
 
FOR OFFICE USE ONLY:         Full waiver    Partial Waiver    
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Policy Title:  Good Conduct Rule 
 
Participation in school activities is a privilege.  School activities provide the benefits of 
promoting additional interests and abilities in the students during their school years and 
for their lifetimes. 
 
Students who participate in extracurricular activities serve as ambassadors of the school 
district throughout the calendar year, whether away from school or at school.  Students 
who wish to have the privilege of participating in extracurricular activities must conduct 
themselves in accordance with board policy and must refrain from activities, which are 
illegal, immoral, or unhealthy. 
 
Students who fail to abide by this policy and the administrative regulations supporting it 
may be subject to disciplinary measures.  The principal and/or activities director will 
keep records of violations of the good conduct rule. 
 
It is the responsibility of the superintendent in cooperation with principals and activities 
directors to develop rules and regulations for school activities.  These rules and 
regulations will be recorded in the Activity Handbook.  Students wanting to participate in 
school activities must meet the requirements set out by the school district for 
participation in the activity. 
 
Legal Reference:  
 
Bunger v. Iowa High School Athletic Assn., 197 N.W.2d 555 (Iowa 1972) 
In re Jason Clark,  1 D.P.I. App. Dec. 167 (1978) 
Iowa Cody §§ 280.13, .13A (2013) 
281 I.A.C. 12.3(6); 36.15 (1) 
 
Cross Reference: 503.1 Maintenance of Orderly Conduct 
   503.2 Expulsion 
 
 
Adoption of Policy   02-28-05 
First Reading    02-28-05 
Second Reading   03-14-05 
Reviewed by Policy Committee 01-28-08, 10-14-13, 02-11-19 
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Title:  Corporal Punishment, Mechanical Restraint and Prone Restraint 
 
The use of corporal punishment, mechanical restraint and/or prone restraint is prohibited in all schools.  
Corporal punishment is defined as the intentional physical punishment of a student.  It includes the use 
of unreasonable or unnecessary physical force or physical contact made with the intent to harm or 
cause pain.  No employee is prohibited from any of the following which are not considered corporal 
punishment: 
 
 • Using reasonable and necessary force, not designed or intended to cause pain, in order to 

accomplish any of the following: 
  -- To quell a disturbance or prevent an act that threatens physical harm to any person. 
  -- To obtain possession of a weapon or other dangerous object(s) within a student’s 

control. 
  -- For the purposes of self-defense or defense of others as provided for in Iowa Code 

section 704.3. 
  -- For the protection of property as provided for in IOWA CODE section 704.4 or 704.5. 
  -- To remove a disruptive student from class or any area of school premises or from 

school-sponsored activities off school premises. 
  -- To protect a student from the self-infliction of harm. 
  -- To protect the safety of others. 
 • Using incidental, minor, or reasonable physical contact to maintain order and control. 
 
Mechanical restraint means the use of a device as a means of restricting a student’s freedom of 
movement.  Mechanical restraint does not mean a device used by a trained individual for specific 
approved therapeutic or safety purposes for which the device was designated and, if applicable, 
prescribed, including restrains for medical immobilization, adaptive devices or mechanical supports 
used to allow greater freedom of mobility than would be possible without use of such devices or 
mechanical supports, and vehicle safety restraints when used as intended during the transport of a 
student in a moving vehicle. 
 
Prone restraint means any restraint in which the student is held face down on the floor. 
 
Reasonable physical force should be commensurate with the circumstances of the situation.  The 
following factors should be considered in using reasonable physical force for the reasons stated in this 
policy: 
 1. The size and physical, mental, and psychological condition of the student; 
 2. The nature of the student's behavior or misconduct provoking the use of physical force; 
 3. The instrumentality used in applying the physical force; 
 4. The extent and nature of resulting injury to the student, if any; including mental and 

psychological injury; 
 5. The motivation of the school employee using physical force. 
 
Upon request, the student's parents are given an explanation of the reasons for physical force. 
 
It is the responsibility of the superintendent to develop administrative regulations regarding this policy. 
 
Legal Reference: Ingraham v.Wright, 430 U.S. 651 (1977). 
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 Goss v. Lopez, 419 U.S. 565 (1975). 
 Tinkham v. Kole, 252 Iowa 1303, 110 N.W.2d 258 (1961). 
  Iowa Code §§ 279.8; 280.21 (2013). 
 281 I.A.C. 12.3 (6); 103. 
 1980 Op. Att'y Gen. 275. 
 
Cross Reference: 104 Anti-Bullying/Harassment Policy 
 503.6 Physical Restraint and Seclusion 
 
Adoption of Policy   02-28-05 
First Reading    02-28-05 
Second Reading    03-14-05 
Reviewed by Policy Committee 01-28-07, 10-14-13, 02-11-19, 02-08-21  
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Policy Title:  Physical Restraint and Seclusion of Students 
 
It is the goal of the district that all students can learn and grow in a safe and peaceful environment that 
nurtures the student and models respect for oneself and others.  On occasion, trained district employees 
and others may have to use behavior management interventions, physical restraints and/or seclusion of 
students.  The goal of these interventions is to promote the dignity, care, safety, welfare and security of 
each child and the school community.  With this objective in mind, the district, the district will prioritize 
the use of the least restrictive behavioral interventions appropriate for the situation. 
 
Physical restraint means a personal restriction that immobilizes or reduces the ability of a student to move 
the student’s arms, legs, body, or head freely.  Physical restraint does not mean a technique used by 
trained school personnel, or used by a student for the specific and approved therapeutic or safety purposes 
for which the technique was designed and, if applicable, prescribed.  Physical restraint does not include 
instructional strategies, such as physically guiding a student during an educational task, hand-shaking, 
hugging, or other non-disciplinary physical contact. 
 
Seclusion means the involuntary confinement of a child in a seclusion room or area from which the child 
is prevented or prohibited from leaving; however, preventing a child from leaving a classroom or school 
building are not considered seclusion.  Seclusion does not include instances when a school employee is 
present within the room and providing services to the child, such as crisis intervention or instruction. 
 
Physical restraint or seclusion is reasonable or necessary only: 
 

• To prevent or terminate an imminent threat of bodily injury to the student or others; or 
• To prevent serious damage to property of significant monetary value or significant nonmonetary 

value or importance; or 
• When the student’s actions seriously disrupt the learning environment or when physical restraint 

or seclusion is necessary to ensure the safety of the student or others; and 
• When less restrictive alternatives to seclusion or physical restraint would not be effective, would 

not be feasible under the circumstances, or have failed in preventing or terminating the imminent 
threat or behavior; and 

• When the physical restraint or seclusion complies with all applicable laws. 
 
Prior to using physical restraint or seclusion, employees must receive training in accordance with the law.  
Any individual who is not employed by the district but whose duties could require the individual to use or 
be present during the use of physical restraint or seclusion on a student will be invited to participate in the 
same training offered to employees on this topic.  
 
When required by law, the superintendent’s designee will ensure a post-occurrence debriefing meeting is 
held, maintain documentation and fulfill all reporting requirements for each occurrence of physical 
restraint or seclusion as required by law. 
 
Legal Reference: Iowa Code   279.8; 280.21 
   281 I.A.C. 103 
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Policy Title:  Physical Restraint and Seclusion of Students 
 
Cross Reference: 402.3 Abuse of Students by School District Employees 
   503.5 Corporal Punishment 
 
 
 
Adoption of Policy  2-8-21 
First Reading of Policy  2-8-21 
Second and Final Reading 3-1-21 
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USE OF PHYSCIAL RESTRAINT AND SECLUSION WITH STUDENTS 
 
 

The District will comply with 281 Iowa Administrative Code Ch. 103 for the use of physical restraint and 
seclusion with students, including, but not limited to: 
 

• Physical restraint and seclusion will be used only by employees who have been trained in 
accordance with applicable law unless a trained employee is not immediately available due to the 
unforeseeable nature of the occurrence. 

 
• As soon as practical after the situation is under control, but within one hour after either the 

occurrence or the end of the school day, whichever occur first, the school will attempt to contact 
the student’s parent or guardian using the school’s emergency contact system. 

 
• The seclusion or physical restraint is used only for as long as necessary based on research and 

evidence to allow the student to regain control of their behavior to the point that the threat or 
behavior necessitating the use of the seclusion or physical restraint has ended, or when a medical 
condition occurs that puts the student at risk of harm.  Unless otherwise provided for in the 
student’s written approved IEP, BIP, IHP, or safety plan, if the seclusion or physical restraint 
continues for more than 15 minutes: 

 
o The student will be provided with any necessary breaks to attend to personal and bodily 

needs, unless doing so would endanger the child or others. 
o An employee will obtain approval from an administrator’s designee to continue seclusion 

or physical restraint beyond 15 minutes.  After the initial approval, an employee must 
obtain additional approval every 30 minutes thereafter for the continuation of the 
seclusion or physical restraint. 

o The student’s parent or guardian and the school may agree to more frequent notifications 
than is required by law. 

o Schools and district employees must document and explain in writing the reasons why it 
was not possible for the employees to obtain approval, notify parents, or take action 
within prescribed time limits. 

o Schools and district employees who begin and then end use of nonapproved restraints 
will document and explain in writing the reasons why they had no other option but to use 
this type of behavioral intervention. 

 
• The area of seclusion will be a designated seclusion room that complies with the seclusion room 

requirements in accordance with law, unless the nature of the occurrence makes the use of the 
designated seclusion room impossible, clearly impractical, or clearly contrary to the safety of the 
student, others, or both; in that event, the school must document and explain in writing the 
reasons why a designated seclusion room was not used.       
 

• An employee must continually visually monitor the student for the duration of the seclusion or 
physical restraint. 

 
• If an employee restrains a student who uses sign language or an augmentative mode of 

communication as the student’s primary mode of communication, the student shall be permitted  
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USE OF PHYSCIAL RESTRAINT AND SECLUSION WITH STUDENTS, continued 

 
to have the student’s hands free of physical restraint, unless doing so is not feasible in view of the threat 
posed. 
 

• Seclusion or physical restraint shall not be used: as punishment or discipline; to force compliance 
or to retaliate; as a substitute for appropriate educational or behavioral support; to prevent 
property damage except as provided in law; as a routine school safety measure; or as a 
convenience to staff. 
 

• The Superintendent or the Superintendent’s designee will investigate any complaint or allegation 
that one or more employees violated any provisions of 281 Iowa Administrative Code Ch. 103.  If 
the District determines a violation has occurred, corrective action will be taken up to and 
including termination of the employees involved.  If the allegation or complaint involves a 
specific student the District will notify the parents or guardian of the involved student about the 
results of the investigation.  If any allegation or complaint is also defined as abuse in 281 Iowa 
Administrative Code 102.2, the procedures listed in chapter 102 will apply. 
 

• The District must comply with and implement Chapter 103 whether or not a parent consents to 
the use of physical restraint or seclusion. 
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USE OF PHYSICAL RESTRAINT AND/OR SECLUSION DOCUMENTATION FORM 

 
 

Describe any less restrictive means attempted as an alternative to physical restraint and seclusion or 
why those means would not be effective or feasible, or have failed: 
 
 
 
 
 
 
 
_____________ 
 

 
Approval from administrator to continue physical 
restraint or seclusion past 15 minutes: 
 

Approval obtained from administrator to continue 
physical restraint or seclusion more than 30 
minutes past last approval time: 
 

Administrator approving: Administrator approving: 
 

Time approved: Time approved: 
 

Reasons for length of incident: Reasons for length of incident: 
 
 

 
If Administrator approval was not obtained at 15 minutes or every 30 minutes thereafter, or a student 
was not provided with breaks for bodily needs in incidents lasting longer than 15 minutes, explain why: 
 
 
 
 
 
Parent/Guardian notification: Parents/Guardians will be notified as soon as practicable once the 
occurrence is under control, but no more than one hour after, or the end of the school day, whichever 
occurs first.  Space below for documenting multiple attempts to notify guardians is listed in case the 
guardian cannot be reached in the first attempt. 
Employee attempting 
notification: 

Parent/Guardian 
contacted: 

Time and manner of 
attempted notification: 

Was notification 
successful? 

Employee attempting 
notification: 

Parent/Guardian 
contacted: 

Time and manner of 
attempted notification: 

Was notification 
successful? 

Employee attempting 
notification: 

Parent/Guardian 
contacted: 

Time and manner of 
attempted notification: 

Was notification 
successful? 

If Parent/Guardian notification requirements were not complied with, explain why: 
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Describe injuries sustained or property damaged by students or employees: 
 
 
 
Describe future approaches to address student behavior including any consequences or disciplinary 
actions that may be imposed on the student: 
 
 
 
 
 
 

 
This form has been reviewed and completed by the undersigned employee.  A written copy of this form 
has been sent to the student’s parent or guardian within three school days of the occurrence.  Unless the 
parent or guardian agrees to receive the report by email, fax or hand delivery, the report must be sent by 
mail and postmarked by the third day following the occurrence.  Enclosed with a copy of this form is an 
invitation for the parents or guardians to participate in the debriefing meeting scheduled in accordance 
with the law. 
 
_____________________________  _______________________________________ 
Employee     Date of form delivered to Parent/Guardian 
 
 
       

______________________________________ 
      Method of Transmittal 
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DEBRIEFING LETTER TO GUARDIAN OF STUDENT INVOLVED IN AN OCCURRENCE 
WHERE PHYSICAL RESTRAINT AND/OR SECLUSION WAS USED 

 
Dear [Guardian], 
Recently, your student [name] was involved in an occurrence at school that required the physical restraint 
and/or seclusion of your student as define by 281 Iowa Administrative Code Ch. 103.  A report related to 
this occurrence is enclosed with this letter. 
 
The law requires debriefing meetings be held for such occurrences in the following circumstances: 
 

• Following the first instance of seclusion or physical restraint during a school year; 
• When any personal injury occurs as part of the use of seclusion or physical restraint; 
• When a reasonable educator would determine a debriefing session is necessary; 
• When suggested by a student’s IEP team; 
• When agreed to by the guardian and school officials; and 
• After seven instances of seclusion or physical restraint of the student. 

 
This letter is intended to inform you that a debriefing meeting will be held on [date within 5 days of 
transmission of letter, time, place] because of [reason from bulleted list above].  The following 
employees will be in attendance at this meeting: [list names and titles of employees].  We are inviting you 
to attend this debriefing meeting to engage with us on topics related to this occurrence. 
 
If you would like to reschedule the debriefing meeting, please contact me as soon as possible via email 
[email address] or telephone [telephone number], and at least one school day prior to the date and time 
listed for this debriefing meeting.  Your student is allowed to attend this meeting with your consent, and 
you are welcome to bring a representative to this meeting, please let us know at least one school day prior 
to the meeting so that we have an opportunity to make arrangements. 
 
We look forward to working with you to foster the continued health, safety and education growth of your 
student. 
 
______________________________________  _________________________ 
[Administrator name], title    Date 
 
Enclosure: Report related to student occurrence 
 
[This letter and the enclosed report may be transmitted electronically via email or fax, picked up in 
person, or mailed.  If the district and the guardian do not agree on how to transmit this letter, it must be 
mailed via postage prepaid, first class mail to the guardian within 3 school days of the occurrence.] 
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DEBRIEFING MEETING DOCUMENT 
 
[The following individuals must attend the debriefing meeting: employees who administered physical 
restraint or seclusion; an administrator or employee not involved in the occurrence; the administrator or 
employee who approved continuation of the physical restraint or seclusion; other relevant personnel 
designated by the school; if indicated by student’s behavior in occurrence, an expert in behavioral/mental 
health or other discipline.  The following individuals must be invited to attend the debriefing meeting: the 
parent or guardian of the student, the student with guardian’s consent.] 
 
Student name: Date of occurrence: 

 

Date of debriefing meeting: Time of debriefing meeting: 
 

Location of debriefing meeting:  
 

Names of individuals attending the debriefing meeting 
(must include the employees involved and at least one 
employee who was not involved): 
 
 
 
 
 
 
 

Job title of employee and/or relation to 
student: 
 
 
 
 
 
 
 

Documentation reviewed during meeting (must include at least the occurrence report; and BIP, IHP, 
IEP and/or safety plan if applicable): 
 
 
 
 
Identification of patterns of behavior and proportionate response, if any, in the student and employees 
involved: 
 
 
 
 
 

 
Possible alternative responses, if any, to the incident/less restrictive means, if any: 
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Additional resources, if any, that could facilitate those alternative responses in the future: 
 
 
 
 
 
 
Plans for additional follow up actions, if any: 
 
 
 
 
 
 

 
This form has been reviewed and completed by the undersigned employee. A written copy of this form 
has been sent to the student’s guardian within three school days of the debriefing meeting. 
 
 
____________________________      ________________________________________ 
Employee         Date of delivered to Parent/Guardian 
 
 

         
      ________________________________________ 

          Method of transmittal 
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Policy Title:  Attendance at Events Outside of School 
 
Events in which students participate during school hours or as representatives of the 
school but at places outside of the school must be sponsored and supervised by school 
approved personnel.  Rules of behavior shall be the same as at any in-school activity or 
event. 
 
The Board of Education has no control or responsibility for any school child when the 
child is in the custody and control of his/her parents or other agencies. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Previous Date of Adoption  08-07-81 
Revision Discussion   12-15-86 
Adoption of Revision   01-12-87 
Reviewed by Policy Committee 02-28-05, 01-28-08, 10-14-13, 02-11-19 
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Policy Title:  Student Activities - Transportation Requests    
 
No student(s) may travel to or from school-sponsored functions (conventions, games, 
meetings, etc.) in which they participate as representatives of the school in private cars 
unless they have the approval of an appropriate administrator. 
 
When an activity group has been transported by school bus or school car, each student 
must return in the same vehicle.  The only exceptions are as follows: 
 

1. An approved written request by the parent/guardian must be given to the 
sponsor before the trip is made. 

 
2. The parent/guardian must also orally communicate with the coach or 

sponsor before the event or game. This must be done in addition to the 
written request. 

 
Any student wishing to ride home from an event with a parent or guardian other than 
their own must follow steps 1 and 2 above prior to the event. 
 
Under no circumstances will students be allowed to travel to or return from an out-of-
town activity in a vehicle driven by another student. 
 
 
 
 
 
Previous Date of Adoption  01-12-87 
Revision Discussion   07-19-93 
First Reading on Revision  07-19-93 
Adoption of Revision   08-09-93  
Reviewed by Policy Committee 02-28-05, 01-28-08, 10-14-13 , 02-11-19 
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Policy Title: The Seventh and Eighth Grades Athletic Program   
 
The number and length of practices and the number of contests or meets in each sport are limited with 
maxima clearly specified in this policy. 
 
The foregoing stipulations are established (1) because of the recognized physiological and psychological 
make-up of the adolescent at this age, (2) to foster maximum interest and enthusiasm on the part of each 
student, (3) to create an atmosphere whereby attitudes and skill development will be the paramount 
objectives, and (4) in the belief that the maintenance of a high level of interest and participation through 
senior high school is best achieved through a developmental athletic program in the middle school, 
characterized by a gradual increase in the demands placed upon the students in terms of skills to be 
mastered, amount of practice, and the number of games and/or meets. 
 
VOLLEYBALL - 7TH and 8TH - Shall start the first week of school and finish on or before the fourth week 
in October with a minimum of 20 practices.   
 
FOOTBALL - 7TH and 8TH - Shall start the first week of school and finish on or before the 4th week in 
October with a minimum of 20 practices. 
 
BASKETBALL - 7TH and 8TH BOYS - Shall start the first week in January and finish the first week in 
March with 20 minimum practice sessions.   
 
BASKETBALL - 7TH and 8TH GIRLS - Shall start the last week of October and finish no later than the 
third week in December with a minimum of 20 practice sessions.   
 
WRESTLING - Shall start the last week in October and extend until Christmas vacation with 20 minimum 
practice sessions.   
 
TRACK - BOYS AND GIRLS - Shall start in April as weather permits with a minimum of 20 practices.   
 
The number of interscholastic competitions shall not exceed the limits established by the Iowa High School 
Athletic Associations. 
 
Regulations governing activities that may be added in the future will be incorporated by the board at the 
time of the approval of said activities. 
 
BASEBALL - SOFTBALL - Eighth grade students may participate in these sports at the high school level.   
Rules and regulations as established by the high school staff shall apply.  The middle school administration 
shall be responsible for determining eligibility and in determining the right to compete based on citizenship 
and middle school code of conduct. 
 
Previous Date of Adoption  07-13-87 
Adoption of Revision   08-09-93 
Revision    05-12-03 
Reviewed by Policy Committee 03-14-05, 01-28-08, 10-14-13, 02-11-19 



 

503.10 
 

MCSD         Code No. 503.10 
February 2019 
Chapter 5 – Student Personnel 
 
Policy Title:  Procedures for Adding or Deleting Activities 
 
The Board of Education recognizes the need to implement an orderly procedure for 
changing the activity offerings of the district.  Activity offerings are defined as all school-
sponsored athletic and extracurricular programs.  This is to suggest that changes, either 
additions or deletions, occur only after a careful study by the administration of such 
matters as: 
 
1. Financial Consequences 
2. Staffing Availability 
3. Student Interest and Participation 
4. Facility Availability or Limitation 
 
No addition or deletion can be made without prior board approval. 
 
 
 
 
 
 
 
 
 
 
 
Previous Date of Adoption  01-12-87 
Revision Discussion   05-22-89 
First Reading Level   06-26-89 
Second and Final Reading  07-17-89 
Reviewed by Policy Committee 03-14-05, 01-28-08, 10-14-13, 02-11-19  



 

503.11 
 

MCSD         Code No. 503.11 
February 2019 
Chapter 5 - Student Personnel 
 
Policy Title:  Participation in Non-School Activities   
 
Participation in school activities is a privilege.  School activities provide the benefits of 
promoting additional interests and ability in the students during their school years and for their 
lifetime. 
 
Students will have an opportunity to participate in a school activity unless the activity is not 
offered, the activity is an intramural or interscholastic athletic activity or the student cannot 
participate for disciplinary reasons.  If the activity is an intramural or inter- 
scholastic athletic activity, students of the opposite gender will have a comparable opportunity 
for participation.  Comparable opportunity does not guarantee boys and girls will be allowed to 
play on each other’s teams where there are athletic activities available that will allow both boys 
and girls to reap the benefits of school activities, which are the promotion of additional interests 
and abilities in the students. 
 
Student activity events must be approved by the superintendent unless it involves unusual travel 
expense, in which case the board will take action.  The events must not disrupt the education 
program or other school district operations. 
 
A high school student who participates in school sponsored athletics may participate in a non-
school sponsored sport during the same season with the written approval of the superintendent, 
high school principal, or activities director. 
 
It shall be the responsibility of the superintendent to develop administrative regulations for each 
school activity.  These regulations will be written in the Activity Handbook and shall include, 
but not limited to, when physical examinations will be required, academic requirements, and 
proof of insurance on the student participating in certain activities.  Students wanting to 
participate in school activities must meet the requirements set out by the school district for 
participation in the activity. 
 
Legal Reference: 20 U.S.C.  §§ 1681-1683; 1685-1686 (2004). 
   34 C.F.R. Pt. 106.41 (1993). 
   Iowa Code §§ 216.9; 280.13-.14 (2011). 
   281   I.A.C.  12.6 
 
Cross Reference: 503.1  Maintenance of Orderly Conduct 
   502.13  Corrective Discipline 
   504.6  Student Activity Programs & Eligibility Requirements 
   507.1  Physical Examinations/Student Health Services 
 
Previous Policy Adoption    01-12-87 
Review on Revision     09-22-97 
First Reading Approval of Revision   10-13-97 
Second and Final Reading on Revision  10-27-97 
Reviewed by Policy Committee   03-14-05, 01-28-08,10-14-13, 02-11-19 



 

503.12 

MCSD         Code no. 503.12 
February 2019 
Chapter 5 – Student Personnel 
 
Policy Title:  Student Involvement in Decision Making 
 
Two essential factors in creating a stimulating learning climate for all students are the 
active involvement of students in their education, including educational planning and 
evaluation, and the fostering of a spirit of inquiry whereby students may freely express 
their views and listen to and evaluate the opinions of others.  Student advisory 
participation on the School Board is therefore authorized in order to facilitate more 
effective communication and to help promote sound education.  Student representatives 
shall be entitled to attendance at all open meetings of the board. 
 
Students may bring to the Board different types of information and opinions that may 
have not been heard regularly in the past.  Very often, members of the Board are unaware 
of students’ reactions to the many developments in their schools.  Conversely, 
explanations of Board decisions which concern students generally do not reach them and 
misunderstandings sometimes result.  Student representation as provided by these 
procedures may help fill such a communication gap. 
 
The building level administrator shall encourage the members of the Student Senate to 
attend regularly scheduled Board meetings to bring ideas and concerns to the attention of 
the Board of Education. 
 
 
 
 
 
 
 
 
 
 
 
 
Previous Date of Adoption  06-14-76 
Revision Discussion   12-15-86 
Adoption of Revision   01-12-87 
Reviewed by Policy Committee 03-14-05, 01-28-08, 10-14-13, 02-11-19 
 
 



503.6 

MCSD         Code No. 503.13 
February 2021 
Chapter 5 – Student Personnel 
 
Policy Title:  Interscholastic Competition 
 
Students may participate in interscholastic athletic, music, speech, and other contests or 
events approved by the administration.  Any such event must be directed and guided by 
professional personnel and be approved by the administration. 
 
No student shall participate in an athletic practice without filing a doctor’s certificate of 
good health and insurance verification. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Original Adoption    09-24-73 
Revision Discussion    06-08-81 
First Reading     07-13-81 
Second Reading – Adoption   08-07-81 
Reviewed by Policy Committee  11-17-86, 02-28-05, 01-28-08, 10-14-13,  

02-11-19, 02-08-21 



 

504.1 

MCSD         Code No. 504.1 
February 2019 
Chapter 5 – Student Personnel 
 
Policy Title:  Student Government 
 
The student council provides for student activities, serves as a training experience for 
student leaders, promotes the common good, gives students a share in the management of 
the school, develops high ideals of personal conduct, acts as a clearinghouse for student 
activities, seeks to interest students in school district affairs and helps solve problems that 
may arise.  Members of the council are student representatives who have direct access to 
the administration. 
 
The function of student government shall be to provide a channel of communication 
between students and the professional staff of the building or unit.   
 
The principal, in conjunction with the students and licensed employees, will set forth the 
guidelines for the student government’s elections, operations, and other elements of the 
government.  Regulations and policies shall always remain the province of the Board and 
administration. 
 
 
 
Legal Reference: Iowa Code § 279.8 (2013) 
 
 
 
 
 
Previous Date of Adoption  09-24-73 
Revision Discussion   12-15-86 
Adoption of Revision   01-12-87 
Reviewed by Policy Committee 03-14-05, 01-28-08, 10-14-13, 02-11-19 
 
 
 
 
 
 
 
 
 
 
 



504.2 
 

MCSD         Code No. 504.2 
December 2020 
Chapter 5 – Student Personnel 
 
Policy Title:  Student Organizations 
 
No student organization shall exist which is not approved by the Board of Education.  
Building principal and the Superintendent shall determine qualifications and regulations 
for student groups and make recommendations to the Board for groups seeking approval.  
Applications for organizing shall be relayed to the Superintendent through the building 
principal. 
 
Failure to comply with regulations shall result in disbanding the organization by action of 
the Board. 
 
 
 
Legal Reference: Westside Community Board of Education vs. Mergens,  
    496 U.S. 226 (1990) 
   Bender vs. Williamsport Area Community School District, 
    741 F.2d 538 (3d Cir. 1984) vacated and remanded on  
    other grounds, 475 U.S. 534 (1986) 
   20 U.S.C. §§ 4071-4074 (2012) 
   Iowa Code §§ 287.1-.3; 297.9 (2013) 
 
Cross Reference:  504.6 Student Activity Program-Eligibility Requirements &  

Participation in Non-School Activities 
 
 
 
 
Original Adoption   09-24-73  
Revision Discussion   06-08-81 
First Reading    07-13-81 
Second Reading – Adoption  08-07-81 
Reviewed by Policy Committee 11-17-86, 03-14-05, 01-28-08, 10-14-13, 02-11-19,  
     12-21-20 
 
 



504.3 

MCSD         Code No: 504.3 
June 2020 
Chapter 5 - Student Personnel      
 
Policy Title:  School Publications                 
 
Student publications must be approved by the building principal or by his/her designated staff member 
before being published and distributed. 
 
Students may produce official school publications as part of the curriculum under the supervision of a 
faculty advisor and the principal.  Official school publications include material produced in the 
journalism, newspaper, yearbook, or writing classes and distributed to the student body either free or 
for a fee. 
 
Any expression made by students, including student expression in official school publications, is not 
an expression of official school policy.  The school district, the board, and the employees or officials 
are not liable in any civil or criminal action for any student expression made or published by students 
unless the employees or officials have interfered with or altered the content of the student speech or 
expression.  The liability, if any, is only to the extent of the interference or alteration of the speech or 
expression. 
 
Official school publications are free from prior restraint by employees or officials except as provided 
by law.  A faculty advisor will supervise student writers to maintain professional standards of English 
and journalism and to comply with the law including, but not limited to, the restrictions against 
unlawful speech.  The production of official school publications will be guided by the law and by the 
ethical standards adopted by professional associations or societies of journalism. 
 
Persons, other than students, who believe they have been aggrieved by student expression in a student-
produced official school publication shall follow the grievance procedure outlined in board policy 
102R1.  Students who believe their freedom of expression in a student-produced official school 
publication has been restricted shall follow the grievance procedure outlined in board policy 102R1. 
 
The superintendent in cooperation with the building principal will be responsible for developing a 
student publications code.  This code will include, but not limited to, reasonable rules including time, 
place, and manner of restrictions.  The building principal will also be responsible for distributing this 
policy and the student publications code to the student and their parents. 
 
 
Legal Reference:  Hazelwood School District v. Kuhlmeier, 484 U.S. 260 (1988) 
    Bystrom v. Fridley High School, 822 F.2d 747 (8th cir. 1987) 
    Iowa Code § 280.22 (2013) 
 
Previous date of Adoption   09-24-73 
Adoption of Revision    01-12-87 
Policy Reviewed    01-14-02 
Policy Reviewed by Policy Committee 03-14-05, 01-28-08, 10-14-13, 02-11-19, 06-15-20 
 
 
 
 



504.3 

          Code No: 504.3R1 
 
STUDENT PUBLICATIONS CODE 
 
A.  Official school publications defined. 
 
 An “official school publication” is material produced by students in the journalism, 
 newspaper, yearbook, or writing classes and distributed to students either free or 
 for a fee. 
 
B.  Expression in an official school publication. 
  
 1. No student shall express, publish, or distribute in an official school 
  publication material which is: 
  a. obscene; 
  b. libelous; 
  c. slanderous; or 
  d. encourages students to: 
   1. commit unlawful acts; 
   2. violate school rules; 
   3. cause the material and substantial disruption of the orderly 
    and efficient operation of the school or school activity; 
   4. disrupt or interfere with the education program; 
   5. interrupt the maintenance of a disciplined atmosphere; or 
   6. infringe on the rights of others. 
 
 2. The official school publication is produced under the supervision of a faculty 
  advisor. 
 
C.  Responsibilities of students. 
 
 1. Students writing or editing official school publications will assign and 
  edit the news, editorial, and feature contents of the official school 
  publications subject to the limitations of the student publications code  
  and the law. 
  
 2. Students will strive to achieve professional standards of accuracy, 
  fairness, objectivity, and thoroughness in each and every aspect of 
  official school publications. 
 
 3. Students will strive to achieve professional standards of grammar,  
  usage, punctuation, and spelling for clarity and accuracy of official 
  school publications. 
 

D. Responsibilities of faculty advisors. 
 
 Faculty advisors will supervise student writers to maintain professional   
 standards of English and journalism and to comply with the law including, but  
 
 



504.3 

 
Code No: 504.3E1 

 
STUDENT PUBLICATIONS CODE, continued 
 
 not limited to, the restrictions against unlawful speech.     
   
E.  Liability 
 
 Student expression in an official school publication will not be deemed to be an  
 expression of the school district.  The school district, the board, and the employees 
 or officials are not liable in any civil or criminal action for any student expression made 
 or published by students unless the employees or officials have interfered with or  
 altered the content of the student expression.  The liability, if any, is only to the 
 extent of interference or alteration of the speech or expression. 
 
F.  Appeal procedure. 
 
 1. Students who believe they have been unreasonably restricted in their 
  exercise of expression in an official student publication shall seek review of 
  the decision through the student grievance procedure, under board policy 102R1. 
 
 2. Persons who believe they have been aggrieved by a student-produced 
  official student publication shall file their complaint through the citizen grievance 
  procedure, under board policy 102R1 903.7. 
 
G.  Time, place, and manner of restrictions on official school publications. 
 
 1. Official student publications may be distributed in a reasonable manner on 
  or off school premises. 
 
 2. Distribution in a reasonable manner shall not encourage students to: 
 
  a. commit unlawful acts; 
  b. violate school rules; 
  c. cause the material and substantial disruption of the orderly and 
   efficient operation of the school district or school activity; 
  d. disrupt or interfere with the educational program; 
  e. interrupt the maintenance of a disciplined atmosphere; or 
  f. infringe on the rights of others. 



 

504.5 

MCSD         Code No. 504.5 
February 2019 
Chapter 5 – Student Personnel 
 
Policy Title:  Student Fundraising 
 
Students may raise funds for school-sponsored events with the permission of the 
activities director and the principal.  Fundraising by students for events other than school-
sponsored events is not allowed.  Collection boxes for school fundraising must have prior 
approval from the activities director and the principal before being placed on school 
property. 
 
 
 
 
 
Legal Reference:   
 
Senior Class of Pekin High School v. Tharp, 154 N.W.2d 874 (1967) 
Iowa Code § 279.8 (2013) 
 
 
 
 
 
Adoption of Policy   03-14-05 
First Reading of Policy  03-14-05 
Second and Final Reading  03-28-05 
Reviewed by Policy Committee 01-28-08, 10-14-13, 02-11-19 



 

504.6 

MCSD         Code No. 504.6 
February 2019 
Chapter 5 – Student Personnel 
 
Policy Title:  Student Activity Program, Eligibility Requirements, and Participation in  

Non-School Activities 
 
Participation in school activities is a privilege.  School activities provide the benefits of 
promoting additional interests and abilities in the students during their school years and 
for their lifetime. 
 
Students will have an opportunity to participate in a school activity unless the activity is 
not offered, the activity is an intramural or interscholastic athletic activity or the student 
cannot participate for disciplinary reasons.  If the activity is an intramural or 
interscholastic athletic activity, students of the opposite gender will have a comparable 
opportunity for participation.  Comparable opportunity does not guarantee boys and girls 
will be allowed to play on each other’s teams where there are athletic activities available 
that will allow both boys and girls to reap the benefits of school activities, which are the 
promotion of additional interests and abilities in the students. 
 
It shall be the responsibility of the activities director in cooperation with the building 
principal to develop administrative regulations for each school activity.  These 
regulations shall include, but not be limited to, when physical examinations will be 
required, how and when parents will be informed about the risk of the activity, forms and 
procedures for a waiver of liability from the parent and student in certain activities, 
academic requirements, and proof of insurance on the student participating in certain 
activities.  Student wanting to participate in school activities must meet the requirements 
set out by the school district for participation in the activity. 
 
Students who attend school in the school district under board policy, “Open Enrollment” 
are subject to the participation guidelines of the state law. 
 
Student activity events must be approved by the appropriate building principal unless it 
involves unusual travel expense, in which case the superintendent’s approval is also 
required.  The events must not disrupt the education program or other school district 
operations. 
 
A high school student who participates in school sponsored athletics may participate in a 
non-school sponsored sport during the same season with the written approval of the high 
school principal or athletic director. 
 
The administration of the Maquoketa Community Schools will see to it annually that 
Standards of Conduct are issued to all students who participate in extra curricular 
activities.  As required by law, these standards shall be reviewed periodically and updated 
as deemed necessary by the Board of Education. 
 



 

504.6 

MCSD         Code No. 504.6 
February 2019 
Chapter 5 – Student Personnel 
 
Policy Title: Student Activity Program, Eligibility Requirements, and Participation in  

Non-School Activities 
 
Penalty guidelines for violation of aforementioned Standards of Conduct shall be 
distributed to students and parents. 
 
The principal with assistance from the activities director and the appropriate coach or 
coaches shall insure the due process is afforded each alleged violator before penalty is 
invoked. 
 
Students K-8 and a parent must sign a certificate indicating that they have read the Guide 
for Standards of Conduct before being permitted to participate or practice in said activity.  
Students in grades 9 – 12 are governed by the same policy except that they are not 
required to have a parent’s counter-signature. 
 
 
 
 
Legal Reference:  Iowa Code §§ 216.9; 280.13-.14 (2013) 
   20 U.S.C. §§ 1681 – 1683, 1685 – 1686. (2012) 
   34 C.F.R. Pt. 106.41 (2012) 
   281 I.A.C. 12.3(6), 12.6., 3615(7) 
 
Cross Reference: 501.3  Compulsory Attendance 
   503.1  Student Conduct 
   502.13  Corrective Discipline 
   507.1  Physical Examinations  
 
 
 
 
Previous Policy Adoption  01-12-87 
Adoption of Revision    06-26-89 
Review on Revision    12-10-01 
Reviewed by Policy Committee 03-14-05, 01-28-08, 10-14-13, 02-11-19 



 

504.7 

MCSD         Code No. 504.7 
February 2019 
Chapter 5 – Student Personnel 
 
Policy Title  Emergency School Closings 
 
The Superintendent of Schools shall have the authority to close schools because of 
extreme weather or other emergency conditions for the length of time the emergency 
exists.  He/she shall make provisions to publicly announce such closings via available 
mass communication media as soon as possible after the decision to close. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Previous Date of Adoption  11-22-71 
Revision Discussion   12-15-86 
Adoption of Revision   01-12-87 
Reviewed by Policy Committee 03-28-05, 01-28-08, 10-14-13, 02-11-19 



 

504.8 

MCSD         Code No:  504.8 
February 2019 
Chapter 5 – Student Personnel 
 
Policy Title:  Social Events 
 
All social events shall be under the control and supervision of professional school 
personnel.  Approval for an event shall be secured from the principal of the building 
involved before any public announcement is made.  Hours, behavior, and activities 
related to social events shall be reasonable and proper as determined by the 
administration.  Only those students who can be expected to recognize the authority and 
responsibility of the school personnel shall be permitted to attend social functions. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
First Reading    09-17-73 
Second Reading – Adopted  09-24-73 
Reviewed by Policy Committee 11-17-86 
Reviewed by Policy Committee 03-28-05, 01-28-08, 10-14-13, 02-11-19 
 



 

504.9 

MCSD         Code no. 504.9 
February 2019 
Chapter 5 – Student Personnel 
 
Policy Title:   Intramural Activities 
 
An intramural program may be established in the school(s) of the district.  All such 
activities shall be approved by the building principal.  The extent of any intramural 
program will be dependent upon budgetary measures and availability of physical 
facilities and staff. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Previous Date of Adoption  08-07-81 
Revision Discussion   12-15-86 
Adoption of Revision   01-12-87 
Reviewed by Policy Committee 03-28-05, 01-28-08, 10-14-13, 02-11-19 
 



 

504.9 

MCSD         Code no. 504.9 
February 2019 
Chapter 5 – Student Personnel 
 
Policy Title:   Intramural Activities 
 
An intramural program may be established in the school(s) of the district.  All such 
activities shall be approved by the building principal.  The extent of any intramural 
program will be dependent upon budgetary measures and availability of physical 
facilities and staff. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Previous Date of Adoption  08-07-81 
Revision Discussion   12-15-86 
Adoption of Revision   01-12-87 
Reviewed by Policy Committee 03-28-05, 01-28-08, 10-14-13, 02-11-19 
 



 

505.1 

MCSD         Code No:  505.1 
February 2019 
Chapter 5 - Student Personnel 
 
Policy Title:  Student Progress Reports and Conferences      
 
Students shall receive a progress report at the end of each grading period.  Students, who 
are doing poorly and their parents, shall be notified prior to the end of the semester in 
order to have an opportunity to improve their grade.  The board encourages the 
notification of students who have made marked improvement prior to the end of the 
semester. 
 
Parent-teacher conferences will be held twice a year.  The conferences at the Middle 
School and High School are not individually scheduled. 
 
Parents, teachers, and principals may request a conference in grades kindergarten through 
twelve in addition to the scheduled conference time.  Parents and students are encouraged 
to discuss the student’s progress or other matters with the student’s teacher. 
 
 
Legal Reference: Iowa Code §§ 256.11, .41, 280, 248.12 
   281   I.A.C. 12.3(4) 12.3(6), .5(16). 
 
 
Cross Reference: 506.1 Student Records Access 

505.6 Ninth Grade Requirements, Sr. High Graduation, 
Commencement, and Status of Non-Grad. Seniors 

 
 
 
Approved    12-13-99             
Reviewed        12-10-01  
Reviewed by Policy Committee 03-28-05, 02-11-08, 08-13-12, 10-14-13, 02-11-19 



 

505.2 

MCSD          Code No: 505.2 
February 2019 
Chapter 5 – Student Personnel  
 
Policy Title: Student Promotion – Retention - Acceleration 
 
Students will be promoted to the next grade level at the end of each school year based on the 
student’s achievement, age, maturity, emotional stability, and social adjustment. 
 
The district shall adhere to the following:  
 

• Retention/Promotion in kindergarten – eighth grade:  The retention of a student will 
be determined based upon the judgment of the district’s professional staff.  When it 
becomes evident a student in grades kindergarten through eight may be retained in a 
grade level for an additional year, the parents will be informed prior to making the 
retention decision and a conference will be held.  It is within the sole discretion of the 
district to retain students in their current grade level and to deny promotion to a student. 

 
• Retention/Promotion in ninth – twelfth grade:  Students in grades nine through twelve 

will be informed of the required course work necessary to be promoted each year.  When 
it becomes evident a student in these grades will be unable to meet the minimum credit 
requirements for the year, the student and parents will be informed.  It is within the sole 
discretion of the district to retain students in their current grade level and to deny 
promotion to a student. 

 
• Acceleration in kindergarten – twelfth grade: Students in grades kindergarten through 

twelve with exceptional talents may, with the permission of the principal and parents, 
take classes beyond their current grade level.  Enrichment opportunities outside the 
school district may be allowed when they do not conflict with the school district’s 
graduation requirements. 

 
• Retention or Acceleration in kindergarten – twelfth grade may also occur in 

additional instances as provided by law. 
 
Any student or parent who is not satisfied with the decision of the district’s professional staff 
may seek recourse through policy 502.4 – Student Complaints and Grievances. 
 
Legal Reference: Iowa Code §§ 256.11, .41, 279.8,  
   281 I.A.C. 12.5(16). 
 
Previous Date of Adoption  01-26-87 
Revision Discussion   06-12-89 
First Reading on Revision  06-26-89 
Second and Final Reading  07-17-89 
Reviewed by Policy Committee 03-28-05, 01-28-08, 10-14-1, 02-08-16, 11-20-17,  

02-11-19 



 

505.3 

MCSD         Code No. 505.3 
February 2019 
Chapter 5 - Student Personnel 
 
Policy Title:  Student Honors and Awards     
 
The school district shall provide a program that establishes honors and awards including, 
but not limited to, academic letters, scholarships and good citizenship awards for students 
to assist students in setting goals.  Students shall be made aware of honors and awards 
and the action necessary on the part of the student to achieve them.  
 
 
 
 
 
 
 
 
 
Legal Reference:  Iowa Code §279.8 (2013). 
 
 
 
 
 
 
 
Previous Date of Adoption  01-12-87 
Revision Discussion   02-24-97 
First Reading on Revision  03-10-97 
Adoption of Revision   03-24-97 
Reviewed by Policy Committee 03-28-05, 01-28-08, 10-14-13, 02-11-19 



505.4 

MCSD          Code No: 505.4 
February 2019 
Chapter 5 – Student Personnel  
 
Policy Title: Testing Program 
 
A comprehensive testing program is established and maintained to evaluate the education 
program of the school district and to assist in providing guidance or counseling services to 
students and their families. 
 
No student is required, as part of any applicable program, funded by the United States 
Department of Education, to submit to a survey, analysis or evaluation that reveals information 
concerning: 

• Political affiliations or beliefs of the student or student’s parent; 
• Mental or psychological problems of the student or the student’s family; 
• Gender behavior or attitudes; 
• Illegal, anti-social, self-incriminating or demeaning behavior; 
• Critical appraisals of other individuals with whom respondents have close family 

relationships; 
• Legally recognized, privileged and analogous relationships, such as those of lawyers, 

physicians and ministers; 
• Religious practices, affiliations or beliefs of the student or student’s parent; or 
• Income, (other than that required by law to determine eligibility for participation in a 

program or for receiving financial assistance under such program), 
Without the prior consent of the student (if the student is an adult or emancipated minor), or in 
the case of an un-emancipated minor, without the prior written consent of the parent. 
 
The superintendent of school with assistance from the professional staff shall develop standards 
and procedures to evaluate the educational program and student progress within each area of 
instruction. 
 
The Board of Education shall have the responsibility of granting approval to the evaluation and 
testing program. 
 
An annual report of achievement test results will be made by levels EC-2, 3-5, 6-8, and 9-12. 
 
 
Legal Reference: 20 U.S.C. § 1232h  

Iowa Code §§ 280.3;  
 
Previous Date of Adoption  09-28-81 
Adoption of Revision   01-26-87 
Date of Revision   04-14-03 
Reviewed by Policy Committee 03-28-05, 02-11-08, 10-14-13, 11-21-16, 02-11-19 
 



505.5 

MCSD         Code No.  505.5 
December 2020 
Chapter 5 – Student Personnel 
 
Policy Title:  Graduation Requirements 
 
Students must have successfully completed the courses required by the Board and Iowa 
Department of Education in order to graduate.  
 
It is the responsibility of the Superintendent to ensure that students complete grades one 
through twelve.  It shall be the responsibility of the superintendent to ensure that: 
 
High school graduates must complete 27 credits prior to graduation. The following 
credits will be required for graduation: 
  Courses     Units 
  English/Language Arts   4 credits 

Science     3 credits 
Math      3 credits  
Social Studies     3 credits of which will 
include: 

   United State Government  .5 credits 
   American History   1 credits 
   Financial Literacy   .5 credits* 
    
  PE      2 semester 
 
  *Beginning with graduating class of 2021 
  
Students enrolled in competent private instruction (home schooling), and are residents of 
the Maquoketa Community School District, may choose to enroll at Maquoketa as a full-
time student and work towards a Maquoketa Community diploma.  For a diploma to be 
awarded, the student must meet the graduation requirements specified in this policy.  To 
receive a Maquoketa diploma, the last two semesters prior to graduation (at a minimum) 
must be done as a full-time Maquoketa student. 
 
If a class was not taken at an accredited high school, the superintendent shall determine 
through testing, whether credit is awarded for prior work or not, and where placement of 
student will be in regards to his/her grade status.  Credit will be given as a pass/fail grade. 
 
Residents of the Maquoketa Community School District who choose competent private 
instruction for their child, but also wish that child to achieve a Maquoketa diploma at 
some future time are urged to contact the high school administration during their child’s 
8th grade year to coordinate their credits with those of the Maquoketa Community School 
District.  There are state-mandated requirements that must be met before any student 
receives a Maquoketa diploma.  Physical education, US History, and US Government are 
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the current requirements for all students.  Without coordination of these classes, the 
awarding of a diploma may not be possible. 
 
Students who choose competent private instruction during the 9th – 11th grade years must 
submit a listing of classes being taken (the equivalent of eight credits per semester) prior 
to the beginning of a semester.  The purpose of this requirement is to ensure that 
Maquoketa offers the class being proposed and that a proper test exists to evaluate the 
privately substituted class. 
 
A student who chooses competent private instruction and later opts to enroll at 
Maquoketa to work toward a Maquoketa Community diploma must be a full-time student 
for a minimum of four full semesters to qualify for honors, Maquoketa-based 
scholarships, and competitive class ranking. 
 
Beginning with the class of 2022, graduation requirements for special education students 
will include successful completion of four years of English, three years of math, three 
years of social studies, and three years of science. 
 
The required courses of study will be reviewed by the Board annually. 
 
Legal References: Iowa Code §§ 256.7, 11, 41; 279.8, 280.3, .14 
   281 I.A.C. 12.3(.5); 12(5) 
 
Cross Reference: 603.3 Special Education Programs and Services 
 
Previous Date of Adoption  07-18-94 
Revision Discussion   12-12-94 
First Reading on Revision  12-12-94 
Second and Final Reading  01-09-95 
Reviewed by Policy Committee 05-09-05, 06-12-06, 02-11-08, 06-08-09, 10-14-13, 
     02-11-19, 06-15-20, 12-21-20 
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MCSD         Code No. 505.6 
December 2020 
Chapter 5 – Student Personnel 
 
Policy Title:  Ninth Grade Requirements, Senior High Graduation, Early Graduation, 
  and Status of Non-Graduation Seniors 
 
A. Ninth Grade Requirements 
 

Grade Nine students must successfully complete no fewer than five units to be 
considered a sophomore (Grade 10) level student, 11 units to be a junior, and 18 units 
to be a senior.  Class designation will only be determined in the fall.  Students will not 
be “moved up” a grade in midyear. 

 
B. Senior High Graduation Requirements 
 

Students who have successfully completed high school shall be granted diplomas.  27 
units of academic work are required for high school graduation.  Only units earned in 
grades 9, 10, 11, and 12 shall be computed toward this requirement. 

 
C. Early Graduation 
 

Generally, students will be required to complete the necessary course work and 
graduate from high school at the end of grade twelve.  Students may graduate prior to 
this time if they meet the minimum graduation requirements stated in board policy. 

 
A student who graduates early will no longer be considered a student and will become 
an alumnus of the school district.  However, the student who graduates early may 
participate in Prom and commencement exercises. 

 
D. Status of Non-Graduation Seniors 
 

Senior students with insufficient units for graduation shall be granted all the privileges 
and opportunities afforded other seniors with the exception of the commencement 
ceremonies. 
 
Non-graduating seniors shall be excluded from participating in commencement 
ceremonies. 
 
Legal Reference: Iowa Code §§ 279.8; 280.3 
   281 I.A.C. 12.3 (5); 12(5 
 
Previous Date of Adoption  01-12-87 
Second and Final Reading  07-17-89 
Reviewed    07-22-02 
Revision Date    10-27-03 
Reviewed by Policy Committee 07-18-05, 02-11-08, 11-10-08, 10-14-13,  

02-11-19, 12-21-20 
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MCSD           Code No. 505.8 
June 2020 
Chapter 5 – Student Personnel 

 
Title:  Parent and Family Engagement 
 
Parent and family engagement is an important component in a student’s success in school.  The board 
encourages parents and families to become involved in their child’s education to ensure the child’s 
academic success.  In order to facilitate parent and family involvement, it is the goal of the district to 
conduct outreach and implement programs, activities and procedures to further involve parents and 
families with the academic success of their students.  The board will: 
 

(1)  Involve parents and families in the development of the Title I plan, the process for school 
review of the plan and the process for improvement by involving parents in an effective 
home-school partnership that will provide the best possible education for our students.  
 

(2)  Provide the coordination, technical assistance and other support necessary to assist and build 
the capacity of all participating schools in planning and implementing effective parent and 
family involvement activities to improve student academic achievement and school 
performance by partnering with community groups as a means to engage families more 
creatively and successfully. 

 
(3)  To the extent feasible, coordinate and integrate parent and family engagement strategies 

under Title I with parent and family engagement strategies outlined in other relevant Federal, 
State, and local laws and programs by working with local public preschool programs, 
Headstart programs, local library programs, and special education programs (IDEA). Our 
homeless education program coordinates with the local backpack program to offer support to 
students that are food insecure, especially over the weekends. 

 
(4)  Conduct with the involvement of parents and family members, an annual evaluation of the 

content and effectiveness of the parent and family engagement policy in improving the 
academic quality of the school served including identifying barriers to greater participation 
by parents in Title I activities (with particular attention to low-income parents, Limited 
English Proficient (LEP) parents, parents of any racial or ethnic minority, parents with 
disabilities and parents with limited literacy); needs of parents and family to assist their 
children’s learning; and strategies to support successful school and family interactions by 
using focus groups and open discussion groups.  Parents and families have a voice.  The 
evaluation tools and methods identify the type and frequency of school-home interactions 
and the needs of parents and families have to better support and assist their children in 
learning.  The evaluation will target at least three key areas: barriers, ability to assist learning, 
and successful interactions.      
 

(5)  Use the findings of the annual evaluation to design strategies for more effective parent and 
family involvement and to revise, as necessary, the parent and family involvement policies 
and by using the evaluation results to help uncover best practices that are working and adapt 
those ideas to the district and individual school needs.      
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Title:  Parent and Family Engagement, continued   
  

(6)  Involve parents and families in Title I activities by establishing a parent advisory committee 
comprised of a sufficient number and representative group of parents or family members to 
adequately represent the needs to the population, revised, and reviewed the policy. 
 
  

The district shall involve parents in determining how to allocate reserved Title I funds in accordance 
with applicable laws. 
 
The board will review this policy annually.  The superintendent is responsible for notifying parents and 
families of this policy annually or within a reasonable time after it has been amended during the school 
year.  The superintendent may develop an administrative process or procedures to implement this policy. 
 
Legal References: 20 U.S.C. § 6318 
 
Cross References: 903.2 Community Resource Persons and Volunteers 
 
Adoption of Policy   07-20-09 
First Reading    07-20-09 
Second Reading   08-10-09 
Reviewed by Policy Committee 10-14-13, 11-21-16, 02-11-19, 06-15-20 
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          Code No: 505.8R1 
 

PARENT AND FAMILY ENGAGEMENT BUILDING-LEVEL REGULATION 
 
To further the interests of student achievement, the superintendent will create necessary rules to engage 
parents and family members within the district in the following ways on a building-level basis: 

1. Policy Involvement:  The district will host an annual meeting and invite all parents to attend; and 
inform parents of their rights and the district’s requirements under Title I.  This meeting will also 
invite parents to become involved in the planning, review and improvement of a building policy 
and in developing the district plan.  The district will inform parents of:  
 
• programs under this policy, 
• curriculum and assessment used for students, 
• the opportunity to meet with administration to participate in decisions related to their 

children’s education, 
• a description and explanation of curriculum used in the school forms of academic assessment 

used to measure student progress, and 
• achievement levels of the challenging State academic standards.  

 
2. Accessibility:  Provide opportunities for informed participation of parents and family members in 

understandable formats and languages.  This includes participation by parents and family 
members who may have disabilities, limited English proficiency, and migratory children. Offer a 
flexible number of meetings during the day, evening and weekends to facilitate parent 
involvement.  The superintendent has discretion to allow schools to provide childcare for 
families of students during these meetings through Title I funds. 
 

3. High Student Academic Achievement:  Each school in the district will jointly develop with 
parents and family members a school-parent compact that outlines how parents, staff and 
students share responsibility for improving student academic achievement; and how a 
partnership will be built to achieve this.  The compact will describe the responsibility of the 
school to provide high quality curriculum and instruction, and the parents’ responsibility to 
support their children’s learning.  This will also address the importance of communication 
between schools and parents through parent teacher conferences, regular reports to parents on 
their children’s progress, and ensuring regular meaningful communication between family and 
school staff.  
 

4. Building Capacity for Involvement: Each school within the district will include in their plan 
ways to achieve the following: 

 
• Assist parents and families to understand topics including academic standards and 

assessments and how to monitor student progress; 
• Provide materials and training to help parents work with students to improve achievement; 
• Educate teachers and staff in how to communicate with parents and build ties to foster 

academic success; 
• Coordinate and integrate other federal, state and local programs to support parents in more 

fully participating in students’ education; 
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• Ensure information related to programs is sent to parents and families in understandable 
formats; and 

• Provide other reasonable support to encourage parental involvement 
 

5. Schools Operating a School Wide Program:  Each school operating a school wide program under 
this policy shall: 
 
• Involve parents on a timely and ongoing basis in the planning, review and improvement of 

programs, including the parent and family engagement school policy drafting and review, 
and the joint development of the school wide program.  

• If the school wide program plan is not satisfactory to the parents of the participating children, 
parent comments will be requested and submitted with the plan to the district. 
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MCSD         Code No.  506.1 
February 2019 
Chapter 5 - Student Personnel 
 
Policy Title:  Education Records Access                                                       
 
The board recognizes the importance of maintaining education records preserving their 
confidentiality, as provided by law.  Education records are kept confidential at collection, 
storage, disclosure and destruction stages.  The board secretary is the custodian of 
education records.  Education records shall be maintained in the central administration 
office or administrative office of the student’s attendance center. 
 
Definitions 
For the purposes of this policy, the defined words have the following meaning: 

• “Education Record” means those records that contain information directly related 
to a student and which are maintained by an education agency or institution or by 
a party acting for the agency or institution. 

• “Eligible Student” means a student who has reached eighteen years or attends a 
postsecondary institution.  Parents of an eligible student are provided access to 
education records only with written permission of the eligible student unless the 
eligible student is defined as a dependent by the Internal Revenue Code.  In that 
case, the parents may be provided access without the written permission of the 
student. 

An education record may contain information on more than one student.  Parents will 
have the right to access the information relating to their student or to be informed of the 
information.  Eligible students will also have the right to access the information relating 
to themselves or be informed of the information. 
 
Parents, eligible students, and other individuals authorized in accordance with law will 
have access to the student’s education records during the regular business hours of the 
school district.  Parents and eligible students will have a right to access the student’s  
education records upon request without unnecessary delay and in no instance more than  
forty-five (45) calendar days after the request is made.  Parents, other than parents of an 
eligible student, may be denied access to a student’s records if the school district has a 
court order stating such or when the district has been advised under the appropriate laws 
that the parents may not access the student records.  Parents, an eligible student or an 
authorized representative of the parents will have the right to access the student’s 
education records prior to an Individualized Education Plan (IEP) meeting or hearing. 
 
Copies of education records will be provided if failure to do so would effectively prevent 
the parents or student from exercising the right to access the education.  Fees records.  for 
copies of the records are waived if it would prevent the parents or eligible student from 
accessing the records.  A fee may not be charged to search or retrieve information from 
education records. 
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Upon the request of parents or an eligible student, the school district will provide an 
explanation and interpretation of the education records and a list of the types and 
locations of education records collected, maintained or used by the school district. 
 
If the parents or an eligible student believes the information in the education records is 
inaccurate, misleading or violates the privacy or other rights of the student, the parents or 
an eligible student may request the school district amend the education records.  
 
Education records may be disclosed in limited circumstances without parental or eligible 
student’s written permission.  This disclosure is made on the condition that the education 
record will not be disclosed to a third party without the written permission of the parents 
or the eligible student.  This disclosure may be: 
 
• to school officials within the school district and AEA personnel whom the 

superintendent has determined to have a legitimate educational interest, including, but 
not limited to, board members, employees, school attorney, auditor, health 
professionals, and individuals serving on official school committees; 

• to officials of another school district in which the student wishes to enroll, provided 
the other school district notifies the parents the education records are being sent and 
the parents have an opportunity to receive a copy of the records and challenge the 
contents of the records unless the annual notification includes a provision that records 
will automatically be transferred to new school districts; 

• to the U.S. Comptroller General, the U.S. Attorney General, the U.S. Secretary of 
Education or state and local educational authorities; 

• in connection with a student’s application for, or receipt of, financial aid; to 
organizations conducting studies for, or on behalf of, educational agencies or 
institutions for the purpose of developing, validating, or administering predictive 
tests, administering student aid programs, and improving instruction, if such studies 
are conducted in such a manner as will not permit the personal identification of 
students and their parents by persons other than representative of such organizations 
and such information will be destroyed when no longer needed for the purpose for 
which it was conducted;  

• to accrediting organizations; 
• to parents of a dependent student as defined in the Internal Revenue Code; 
• to comply with a court order or judicially issued subpoena; 
• consistent with an interagency agreement between the school district and juvenile 

justice agencies; 
• in connection with a health or safety emergency; or 
• as directory information; or 
• in additional instances as provided by law. 
 
The building administrator will keep a list of the individuals and their positions who are 
authorized to view a special education student’s education records without the permission 
of the parents or the eligible student.  Individuals not listed are not allowed access 
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without parental or an eligible student’s written permission.  This list must be current and 
available for public inspection and updated as changes occur. 
 
The building administrator will also keep a list of individuals, agencies and organizations 
which have requested or obtained access to a student’s education records, the date access 
was given and their legitimate educational interest or purpose for which they were 
authorized to view the records.  The building administrator, however, does not need to 
keep a list of the parents, authorized educational employees, officers, and agencies of the 
school district who have accessed the student’s education records.  This list for an 
education record may be accessed by the parents, the eligible student and the custodian of 
education records. 
 
Permanent education records, including a student’s name, address, phone number, grades, 
attendance record, classes attended, grade level completed and year completed may be 
maintained without time limitation.  Permanent education records will be kept in a fire-
safe filing cabinet or they may be maintained electronically with a secure backup file. 
 
When personally identifiable information, other than permanent education records, is no 
longer needed to provide educational services to a special education student, the parents 
or eligible student are notified.  This notice is normally given after a student graduates or 
otherwise leaves the school district.  If the parents or eligible student request that the 
personally identifiable information be destroyed, the school district will destroy the 
records, except for permanent records.  Prior to the destruction of the records, the school 
must inform the parents or eligible student the records may be needed by the parents or 
eligible student for social security benefits or other purposes.  For purposes of policy, “no 
longer needed to provide educational services” means that a record is no longer relevant 
to the provision of instruction, support, or related services and it is no longer needed for 
accountability and audit purposes.  At a minimum, a record needed for accountability and 
audit purposes must be retained for five years after completion of the activity for which 
funds were used. 
 
The school district will cooperate with the juvenile justice system in sharing information 
contained in permanent education records regarding students who have become involved 
with the juvenile justice system.  The school district will enter into an interagency 
agreement with the juvenile justice agency (agencies) involved. 
 
The purpose of the agreement shall be to allow for the sharing of information prior to a 
student’s adjudication in order to promote and collaborate between the school district and 
the agencies to improve school safety, reduce alcohol and illegal drug use, reduce 
truancy, reduce in-school and out-of-school suspensions, and to support alternatives to in-
school and out-of-school suspensions and expulsions which provide structured and well 
supervised educational programs supplemented by coordinated and appropriate services 
designed to correct behaviors that lead to truancy, suspension, and expulsions and to 
support students in successfully completing their education. 
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The school district may share any information with the agencies contained in a student’s 
permanent record, which is directly related to the juvenile justice system’s ability to  
effectively serve the student.  Prior to adjudication information contained in the 
permanent record may be disclosed by the school district to the parties without parental 
consent or court order.  Information contained in a student’s permanent record may be  
disclosed by the school district to the agencies after adjudication only with parental 
consent or a court order.  Information shared pursuant to the agreement shall be used 
solely for determining the programs and services appropriate to the needs of the student 
or student’s family or coordinating the delivery of programs and services to the student or 
student’s family.   
 
Information shared under the agreement is not admissible in any court proceedings, 
which take place prior to a disposition hearing, unless written consent is obtained from a 
student’s parent, guardian, or legal or actual custodian. 
 
Confidential information shared between the school district and the agencies will remain 
confidential and will not be shared with any other person, unless otherwise provided by 
law. The school district may discontinue information sharing with an agency if the school 
district determines that the agency has violated the intent or letter of the agreement. 
  
Agencies will contact the principal of the attendance center where the student is currently 
or was enrolled.  The principal will then forward copies of the records within a 
reasonable time following receipt of the request. 
 
The school district will provide training or instruction to employees about parent’s and 
eligible students’ rights under this policy.  Employees will also be informed about the 
procedures for carrying out this policy. 
 
It is the responsibility of the Superintendent to annually notify parents’ and eligible 
students that they have the right to: 

• Inspect and review the student’s education records.   
• Seek amendment of the student’s education records that the parent or eligible 

student believes to be inaccurate, misleading, or otherwise in violation of the 
student’s privacy rights; 

• Consent to disclosures of personally identifiable information contained in the 
student’s education records, except to the extent that the law authorizes disclosure 
without consent; and 

• File a complaint with the U.S. Department of Education concerning alleged 
failures by the district to comply with the law. 

 
The notice is given in a parents’ or eligible student’s native language.  Should the school 
district collect personal information from students for the purposes of marketing or 
selling that information, the school district will annually notify parents of such activity. 
 
The notice shall include a statement that the parents have a right to file a complaint 
alleging the school district failed to comply with this policy.  Complaints shall be 
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forwarded to Family Policy Compliance Office, U.S. Department of Education, 400 
Maryland Avenue, Washington, D.C. 20202-8520. 
       
 
Legal Reference: 20 U.S.C. § 1232g, 1415  
   34 C.F.R. pt. 99, 300.610, et seq  
   Iowa Code §§ 22; 279.9B, 280.24, .25, 622.10  
   281 I.A.C. 12.3(4); 41 
   1980 Op. Att’y Gen. 720, 825 
 
Cross Reference: 501.3  Compulsory Attendance 
   506.2  Student Directory Information 
   507.4  Injury or Illness at School 
   602.5  Special Education Programs and Services 
   708 Care, Maintenance and Disposal of School District Records 
   805.2  Personnel and School Records Maintenance and 
           Release Guidelines 
   805.3  Permanent Student Records 
 
 
 
 
 
Approved      07-17-89     
Reviewed     08-09-93   
Revised      12-10-01 
Reviewed by Policy Committee 03-28-05, 02-11-08, 12-08-08, 06-08-09, 10-14-13 
     05-15-17, 02-11-19 
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        Code No. 506.1E1 
 
REQUEST OF NON-PARENT FOR EXAMINATION OR COPIES OF 
EDUCATION RECORDS 
 
The undersigned hereby requests permission to examine the Maquoketa Community 
School District’s official education records of: 
 
              
(Legal Name of Student)                                                   (Date of Birth) 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
The undersigned requests copies of the following official education records of the above student: 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -                                                                                                                                          
The undersigned certifies that they are (check one): 
 
_____  An official of another school system in which the student intends to enroll.   
_____  An authorized representative of the Comptroller General of the U.S.   
_____  An authorized representative of the Secretary of the U.S. Dept. of Education or 
            U.S. Attorney General. 
_____  A state or local official to whom such is specifically allowed to be reported or  

disclosed.  
_____  A person connected with the student’s application for, or receipt of,  
            financial aid. (SPECIFY DETAILS ___________________________________) 
_____  Otherwise authorized by law. (SPECIFY DETAILS______________________) 
_____  A representative of a juvenile justice agency with which the school district 
            has an interagency agreement. 
 
The undersigned agrees that the information obtained will only be re-disclosed consistent 
with state or federal law without the written permission of the parents of the student, or 
the student if the student is of majority age. 
                                                                                                                                                             
Signature                Title       
                                                                                                                                                            
Date                 Agency       
 
Address                City       
                                                                                                                                                    
State                  Zip                                                                                                                                                           
 
Phone Number            
 
Approved:  
Signature:             
Title:              
Date:          
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        Code No.  506.1E2 
   
AUTHORIZATION FOR RELEASE OF EDUCATION RECORDS  
 
The undersigned hereby authorizes the Maquoketa Community School District to release 
copies of the following official education records: 
 
             
 
             
 
            
   
concerning:                     

Full Legal Name of Student)                                           (Date of Birth) 
 
                                                                                                     From  20____ to 20 ___                                     
(Name of Last School Attended)                                 (Year(s) of Attendance)  
 
The reason for this request is:         
                                                      
                                                                                                                                                             
My relationship to the child is:          
 
Copies of the records to be released are to be furnished to: 
 
 [  ] the undersigned 
 [  ] the student 
 [  ] other (please specify)                                                                                                
                                                                                                                                                                             
Signature           Date      
 
                                                                                                                                                                             
Address                      City      State    
     
Zip    Phone Number      
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Code No. 506.1E3 
 
REQUEST FOR HEARING ON CORRECTION OF EDUCATION RECORDS 
 
To:      Address:   612 South Vermont St.   
       Board Secretary (Custodian)                         Maquoketa, Iowa  52060 
 
I believe certain official education records of my child,      
      ,  (full legal name of student), 
 
        ,  School Name 
 
are inaccurate, misleading or in violation of privacy rights of my child. 
 
The official education records which I believe are inaccurate, misleading or in violation 
of the privacy or other rights of my child are:        
 
             
 
             
                                                                                                                                               
The reason I believe such records are inaccurate, misleading or in violation of the privacy 
or other rights of my child is:           
 
             
 
             
 
My relationship to the child is:          
 
I understand that I will be notified in writing of the time and place of the hearing; that I 
will be notified in writing of the decision; and I have the right to appeal the decision by 
so notifying the hearing officer in writing within ten (10) days after receipt of the 
decision or a right to place a statement in my child’s record stating I disagree with the 
decision and why. 
 
              
Signature                                                                     Date       
 
Address                   City       
 
State       Zip        Phone Number      
  
 
 

Code No. 506.1E4 
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REQUEST FOR EXAMINATION OF EDUCATION RECORDS 
 
To:                Address: 612 South Vermont Street,    

Board Secretary (Custodian)     Maquoketa, Iowa  52060 
 
The undersigned desires to examine the following official education records:  
 
             
 
             
 
             
 
of                                                         
     Full Legal Name of Student                             Date of Birth                             Grade 
                                                                                                                                                            
Name of School           
 
My relationship to the student is:          
 
(Check one) [   ] I do 
  [   ] I do not 
 
desire a copy of such records.  I understand that a reasonable charge may be made for the 
copies. 
 
                 
Parent/Legal Guardian Signature     Date 
 
             
 
Address    City   State  Zip   
 
      
Phone Number 
 
APPROVED: 
 
                  
Signature        Dated 
 
                                                                       
Title    
 

Code No. 506.1E5 
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NOTIFICATION OF TRANSFER OF EDUCATION RECORDS 
 
To:            Date:      
 
Street Address:             
 
City/State:          Zip:       
 
Please be notified that copies of the Maquoketa Community School District’s official 
student records concerning        , (full legal 
name of student) have been transferred to: 
 
             
School District Name     Address 
 
Upon the written statement that the student intends to enroll in said school system. 
 
If you desire a copy of such records furnished, please check here  and return this form to 
the undersigned.  A reasonable charge will be made for the copies. 
 
If you believe such records transferred are inaccurate, misleading, or otherwise in 
violation of the privacy or other rights of the student, you have the right to a hearing to 
challenge the contents of such records. 
 
 
 
             
      Name 
 
             
      Title 
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Code No. 506.1E6 
 
 
LETTER TO PARENT REGARDING RECEIPT OF A SUBPOENA 
 
Date 
 
 
 
Dear          , (Parent) 
 
This letter is to notify you that the Maquoketa Community School District has received a  
    (subpoena or court order) requesting copies of your child’s 
education records.  The specific records requested are      
           (list 
record(s)). 
 
The school district has until      (date on subpoena or court order) to 
deliver the documents to         (requesting 
party on subpoena or court order).  If you have any questions, please do not hesitate to 
contact me at      (phone #). 
 
 
Sincerely, 
 
       
(Principal or Superintendent) 
(Name of School) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



506.1 

Code No. 506.1E7 
 
JUVENILE JUSTICE AGENCY INFORMATION SHARING AGREEMENT 
 
Statement of Purpose:  The purpose of this Agreement is to allow for the sharing of 
information among the School District and the Agencies prior to a student’s adjudication 
in order to promote and collaborate to improve school safety, reduce alcohol and illegal 
drug use, reduce truancy, reduce in-school and out-of-school suspensions, and to support 
alternatives to in-school and out-of-school suspensions and expulsions which provide 
structured and well supervised educational programs supplemented by coordinated and 
appropriate services designed to correct behaviors that lead to truancy, suspension, and 
expulsions and to support students in successfully completing their education. 
 
Identification of Agencies:  This agreement is between the Maquoketa Community 
School District (hereinafter “school district”) and        
(agencies listed) (hereinafter “agencies”). 
 
Statutory Authority:  This agreement implements Iowa Code § 280.25 and is consistent 
with 34 C. F.R. 99.38 (2010) 
 
Parameters of Information Exchange: 
 
1.   The school district may share any information with the agencies contained in a 
student’s permanent record, which is directly related to the juvenile justice system’s 
ability to effectively serve the student. 
2.   Prior to adjudication, information contained in the permanent records may be 
disclosed by the school district to the Agencies without parental consent or court order. 
3.   Information contained in a student’s permanent record may be disclosed by the school 
district to the agencies after adjudication only with parental consent or a court order. 
4.   Information shared pursuant to the agreement shall be used solely for determining the 
programs and services appropriate to the needs of the student or student’s family or 
coordinating the delivery of programs and services to the student or student’s family. 
5.   Information shared under the agreement is not admissible in any court proceedings, 
which take place prior to a disposition hearing, unless written consent is obtained from a 
student’s parent, guardian, or legal or actual custodian. 
6.    Information obtained by the school from other juvenile justice agencies may not be 
used as the basis for disciplinary action of the student. 
7.   This agreement only governs a school district’s ability to share information and the 
purposes for which that information can be used.  Other agencies are bound by their own 
respective confidentiality policies. 
 
Record’s Transmission:  The individual requesting the information should contact the 
principal of the building in which the student is currently enrolled or was enrolled.  The 
principal will forward the records within a reasonable time following receipt of the 
request. 
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Code No. 506.1E7 
 
JUVENILE JUSTICE AGENCY INFORMATION SHARING AGREEMENT, cont 
 
Confidentiality:  Confidential information shared between the agencies and the school 
district shall remain confidential and shall not be shared with any other person, unless 
otherwise provided by law.  Information shared under the agreement is not admissible in 
any court proceedings, which take place prior to a disposition hearing, unless written 
consent is obtained from a student’s parent.  Agencies or individuals violating the terms 
of this agreement subject their entity represented and themselves personally to legal 
action pursuant to federal and state law. 
 
Amendments:  This agreement constitutes the entire agreement among the agencies with 
respect to information sharing.  Agencies may be added to the agreement at the discretion 
of the school district. 
 
Term:  This agreement is effective from ______________________. 
                                                                              (date) 
 
Termination:  The school district may discontinue information sharing with an agency if 
the school district determines that the agency has violated the intent or letter of this 
agreement. 
 
APPROVED: 
 
Signature: ______________________ Address: __________________________ 
Title: __________________________ City: _____________________________ 
Agency: _______________________ State: ______________ Zip: __________ 
Dated: ________________________  Phone Number: ____________________ 
 
 
Signature: _____________________  Address: __________________________ 
Title: _________________________  City: _____________________________ 
Agency: ______________________  State: ______________ Zip: __________ 
Dated: _______________________  Phone Number: ____________________ 
 
 
Signature: ____________________  Address: __________________________ 
Title: ________________________  City: _____________________________ 
Agency: _____________________  State: ______________ Zip ___________ 
Dated: ______________________  Phone Number: ____________________ 
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       Code No. 506.1E8 
ANNUAL NOTICE 

 
The Family Educational Rights and Privacy Act (FERPA) affords parents and students 
over eighteen (18) years of age (“eligible students”) certain rights with respect to the 
student’s education records.  They are: 
 
(1)  The right to inspect and review the student’s education records within 45 days of the 
day the district receives a request for access. 
 

Parental or eligible students should submit to the school principal (or appropriate 
school official) a written request that identifies the record(s) they wish to inspect.  
The principal (or appropriate school official) will make arrangements for access 
and notify the parent or eligible student of the time and place where the records 
may be inspected. 

 
(2)  The right to request the amendment of the student’s education records that the parent 
or eligible student believe are inaccurate or misleading or in violation of the student’s 
privacy rights under FERPA. 
 

Parents or eligible students who wish to ask the school district to amend a record 
should write the school principal (or appropriate school official), clearly 
identifying the part of the record they want changed, and specify why it should be 
changed. 

 
If the district decides not to amend the record as requested by the parent or 
eligible student, the district will notify the parent or eligible student of the 
decision and advise them of their right to a hearing regarding the request for 
amendment.  Additional information regarding the hearing procedures will be 
provided to the parent or eligible student when notified of the right to a hearing. 

 
(3)  The right to consent to disclosures of personally identifiable information contained in 
the student’s education records, except to the extent that FERPA authorizes disclosure 
without consent. 
 

One exception, which permits disclosure without consent is disclosure to school 
officials with legitimate educational interests.  A school official is a person 
employed by the district as an administrator, supervisor, instructor, or support 
staff member (including health or medical staff and law enforcement unit 
personnel); a person serving on the school board.  A school official also may 
include a volunteer or contractor outside of the school who performs an 
institutional service of function for which the school would otherwise use its own 
employees and who is under the direct control of the school with respect o the use 
and maintenance of personally identifiable information form education records, 
such as an attorney, auditor, medical consultant, or therapist; a parent or student 
serving on an official committee, such as a disciplinary or grievance committee or 



506.1 

student assistance team, or assisting another school official in performing his or 
her tasks. 

 
A school official has a legitimate educational interest if the official needs to review an 
education record in order to fulfill his or her professional responsibility. 
 
Upon request, the district discloses educational records without consent to officials of 
another school district in which a student seeks or intends to enroll, or is already enrolled 
if the disclosure is for purposes of the student’s enrollment or transfer. 
 
 (4)  The right to file a complaint with the U.S. Department of Education concerning 
alleged failure by the district to comply with the requirements of FERPA.  The name and 
address of the office that administers FERPA is: 
 
             Family Policy Compliance Office, U.S. Department of Education, 
  400 Maryland Ave. SW, Washington, DC 20202-4605. 
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Code No. 506.1R1 
 

USE OF STUDENT RECORDS REGULATION 
 
Parent and eligible students will have a right to access a student’s education records upon 
request without unnecessary delay and in no instance more than forty-five calendar days 
after the request is made.  The intent of this regulation is to establish procedures for 
granting requests from eligible students and parents to access a student’s education 
records. 
 
Education records mean those records that contain information directly related to a 
student and which are maintained by an education agency or institution or by a party 
acting for the agency or institution.  These may include, but not necessarily limited to:  
dates of attendance, academic work completed; level of achievement (grades, 
standardized test scores); attendance data; scores on standardized intelligence, aptitude, 
and psychological tests; interest inventory results; health data; family background 
information; teacher or counselor ratings and observations; and verified reports of serious 
or recurrent behavior patterns. 
 
A. Access to Records 

1. Parents, eligible students, and other individuals authorized in accordance 
with law will have access to the student’s education records during the regular  
business hours of the school district.  Parents and eligible students will have a  
right to access the student’s education records upon request without unnecessary  
delay and in no instance more than forty-five calendar days after the request is  
made.  An eligible student or parent, upon written request to the board secretary,  
shall receive an explanation and interpretation of the education records. 
 
A student, eighteen (18) years or older, has the right to determine who, outside the 
school system, has access to the records.  Parents of students who are eighteen 
(18) years or older, but still dependents for income tax purposes may access the 
student’s records without prior permission of the student. 

 
 2. School officials having access to student records are defined as having a 

legitimate educational interest.  A school official is a person employed by the 
school district as an administrator, supervisor, instructor or support staff member 
(including health or medical staff and law enforcement unit personnel); a person 
serving on the school board; a person or company with whom the school district 
has contracted to perform a special task (such as an attorney, auditor, AEA 
employee, medical consultant, or therapist; or a parent or student serving on an 
official committee, such as disciplinary or grievance committee or student 
assistance team, or assisting another school official in performing his or her tasks.  

 
B. Release of Information Outside the School – Information from education 
records may be disclosed to outside parties as outlined in board policy and otherwise 
provided by law. 
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C. Procedures for Requesting a Record Amendment 
 

1. If the eligible student, parent, or legal guardian believe the information in 
the education records is inaccurate, misleading, or violates the privacy of the 
student, the parents or an eligible student may request that the school district 
amend the education student record. 
 
2. The school district will decide whether to amend the education student 
records within a reasonable time after receipt of the request. 
 
3. if the school district determines an amendment is made to the education 
student record, the school district will make the amendment and inform the 
parents or the eligible student of the decision in writing. 
 
4. If the school district determines that amendment of the student’s education 
record is not appropriate, it will inform the parents or the eligible student of their 
right to a hearing before the hearing officer provided by the school district.  The 
hearing officer may be an employee of the school district, so long as the employee 
does not have a direct interest in the outcome of the hearing. 
 
5. Upon parental request, the school district will hold a hearing regarding the 

 content of a student’s records which the parent believes to be inaccurate, 
 misleading, or in violation of the privacy rights of students. 
 

6. The hearing will be held within a reasonable time after receipt of the  
parent or eligible student’s request.  The parent or eligible student will receive  
reasonable advance notice of date, time and place of the hearing. 

 
 7. The parent or eligible student will be given a full and fair opportunity to 

present evidence relevant to the issues.  The parent or eligible student may be 
represented by an individual at their choice at their own expense. 

 
 8. The hearing officer will render a written decision within a reasonable  
 period after the hearing.  The decision will be based upon evidence 
 presented at the hearing and must include a summary of evidence and the 
 reasons for the decision. 
 

9. The parents may appeal the hearing officer’s decision to the 
superintendent within ten (10) days if the superintendent does not have a direct 
interest in the outcome of the hearing. 

 
 10. The parents may appeal the superintendent’s decision, or the hearing 
 officer’s decision if the superintendent is unable to hear the appeal, to the 

board within ten (10) days.  It is within the discretion of the board to hear the 
appeal. 
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 11. If the parents’ and the eligible student’s request to amend the education  

student record is further denied following the hearing, the parents or the eligible 
student are informed that they have a right to place an explanatory letter in the 
education student record commenting on the school district’s decision or setting 
forth the reasoning for disagreeing with the school district.  Additions to the 
student’s education records will become a part of the education student record and 
be maintained like other education student records.  If the school district discloses 
the education student records, the explanation by the parents will also be 
disclosed or the eligible student of the decision in writing. 
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MCSD           Code No. 506.2 
February 2019 
Chapter 5 - Student Personnel 
 
Policy Title:  Student Directory Information  
 
Directory information is information contained in the education records of a student that would not generally 
be considered harmful or an invasion of privacy if disclosed.  The district may disclose “directory 
information” to third parties without consent if it has given public notice of the types of information which it 
has designated as “directory information,” the parent’s or eligible student’s right to restrict the disclosure of 
such information, and the period of time within which a parent or eligible student has to notify the school in 
writing that he or she does not want any or all of those types of information designated as “directory 
information.”  The district has designated the following as “directory information”: 
 

• Student’s name 
• Address 
• Telephone listing 
• Electronic mail address 
• Photograph 
• Date and place of birth 
• Major field of study 
• Dates of attendance 
• Grade level 
• Participation in officially recognized activities and sports 
• Weight and height of members of athletic teams 
• Degrees, honors, and awards received 
• The most recent educational agency or institution attended 
• Student ID number, user ID, or other unique personal identifier used to communicate in electronic 

systems that cannot be used to access education records without a PIN, password, etc. (A student’s 
SSN, in whole or a part, cannot be used for this purpose. 

 
Student is defined as an enrolled individual, PK-12 including children in school district sponsored child-care 
programs. 
 
Prior to developing a student directory or to giving general information to the public, parents (including 
parents of students open enrolled out of the district and parents of children home schooled in the school 
district) will be given notice annually of the intent to develop a directory or to give out general information 
and have the opportunity to deny the inclusion of their child’s information in the directory or in the general 
information about the students. 
 
It shall be the responsibility of the superintendent to provide notice and to determine the method of notice 
that will inform parents. 
 
Legal Reference: 20 U.S.C. § 1232g  
   34 C.F.R 99 

  Iowa Code § 22; 622.10   
   281 I.A.C. 12.3(4); 41 
   1980 Op. Att’y Gen. 720. 
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Cross Reference: 506.1 Student Records Access 
   901.1 Examination of Public Records 
   902.4 Live Broadcast and videotaping 
 
 
Approved:     09-14-98     
Revised:    12-10-01  
Reviewed by Policy Committee 04-11-05, 02-11-08, 05-13-13, 10-14-13, 05-15-17, 02-11-19 
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Code No. 506.2R1 
Use of Directory Information 
 
The Family Educational Rights and Privacy Act (FERPA), a Federal law, requires that Maquoketa 
Community School District, with certain exceptions, obtain your written consent prior to the disclosure of 
personally identifiable information from your child’s education records.  However, the Maquoketa 
Community School District may disclose appropriately designated “directory information” without written 
consent, unless you have advised the District to the contrary in accordance with District procedures.  The 
primary purpose of directory information is to allow the Maquoketa Community School District to include 
this type of information from your child’s education records in certain school publications.  Examples 
include: 

• A playbill, showing your student’s role in a drama production; 
• The annual yearbook; 
• Honor roll or other recognition lists; 
• Graduation programs; and 
• Sports activity sheets, such as for wrestling, showing weight and height of team members. 

 
Directory information, which is information that is generally not considered harmful or an invasion of 
privacy if released, can also be disclosed to outside organizations without a parent’s prior written consent.  
Outside organizations include, but are not limited to, companies that manufacture class rings or publish 
yearbooks.  In addition, two federal laws require local educational agencies (LEAs) receiving assistance 
under the Elementary and Secondary Education Act of 1965 (ESEA) to provide military recruiters, upon 
request, with the following information – names, addresses and telephone listings – unless parents have 
advised the LEA that they do not want their student’s information disclosed without their prior written 
consent.  1 

 

If you do not want the Maquoketa Community School District to disclose directory information from 
your child’s education records without your prior written consent, you must contact the student’s 
attendance center to obtain Form 506.2E1.  This form must be completed and returned by September 
1st.  The Maquoketa Community School District has designated the following information as directory 
information: 
 

• Student’s name 
• Address 
• Telephone listing 
• Electronic mail address 
• Photograph 
• Date and place of birth 
• Major field of study 
• Dates of attendance 
• Grade level 
• Participation in officially recognized 

activities and sports 
• Weight and height of members of 

athletic teams 

• Degrees, honors, and awards 
received 

• The most recent educational agency 
or institution attended 

• Student ID number, user ID, or other 
unique personal identifier used to 
communicate in electronic systems 
that cannot be used to access 
education records without a PIN, 
password, etc. (A student’s SSN, in 
whole or in part, cannot be used for 
this purpose. 

_______________________________________________________________________ 

1 These laws are: Section 9628 of the Elementary and Secondary Education Act (20 U.S.C. § 
7098) and 10 U.S.C. § 503(c).  
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Code No. 506.2E1 
 
AUTHORIZATION FOR RELEASING STUDENT DIRECTORY INFORMATION 
 
The Maquoketa Community School District has adopted a policy designed to assure parents and students the 
full implementation, protection, and enjoyment of their rights under the Family Educational Rights and Privacy 
Act of 1974 (FERPA).  A copy of the school district’s policy is available for review online at 
www.maquoketaschools.org. 
 
This law requires the school district to designate as “directory information” any personally identifiable 
information taken from a student’s educational records prior to making such information available to the 
public. 
 
The Maquoketa Community School District has designated the following information as directory information: 
 

• Student’s name 
• Address 
• Telephone listing 
• Electronic mail address 
• Photograph 
• Date and place of birth 
• Major field of study 
• Dates of attendance 
• Grade level 
• Participation in officially recognized 

activities and sports 
• Weight and height of members of athletic 

teams 

• Degrees, honors, and awards received 
• The most recent educational agency or 

institution attended 
• Student ID number, user ID, or other 

unique personal identifier used to 
communicate in electronic systems that 
cannot be used to access education records 
without a PIN, password, etc. (A student’s 
SSN, in whole or in part, cannot be used 
for this purpose. 

 
 

-------------------------------------------------------------------------------------  ---------------------- 
If you do not want the Maquoketa Community School District to disclose directory information from 
your child’s education records without your prior written consent, you must complete and return this 
form to your student’s attendance center by September 1st. 
 
You have the right to refuse the designation of any or all of the categories of personally identifiable 
information as directory information with respect to your student provided that you notify the school district in 
writing not later than September 1st of this school year. If you desire to make such a refusal, please complete 
and return the slip attached to this notice. 
 
If you have no objection to the use of student information, you do not need to take any action. 
 

RETURN THIS FORM 
 
MAQUOKETA COMMUNITY SCHOOL DISTRICT Parental Directions to Withhold Student/Directory 
Information for Education Purposes, for the ___ -___ school year. 
 
Student Name: ________________________________ Date of Birth: ____________ 
 
School: ______________________________________ Grade: _______ 
 
____________________________________________ Date: __________________ 
Signature of Parent/Legal Guardian/Custodian of Child 
 
This form must be returned to your child’s school no later than September 1st of this school year. 
Additional forms are available at your child’s school. 
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MCSD         Code No: 506.4 
February 2019 
Chapter 5 - Student Personnel 
 
Policy Title: Student Library Circulation Records 
 
Student library circulation records are designed to be used internally to assist in the 
orderly administration of the school district libraries. As a general rule, student library 
circulation records are considered confidential records and will not be released without 
parental consent.  Individuals who may access such records include a student’s parents, 
the student, authorized licensed employees, authorized government officials from the 
U.S. Comptroller General, the Secretary of Education, the Commissioner and Director of 
the National Institute of Education, and the Assistant Secretary for Education and State 
Education Department.  Appropriate authorities in a health or safety emergency may 
access the student’s library circulation records without the approval or the notification of 
the student’s parents.  Parents may not access records, without the student’s permission, 
of a student who has reached the age of majority or who is attending a post-secondary 
educational institution unless the student is considered a dependent for tax purposes. 
 
It is the teacher-librarian’s responsibility, as the person maintaining the student library 
circulation records, to approve requests for access to student library circulation records.  
Students’ library circulation records may be accessed during the regular business hours of 
the school district.  If copies of documents are requested, a fee for such copying maybe 
charged. 
 
 
Legal Reference:  20 U.S.C.§ 1232g (2012) 
    34 C.F.R. Pt. 99 (2012) 
    Iowa Code §§ 22 (2013) 
    281 I.A.C. 12.3(4)  
    1980 Op. Att’y Gen. 720, 825 
 
 
 
Adoption of Policy   04-11-05 
First Reading     04-11-05 
Second and Final Reading  04-25-05 
Reviewed by Policy Committee 02-11-08, 10-14-13, 02-11-19 
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MCSD         Code No. 506.5 
February 2019 
Chapter 5 – Student Personnel 
 
Policy Title:  Disposal of Funds Left Upon Dissolution of Activity, or Upon  

         Graduation of a Class 
 

When a class that has been graduated or an activity that has been dissolved leaves 
unspent funds in the activity account, the Board of Education authorizes the Business 
Manager and Athletic Director to designate either their transfer to the general fund or 
approve their use for the support of another activity. 
 
The activity or the class may, however, prior to their termination or graduation, designate 
such funds to be expended for a specific gift to the district or for some other specific 
benefit to the district. 
 
Such gifts must receive the approval of the appropriate principal and/or the 
Superintendent. 
 
 
 
 
 
 
 
 
 
 
 
Previous Date of Adoption  01-12-87 
Revision Discussion   05-22-89 
First Reading Level   06-26-89 
Second and Final Reading  07-17-89 
Reviewed by Policy Committee 04-11-05, 02-11-08, 10-14-13, 11-16-15, 02-11-19  
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MCSD         Code No: 506.6 
February 2019 
Chapter 5 - Student Personnel 
 
Policy Title:  International Students/Exchange Programs  
 
The District recognizes the value of having qualified international students in its schools.  Learning of 
the cultural, linguistic and seasonal attributes of other people can easily contribute to the total 
education of our students. 
 
 
All international students must meet residency requirements.  International students will be considered 
residents if they meet one of the following requirements: 
 

• The student is in the United States with appropriate documentation (Form I-20) from the  
United States Department of Justice, Immigration and Naturalization Services; or,  

 

• The student is a participant in a recognized foreign exchange program. 
 
In addition, the following criteria will be considered in admitting international students: 
 

• Number of Students - limited to no more than five (5) students per year through exchange 
programs.  Based on District experience, priority will be given to American Field Service  
(AFS) and Rotary Exchange programs. 

 

• Educational Background - international students should have no more than one year of high 
school remaining prior to admittance. 

 

• Language Proficiency - the international student’s ability to use the English language 
should rate at the level of proficient on an acceptable language assessment instrument. 

 

• Procedures - proper I-20 forms and/or other required papers, including school registration 
forms, are to be processed by the District, the student and the sponsoring organization by 
July 1 prior to the year in which the student will attend. 

 
Final approval to admit international students remains with the superintendent or the superintendent’s 
designee. 
 
Policy Presented for Review   01-09-95 
First Reading on Policy   01-09-95 
Second and Final Reading   01-23-95   
Reviewed by Policy Committee  04-25-05, 02-11-08, 10-14-13, 02-11-19 
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MCSD         Code No: 507.1 
February 2019 
Chapter 5 - Student Personnel 
 
Policy Title: Student Health and Immunization Certificates   
 
Physical examinations are recommended for all students registering for Kindergarten.  
Each student must submit an up-to-date certificate of health upon request of the 
Superintendent of Schools or his/her delegated representative.  Students must also be in 
compliance with the State law regarding immunizations in order to attend school.  The 
Board retains the authority to deny continued enrollment if the student has not complied 
with the minimum immunization requirements as stated by the State Department of 
Health and to require at any time a certification of good health for any student. 
 
No student shall participate in an athletic practice or contest without filing a doctor’s 
certificate of good health.  An appropriate physical exam form is required.  School or 
family insurance is required for sports participation. 
 
In addition to the health services provided in the curriculum, the school district will 
provide the following district-wide health services: 
 
 <Report communicable disease; 
 <Report and maintain student immunization records; 
 <Report child abuse observed by school personnel; 
 <Provide hazardous chemical disclosure; 
 <Health education. 
 
Exemptions from the immunization requirement in this policy will be allowed only for 
medical or religious reasons recognized under the law.  The student must provide a valid 
Iowa State Department of Health Certificate of Immunization Exemption to be exempt 
from this policy. 
 
Legal Reference:  Iowa Code §§ 139A. 8 ;80.13 (2013) 
    281 I.A.C. 33.5 
    641 I.A.C.7 
 
Previous Adoption     07-17-89     
Final Reading      07-18-94   
Revision       12-10-01 
Reviewed by Policy Committee 04-25-05, 02-11-08, 10-14-13, 02-11-19 
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MCSD          Code No. 507.2 
December 2020 
Chapter 5 - Student Personnel 
 
Policy Title:  Administration of Medication to Students 
 
The board is committed to the inclusion of all students in the education program and recognize 
that some students may be required to take prescription and nonprescription medication in their 
educational program.   
 
Medication shall be administered when the student’s parent or guardian provides a signed and 
dated written statement requesting medication administration and the medication is in the 
original, labeled container, either as dispensed by the pharmacy or in the manufacturer’s 
container with the name of the child, name of the medication, the time of the day in which it is to 
be given and the duration given. 
 
When administration of the medication requires ongoing professional health judgment, an 
individual health plan shall be developed by an authorized practitioner with the student and the 
student’s parent or guardian. Students who have demonstrated competence in administering their 
own medications may self-administer their medication.  A written statement by the student’s 
parent or guardian shall be on file requesting co-administration of medication, when competence 
has been demonstrated.  By law, students with asthma or other airway constricting diseases or 
students with a risk of anaphylaxis who use epinephrine auto-injectors may self-administer their 
medication upon the written approval of the student’s parents and prescribing licensed health 
care professional regardless of competency.  The consent form, see Appendix B, is all that is 
required. 
 
Persons administering medication shall include authorized practitioners, such as, licensed 
registered nurses and, physicians and persons to whom authorized practitioners have delegated 
the administration of medication (who has successfully completed an administration of 
medication course.  A medication administration course and periodic update shall be conducted 
by a registered nurse or licensed pharmacist, and a record of course completion shall be 
maintained by the school. 
 
A written medication administration record shall be on file including: 

• date;  
• student’s name;  
• prescriber or person authorizing the administration;  
• medication; 
• medication dosage;  
• administration time; 
• administration method; 
• signature and title of the person administering medication; and 
• any unusual circumstances, actions, or omissions.  
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Code No. 507.2 
 
Policy Title:  Administration of Medication to Students. continued 
 
Medication shall be stored in a secured area unless an alternate provision is documented.  
Emergency protocols for medication-related reactions shall be posted.  Medication information 
shall be confidential information as provided by law. 
 
Disposal of unused, discontinued/recalled, or expired medication shall be in compliance with 
federal and state law.  Prior to disposal school personnel shall make a reasonable attempt to 
return medication by providing written notification that expired, discontinued, or unused 
medications needs to be picked up.  If medication is not picked up by the date specified, disposal 
shall be in accordance with the disposal procedures for the specific category of medication. 
 
If a student’s need for medication requires an ongoing professional health judgment, an 
individual health plan shall be developed by the licensed health personnel with the student 
and the student’s parent or guardian. 
 
 
 
 
 
 
 
Legal Reference: Disposing on Behalf of Ultimate Users, 79 Fed. Reg. 53520, 53546 (Sept.  
   9, 2014) 
   Iowa Code §§ 124.101(1); 147.107; 152.1; 155A.4(2); 280.16; 280.23 
   281 IAC 14.1 
   655 IAC § 6.2(152) 
 
Cross Reference: 603.3 Special Education Programs and Services 
   607.2 Student Health Services 
 
 
 
Previous Date of Adoption   07-18-94 
Revision Discussion    02-10-97 
First Reading on Revision   02-10-97 
Second Reading and Adoption  02-24-97 
Policy Reviewed by Committee  10-25-04, 02-11-08, 06-08-09, 10-14-13, 02-08-16, 
      02-11-19, 12-21-20 
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         Code No. 507.2E1 
 

Authorization-Asthma or Other Airway Constricting Disease Medication or Epinephrine Auto-Injector  
Self-Administration Consent Form 

 
                   
Student’s Name          Birthday                        School   Date 
 
The following must occur for a student to self-administer asthma or other airway constricting disease medication or 
for a student with a risk of anaphylaxis to self-administer an ephinephrine auto-injector: 
• Parent/guardian provides signed, dated authorization for student medication self-administration. 
• Parent/guardian provides a written statement from the student’s licensed health care professional (A person 

licensed under chapter 148 to practice medicine and surgery or osteopathic medicine and surgery, an advanced 
registered nurse practitioner licensed under chapter 152 or 152E and registered with the board of nursing, or a 
physician assistant licensed to practice under the supervision of a physician as authorized in chapters 147 and 
148C) containing the following: 

 Name and purpose of the medication or epinephrine auto-injector; 
 Prescribed dosage, and 
 Times or special circumstances under which the medication or epinephrine auto-injector is to be 

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

containing the student name, name of the medication, directions for use, and date. 
• Authorization shall be renewed annually.  In addition, if any changes occur in the medication, dosage or time of 

administration, the parent is to notify school officials immediately.  The authorization shall be reviewed as soon 
as practical. 

 
Provided the above requirements are fulfilled, the student shall permit the self-administration of medication by a 
student with asthma or other airway constricting disease or the use of an epinephrine auto-injector by a student with 
a risk of anaphylaxis while in school, or at school-sponsored activities, under the supervision of school personnel, 
and before or after normal school activities, such as while in before-school or after-school care on school-operated 
property.  If the student abuses the self-administration policy, the ability to self-administer may be withdrawn by the 
school or discipline may be imposed, after notification is provided to the student’s parent. 
 
Pursuant to state law, the school district and its employees are to incur no liability, except for gross negligence, as a 
result of any injury arising from self-administration of medication or use of an epinephrine auto-injector by the 
student.  The parent or guardian of the student shall sign a statement acknowledging that the school district is to 
incur no liability, except for gross negligence, as a result of self-administration of medication or an epinephrine 
auto-injector by the student as provided by law.  
                       
Medication          Dosage      Route     Time 
 
             
Purpose of Medication & Administration/Instructions 
 
             
Special Circumstances     Discontinue/Re-Evaluate/Follow-up Date 
 
             
Prescriber’s Signature     Date 
 
             
Prescriber’s Address     Emergency Phone 
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• I request the above named student possess and self-administer asthma or other airway constricting disease 
medication(s) and/or an epinephrine auto-injector at school and in school activities according to the 
authorization and instructions. 

• I understand the school district and its employees acting reasonably and in good faith shall incur no liability for 
any improper use of medication or an epinephrine auto-injector or for supervising, monitoring, or interfering 
with a student’s self-administration of medication or use of an epinephrine auto0injector.  I acknowledge that 
the school district is to incur no liability, except for gross negligence, as a result of self-administration of 
medication or use of or an epinephrine auto-injector by the student. 

• I agree to coordinate and work with school personnel and notify them when questions arise or relevant 
conditions change. 

• I agree to provide safe delivery of medication and equipment to and from school and to pick up remaining 
medication and equipment. 

• I agree the information is shared with school personnel in accordance with the Family Education Rights and 
Privacy Act (FERPA). 

• I agree to provide the school with back-up medication approved in this form. 
• Student maintains self-administration record. 
 
___________________________________________________________    _____/_____/_____ 
Parent/Guardian Signature              Date 
(agreed to above statement) 
 
___________________________________________________________    __________________ 
Parent/Guardian Address              Phone Number 
 
               __________________ 
               Business Phone 
 
              
 
              
 
              
Self-Administration Authorization Additional Information 
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Code No. 507.2E2 
Maquoketa Community Schools 

Medication for Students 
Dear Parents,  
 To comply with the Code of Iowa Chapter 204 and the board policy 504.4, the Maquoketa Community 
Schools do NOT DISPENSE ANY MEDICATION TO A STUDENT without a completed MEDICATION 
PERMISSION FORM signed by a parent and physician.  The original pharmacy medication container must be 
sent to the school with the following information on it: 

1. Name of medication    4. Name of physician prescribing medication 
2. Dosage     5. Name of student 
3. Time medication is to be given   6. Route to administer (ie. by mouth) 
 

Please remind your child that he/she is responsible for asking for medication at the appropriate time.  We will 
NOT REMIND your child. 
SPECIAL NOTE: It is advisable to have a bottle of some type of pain reliever at school for your child if you 
are a working parent, don’t have a phone or not easily reached at home.  This medication could include; Tylenol, 
Advil, Ibuprofen, etc.  Your child would be allowed to take an appropriate dose from their own medication bottles 
in the case of a fever, headache, or injury.  Hopefully this practice will promote your child’s comfort until you can 
be reached so they can be taken home.  The completed form should accompany their medication bottle to school. 
completed form should accompany their medication bottle to school.  

MEDICATION PERMISSION FORM 
 

Student Name ____________________________________  Grade____________ Date ________________________ 
 
Name of Medication _______________________________ Dosage _______________________________________ 
 
Physician Name ___________________________________ Time to be given _______________________________ 
 
Reason for medication ______________________________ Days to be given _______________________________ 
 
Side effects, if any _______________________________________________________________________________ 
 
On late start days, morning medication __________ will be given to child at home before coming to school. 
      
     __________ should still be given when child arrives at school 
 
On early out days, afternoon medication _________ will be given to child when arrives at home. 
 
      __________ should still be given to child before leaving school. 
 
Parent/Guardian Signature _______________________________________ Date ______________________________ 
 
Physician Signature ____________________________________________ Date ______________________________ 

MEDICATION PERMISSION FORM NON-PRESCRIPTION DRUGS 
I am sending a bottle of ______________________________ to be used by my child (named in above form) 
as needed for headache, minor pain, upset stomach, etc. during this school year.  Dose to administer and 
frequency____________________________________________________________________________. 
 
Parent/Guardian Signature _______________________________ Date ___________________________ 
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MCSD         Code no. 507.3 
February 2019 
Chapter 5 – Student Personnel 
 
Policy Title:  Communicable Diseases 
 
The Board of Education recognizes its obligation to protect the health and welfare of all students.  It is 
therefore policy that students may be excluded from school while they are in infectious stages of any 
communicable disease or other communicable health problems. 
 
Students with a communicable disease will be allowed to attend school as long as they are physically 
able to perform the tasks assigned to them and as long as their presence does not create a substantial 
risk of illness or transmission to the students or the employees.  The term “communicable disease” will 
mean an infectious or contagious disease spread from person to person or animal to person or as 
defined by the State Department of Health. 
 
Prevention and control of communicable diseases is included in the school district’s blood-borne 
pathogens exposure control plan (Policy 403.3R1).  The procedures will include scope and application, 
definitions, exposure control, methods of compliance, universal precautions, vaccination, post-
exposure evaluation, follow-up, communication of hazards to employees and record keeping.  This 
plan is reviewed annually by the superintendent and school nurse. 
 
The health risk to immunosupressed students is determined by their personal physician.  The health 
risk to others in the school district environment from the presence of a student with a communicable 
disease is determined on a case-by-case basis by the student’s personal physician, a physician chosen 
by the school district or public health officials. 
 
After a student has had a communicable health problem, readmittance may be based on the written 
medical opinion of a medical doctor.  However, the district does reserve the right to the final 
determination. 
 
Health data of a student is confidential and it shall not be disseminated. 
 
To be readmitted to school after health exclusion, the student must report to the school office.  Should 
the administration have any reservation about readmittance, the school nurse may be consulted to assist 
in rendering a final determination. 
 
Legal Reference: School Board of Nassau County v. Arline, 107 S.Ct. 1123 (1987) 
   Iowa Code ch. 139A, .8 (2013) 
   29 U.S.C. §§ 701 et seq. (2012) 
   45 C.F.R. Pt. 84.3 (2012) 
   641 I.A.C. 1.2-.5, 7 
 
Previous Date of Adoption  08-07-81 
Revision Discussion   05-22-89 
First Reading Level   06-26-89 
Second and Final Reading  07-17-89 
Reviewed by Policy Committee 04-25-05, 02-11-08, 10-14-13, 02-11-19 
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         Code No: 507.3E1 
Communicable Disease Chart 
 

CONCISE DESCRIPTIONS AND RECOMMENDATIONS FOR EXCLUSION OF 
CASES FROM SCHOOL 

 
Disease Usual Interval 

between exposure 
& first symptoms 
of disease 

Main Symptoms Minimum exclusion from 
school 

Chickenpox 13 to 17 days Mild symptoms and 
fever. Pocks are 
“blistery.” Develops 
scabs, most on covered 
parts of body. 

7 days from onset of pocks or 
until pocks become dry. 

Conjunctivitis 
(Pink Eye) 

24 to 72 hours Tearing, redness and 
puffy lids, eye 
discharge 

Until treatment begins or 
physician approves 
readmission. 

Erythemia 
Infectiosum 

4 to 20 days Usual age 5 to 14 years 
– unusual in adults.  
Brief prodrome of low-
grade fever followed 
by Erythemi (slapped 
cheek) appearance on 
cheeks, lace-like rash 
on extremities lasting a 
few days to 3 weeks.  
Rash seems to recur. 

After diagnosis no exclusion 
from school. 

German Measles* 
(Rubella) 

14 to 23 days Usually mild.  
Enlarged glands in 
neck and behind ears. 
Brief red rash. 

7 days from onset of rash.  
Keep away from pregnant 
women. 

Haemophilus 
Meningitis 

2 to 4 days Fever, vomiting, 
lethargy, stiff neck and 
back 

Until physician permits return. 

Hepatitis A Variable – 15 to 
50 (average 28 to 
30 days) 

Abdominal pain, 
nausea, usually fever. 
Skin and eyes may or 
may not turn yellow. 

14 days from onset of clinical 
disease and at least 7 days from 
onset of jaundice. 

Impetigo 1 to 3 days Inflamed sores, with 
puss. 

48 hours after antibiotic 
therapy started or until 
physician permits return. 

Measles* 10 days to fever, Begins with fever, 4 days from onset of rash. 
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14 days to rash conjunctivitis, runny 
nose, cough, then 
blotchy red rash 

Meningococcal 
Meningitis 

2 to 10 days 
(commonly 3 to 4 
days) 

Headache, nausea, stiff 
neck, fever 

Until physician permits return. 

Mumps* 12 to 25 days 
(commonly 18 
days) 

Fever, swelling and 
tenderness of glands at 
angle of jaw. 

9 days after onset of swollen 
glands or until swelling 
disappears. 

Ringworm of scalp 10 to 14 days Scaly patch, usually 
ring shaped, on scalp 

No exclusion from school. 
Exclude from gymnasium, 
swimming pools, contact 
sports. 

Scabies 2 to 6 weeks 
initial exposure, 1 
to 4 days re-
exposure 

Tiny burrows in skin 
caused by mites. 

Until 24 hours after treatment. 

Scarlet Fever 
Scarlatina Strep 
Throat 

1 to 3 days Sudden onset, 
vomiting, sore throat, 
fever, late fine rash 
(not on face). Rash 
usually with first 
infection. 

24 hours after antibiotics 
started and no fever. 

Whooping Cough* 
(Pertussis) 

7 to 10 days Head cold, slight fever, 
cough, characteristic 
whoop after 2 weeks 

5 days after start of antibiotic 
treatment. 

 
* Reportable infectious diseases 
 
Readmission to school – It is advisable that school authorities require written permission from the 
health officer, school physician or attending physician before any pupil is readmitted to class following 
any disease which requires exclusion, not mere absence, from school. 
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         Code No: 507.3E2 
Reportable Infectious Diseases 
 
While the school district is not responsible for reporting, the following infectious diseases are required 
to be reported to the state and local public health offices: 
 

Acquired Immune Deficiency Syndrome  
         (AIDS) 
Anthrax (Bacillus anthracis) 
Botulism (including Infant Botulism) (Clostridium Botulinum) 
Brucellosis (Brucella) 
Campylobacteriosis (Campylobacter) 
Chlamydia trachomatis 
Cholera (Vibrio Cholera) 
Carbaperiem Resistant Enterobacteriaceal 
Cryptosporidiosis (Cryptosporidium 
Cyclosporiasis (Cyclospora) 
Diphtheria 
Escherichia coli shiga toxin producing and related diseases (includes HUS and TTP) 
Giardiasis (Giardia) 
Gonorrhea (Neisseria gonorrhoeae) 
Haemophilus Influenza Type B Invasive Disease (HIB) 
Hansens Disease (Leprosy) (Mycobacterium Laprae) 
Hantavirus Syndromes 
Hepatitis A 
Hepatitis B, C, D, E 
Histoplamosis 
Human Immunodeficiency Virus (HIV) (Death of a person with HIV)  

(Perinatally exposed newborn and child (newborn and child who was born to an HIV  
infected mother) 

Legionellosis (Legionella) 
Listeria Monocytogenes Invasive Disease 
Malaria 
Measles (Rubeola) 
Meningococcal Invasive Disease (Neisseria Meningitidis) 
Mosquito-borne diseases (includes chikungunya, dengue, eastern equine encephalitis, La Crosse, St.  

Louis, Venezuelan equine encephalitis, West Nile, western equine encephalitis 
Mumps 
Pertussis (Bordatella pertussis) (Whooping Cough) 
Plague (Yersinia Pestis) 
Poliomyelitis 
Psittacosis (Chlamydophila Psittaci) 
Q Fever (Coxiella Burnetii) 
Rabies, Animal 
Rabies, Human 
Rubella (congenital syndrome) 
Salmonellosis (Salmonella) 
Severe Acute Respiratory Syndrome (SARS) 
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Shigellosis (Shigella) 
Small Pox (Viola Virus) 
Syphilis (Treponema Pallidum) 
Tetanus (Clostridium Tetani) 
Tick Borne Disease (Anaplasmosis, Babesiosis, Erlichia, Lyme Disease, and Rocky Mountain  

Spotted Fever 
Tuberculosis pulmonary and laryngeal (Infectious) (Mycobacterium tuberculosis) 
Tuberculosis Extrapulmonary (Mycobacterium Tuberculosis) 
Tularemia (Francisella tularensis) 
Vancomycin-intermediate Staphylococcus aureus (VISA) and Vancomycin-resistant 
Staphylococcus aureus (VRSA) 
Viral Hemorrhagic Fever (VHR) (e.g., Lassa, Marburg, Ebola, and Crimean-Congo 
Yellow Fever 
 
 
Any other disease which is unusual in incidence, occurs in unusual numbers of circumstances, or 
appears to be of public health concern, e.g., epidemic diarrhea, food or waterborne outbreaks, acute 
respiratory illness. 
 
Appropriate copies must be mailed to both the state and local public health offices.  School districts 
must submit a report weekly if there are cases of mumps, chicken pox, erythema infectiosum, 
gastroenteritis, influenza-like illnesses and if the number is greater than 10 percent of the school 
district’s enrollment. 
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MCSD         Code No. 507.4 
February 2019 
Chapter 5 – Student Personnel 
 
Policy Title:  Injury or Illness at School 
 
The Maquoketa Community School District assumes no responsibility for medical 
treatment of students.  However, first aid measures in the case of an emergency may be 
offered to a student by the school nurse, nurse’s assistant, teacher, principal, or other 
employee of the school district who is qualified to take such measures. 
 
Also in cases of emergency where a student has a serious illness or injury, that student 
will be transported to a hospital or a doctor’s office by ambulance, or by such other 
convenient mode of transportation as may be available.  If possible, the family physician 
listed on the office records of the school district will be contacted. 
 
Ordinarily, the medical attention and service offered by school staff or officials will be 
limited to the comfort and protection of the student until proper medical attention is 
secured. 
 
It is the responsibility of the principal to file an accident report with the superintendent 
within twenty-four hours after the student is injured. 
 
Parents are required to complete a medical emergency authorization form indicating the 
procedures to be followed, if possible, in an emergency involving their child.  It will be 
the responsibility of the parents to provide the school district with updated information on 
the medical authorization form. 
 
Students must be fever, diarrhea, and vomiting free without fever reducing, anti-
diarrheals, or anti-emetics medication for 24 hours before returning to school. Students 
that have been prescribed an antibiotic should be on the antibiotic for a minimum of 24 
hours before returning to school. 
 
Whenever possible, parents of an injured or ill student will be notified by telephone and 
instructions will be requested as to the proper action of school district personnel.  When a 
parent has no telephone or cannot otherwise be reached, the ill or injured student, 
whenever possible, will be transported home, to the hospital, or to a doctor’s office. 
 
Legal Reference:  Iowa Code §613.17 (2013) 
     
Previous Date of Adoption  07-11-88 
Revision Discussion   05-22-89 
First Reading Level   06-26-89 
Second and Final Reading  07-17-89 
Reviewed by Policy Committee 04-25-05, 02-11-08, 10-14-13, 02-11-19 
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MCSD         Code No. 507.5 
December 2020 
Chapter 5 – Student Personnel 
 
Policy Title:  Emergency Plans and Drills 
 
Students will be informed of the appropriate action to take in an emergency.  Emergency 
drills for fire, weather, and other disasters are conducted each school year.  Fire and 
tornado drills are each conducted regularly during the academic school year with a 
minimum of two before December 31 and two after January 1. 
 
The district will develop and maintain an Emergency Procedure Manual containing 
emergency and disaster procedures.  The plan will be communicated to and reviewed 
with employees.  Employees will participate in emergency drills.  Licensed employees 
are responsible for instructing the proper techniques to be followed in the drill. 
 
Legal Reference: Iowa Code § 100.31 
    
Cross Reference: 711.7 School Bus Safety Instruction 
 
 
 
Adoption of Policy    09-21-81     
First Reading on Proposed Policy  09-21-81   
Second Reading on Proposed Policy  09-28-81 
Reviewed by Policy Committee  01-05-87, 04-25-05, 02-11-08, 10-14-13, 
      02-11-19, 12-21-20 
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MCSD         Code No. 507.6 
February 2019 
Chapter 5 – Student Personnel 
 
Policy Title:  Student Insurance, Athletic and General 
 
Athletic 
 
The Board of Education requires that a student participating in interscholastic athletics be 
adequately insured.  A policy from an insurance company determined by the 
Superintendent may be obtained through the school if one is available. 
 
If a student has an adequate insurance policy, he/she must submit a written statement to 
the school verifying he/she is so insured. 
 
General 
 
An all-pupil insurance program may be offered to the parents of pupils in this district.  
The Superintendent shall be authorized to select the insurance company to issue such 
policies for all schools in the district. 
 
The purchase of insurance shall be voluntary with the entire cost being paid by the 
student or his/her parents. 
 
 
 
Legal Reference:  Iowa Code § 279.8 (2013) 
 
 
 
 
Previous Date of Adoption  11-22-71 
Revision Discussion   12-15-86 
Approval of Revision   01-12-87 
Reviewed by Policy Committee 04-25-05, 02-11-08, 10-14-13, 02-11-19 
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MCSD         Code No. 507.7 
February 2019 
Chapter 5 – Student Personnel 
 
Policy Title:  Custodial and Non-custodial Parent Rights and Responsibilities 
 
When parents of a student are separated, involved in divorce proceedings, or are 
divorced, the building principal will respect the rights of custodial and non-custodial 
parents equally except when a court order exists concerning special restrictions.  It is the 
responsibility of the custodial parent to provide the school principal with a copy of such a 
court order if restricted access to students or student information is requested. 
 
Parent rights include access to student records and school mailings, attendance at 
parent/teacher conferences and Individual Educational Program (IEP) meetings, and 
authority to request that a student be released early or be absent from school for a 
legitimate reason. 
 
It is the responsibility of the non-custodial parent to inform the school office of the 
parent’s name, address, and phone number if they wish to be consulted regarding their 
child or wish to be placed on the school’s mailing list. 
 
 
Legal Reference:  Iowa Code §§ 232.67, .70, .73, .75; 235A; 279.8;  

710.6 (2013) 
    441 I.A.C. 9.2; 155; 175 
 
 
 
 
New Policy Presented    07-20-92 
First Reading on Proposed Policy  07-20-92 
Second Reading on Proposed Policy  08-10-92 
Reviewed by Policy Committee  04-25-05, 02-11-08, 10-14-13, 02-11-19 
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MCSD         Code No: 507.8 
December 2020 
Chapter 5 – Student Personnel 
 
Policy Title:  Student Special Health Services 
 
The board recognizes that some special education students need special health services 
during the school day.  These students will receive special health services in conjunction 
with their individualized health program. 
 
 
 
 
Legal Reference:   Board of Education v. Rowley, 458 U.S. 176 (1982) 
     Springdale School District #50 v. Grace, 693 F.2d 41  

(8th Cir. 1982) 
  Southeast Warren Comm. School District v. Dept. of Public 
   Instruction, 285 N.W.2d 173 (Iowa 1979) 
  20 U.S.C. §§ 1400 et seq. (2012) 
  34 C.F.R. Pt. 300 et seq. (2012) 

Iowa Code §§ 256.11(7); 256B; 273.2, .5, .9(2) -(3); 280.8 (2013) 
  281 I.A.C. 14.2 

 
 
Cross Reference: 603.3 Special Education Programs and Services 
 
Previous Adoption   07-17-89 
Final Reading    07-18-94 
Revision    12-10-01 
Reviewed by Policy committee 04-25-05, 02-11-08, 06-08-09, 10-14-13, 02-11-19, 

12-21-20 
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SPECIAL HEALTH SERVICES REGULATION   Code No. 507.8R1 
 
 
Some students who require special education need special health services in order to 
participate in the educational program.  These students shall receive special health 
services in accordance with their individualized educational program. 
 
A.   Definitions 
 
“Assignment and delegation” - occurs when licensed health personnel, in collaboration 
with the education team, determine the special health services to be provided and the 
qualifications of individuals performing the health services.  Primary consideration is 
given to the recommendation of the licensed health personnel.  Each designation 
considers the student’s special health service.  The rationale for the designation is 
documented.  If the designation decision of the team differs from the licensed health 
professional, team members may file a dissenting opinion. 
 
“Co-administration” - the eligible student’s participation in the planning, management 
and implementation of the student’s special health service and demonstration of 
proficiency to licensed health personnel. 
 
“Educational program” - includes all school curricular programs and activities both on 
and off school grounds. 
 
“Education team” - may include the eligible student, the student’s parent, administrator, 
teacher, licensed health personnel, and others involved in the student’s educational 
program. 
 
“Health assessment” - health data collection, observation, analysis, and interpretation 
relating to the eligible student’s educational program. 
 
“Health instruction” - education by licensed health personnel to prepare qualified 
designated personnel to deliver and perform special health services contained in the 
eligible student’s health plan.  Documentation of education and periodic updates shall be 
on file at school. 
 
“Individual health plan” - the confidential, written, preplanned and ongoing special health 
service in the educational program.  It includes assessment, planning, implementation, 
documentation, evaluation and a plan for emergencies. 
 
The plan is updated as needed and at least annually.  Licensed health personnel develop 
this written plan with the education team. 
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“Licensed health personnel” - includes licensed registered nurse, licensed physician, and 
other licensed health personnel legally authorized to provide special health services and 
medications. 
 
“Prescriber” - licensed health personnel legally authorized to prescribe special health 
services and medications. 
 
“Qualified designated personnel” - persons instructed, supervised and competent in 
implementing the eligible student’s health plan. 
 
“Special health services” - includes, but is not limited to, services for eligible students 
whose health status (stable or unstable) requires: 

• Interpretation or intervention, 
• Administration of health procedures and health care, or 
• Use of a health device to compensate for the reduction or loss of a body 

function. 
 
“Supervision” - the assessment, delegation, evaluation and documentation of special 
health services by licensed health personnel.  Levels of supervision include situations in 
which licensed health personnel are: 

• physically present. 
• available at the same site. 
• available on call. 

 
B.   Licensed health personnel shall provide special health services under the auspices 
of the school.  Duties of the licensed personnel include the duty to: 
  

• Participate as a member of the education team. 
• Provide the health assessment.  
• Plan, implement, and evaluate the written individual health plan.  
• Plan, implement, and evaluate special emergency health services. 
• Serve as liaison and encourage participation and communication with health 

service agencies and individuals providing health care. 
• Provide health consultation, counseling, and instruction with the eligible 

student, the student’s parent, and the staff in cooperation and conjunction with 
the prescriber. 

• Maintain a record of special health services.  The documentation includes the 
eligible student’s name, special health service, prescriber or person 
authorizing, date and time, signature and title of the person providing the 
special health service and any unusual circumstances in the provision of such 
services. 

• Report unusual circumstances to the prescriber, parent and school 
administration; and  

• Assign and delegate to, instruct, provide technical assistance and supervise 
qualified designated personnel. 
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• Update knowledge and skills to meet special health service needs. 
 
C.   Prior to the provision of special health services the following will be on file: 
 

• Written statement by the prescriber detailing the specific method and schedule 
of the special health service, when indicated. 

• Written statement by the student’s parent requesting the provision of the 
special health service. 

• Written report of the preplanning staffing or meeting of the education team. 
• Written individual health plan available in the health record and integrated 

into the IEP or IFSP. 
 
D.   Licensed health personnel, in collaboration with the education team, will 
determine the special health services to be provided and the qualifications of individuals 
performing the special health services.  The documented rationale will include the 
following: 

 
• Analysis and interpretation of the special health service needs, health status 

stability, complexity of the service, predictability of the service outcome, and 
risk of improperly performed service. 

• Determination that the special health service, task, procedure, or function is 
part of the person’s job description. 

• Determination of the assignment and delegation, based on the student’s needs. 
• Review of the designated person’s competency. 
• Determination of initial and ongoing level of supervision required to ensure 

quality services. 
 
E. Licensed health personnel will supervise the special health services, define the 
level of supervision, and document the supervision. 
 
F. Licensed health personnel will instruct qualified designated personnel to deliver 
and perform  special health services contained in the individual health plan.  
Documentation of instruction and periodic updates are on file at school. 
 
G. Parents will provide the usual equipment, supplies and necessary maintenance for 
such.  The equipment is stored in a secure area.  Personnel responsible for the equipment 
are designated in the individual health plan.   The individual health plan will designate 
the role of the school, parents, and others in the provision, supply, storage and 
maintenance of necessary equipment.   
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Maquoketa Community School District     Code No.  507.9 
February 2019 
Chapter 5 – Student Personnel 
 
Policy Title:  Wellness Policy 
 
The board promotes healthy students by supporting wellness, good nutrition and regular physical 
activity as a part of the total learning environment.  The school district supports a healthy 
environment where students learn and participate in positive dietary and lifestyle practices.  By 
facilitating learning through the support and promotion of good nutrition and physical activity, 
schools contribute to the basic health status of students.  Improved health optimizes student 
performance potential. 
 
The school district provides a comprehensive learning environment for developing and 
practicing lifelong wellness behaviors.  The entire school environment, not just the classroom, 
shall be aligned with healthy school district goals to positively influence a student's 
understanding, beliefs and habits as they relate to good nutrition and regular physical activity. 
 
The school district supports and promotes proper dietary habits contributing to students' health 
status and academic performance.  All foods available on school grounds and at school-
sponsored activities during the instructional day should meet or exceed the school district 
nutrition standards and in compliance with state and federal law.  Meals served in the food 
service program will meet guidelines for reimbursable school meals and shall not be less 
restrictive than regulations and guidance issued by the Secretary of Agriculture pursuant 
to subsections (a) and (b) of section 10 of the Child Nutrition Act (42 U.S.C. 1779) and 
sections 9(f)(1) and 17(a) of the Richard B. Russell National School Lunch Act (42 U.S.C. 
1758(f)(1), 1766(a).  Foods should be served with consideration toward nutritional integrity, 
variety, appeal, taste, safety and packaging to ensure high-quality meals.  
 
The school district will make every effort to eliminate any social stigma attached to, and prevent 
the overt identification of, students who are eligible for free and reduced-price meals.  Toward 
this end, the school district may utilize electronic identification and payment systems; provide 
meals at no charge to all children, regardless of income; and promote the availability of meals to 
all students.  
 
Specific Wellness Goals and Guidelines have been established in the following areas:  

• Nutrition Education and promotion guidelines are specified in Appendix A. 
• Physical Activity guidelines are specified in Appendix B. 
• School-based activities that are designed to promote student wellness are identified in 

Appendix C) 
• The nutrition guidelines for all foods available will focus on promoting student health 

and reducing childhood obesity are found in Appendix D. 
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Code No.  507.9 
Policy Title:  Wellness Policy, continued 
 
The superintendent in conjunction with the Building Principals and Food Service Coordinator 
will be responsible for the implementation, monitoring and evaluation of the guidelines in the 
Wellness Policy (Appendix E).  At a minimum of every three years, a district level committee 
made up of personnel from health services, physical education, curriculum, and food service 
along with teachers, parents, youth and other concerned citizens will review the effectiveness of 
the policy and make recommended changes. Following the review, a report detailing the 
implementation and evaluation of this wellness policy will be presented to the 
superintendent and school board, and approved and published for public viewing. 
 
 
Legal Reference:   Iowa Code 256.7(29), 256.11(6) 
   281 IAC 12.5, 58.11 
   42 U.S.C. §§ 1751 et seq 
   42 U.S.C. §§ 1771 et seq 
 
 
 
Cross Reference: 504.6 Student Activity Program 
 
 
 
 
 
Adoption of Policy    03-27-06 
First Reading of Policy   03-27-06 
Second and Final Reading    04-10-06 
Reviewed by Policy Committee  02-11-08, 12-08-08, 11-9-09, 07-19-10, 10-14-13 
      06-19-17, 02-11-19 
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      Code No.  507.9 
           Appendix A 

 
Nutrition Education and Promotion 

 
• By the end of 2nd Grade, every primary level student will receive a minimum of six weeks of 

instruction in “Healthy Living”. 
• Every child K – 9th grade will receive age appropriate nutrition education during the school 

year.  
• High School students 10 – 12th grades will have course options available that address areas of 

nutrition education. 
• Nutrition education and promotion will include one or more of the following: 

 
 

Elementary Intermediate High School 
Accepting body size difference Dietary Guidelines for 

Americans  
Dietary Guidelines for 
Americans 

Balancing food intake and 
activity 

Eating disorders Eating disorders 

Benefits of healthy eating Healthy weight control Healthy weight control 
Eating more fruits, vegetables, 
whole grains and calcium rich 
dairy foods 

Understanding 
influences on food 
choices 

Understanding influences 
on food choices 

Following food safety practices   
Food guide pyramid   
Making healthy food choices for 
meals and snacks 

  

Using food labels   
 
• Food service program shall model the Dietary Guidelines for Americans and coincide with 

nutrition instruction. 
• Food service staff shall also work closely with those responsible for the other components of 

the school health program to achieve common goals. 
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Physical Activity 
 
Physical Education – Daily Physical Activity - Recess 
The school district will provide opportunities for daily physical activity: 

• The Centers for Disease Control and Prevention recommends at least 150 minutes of 
physical activity per week for elementary students and 225 minutes a week for middle 
and high school students;  

• 30 minutes of daily physical activity is required for all students in grades K-5. 
• 120 minutes of physical activity is required for all students in grades 6-12. 
• Physical Education classes will be taught by a certified physical education teacher. 
• Physical Education for students with disabilities and students with special health-care 

needs may be provided in alternative educational settings. 
• Physical Education classes will seek to engage students in moderate to vigorous activity 

during at least 50 percent of physical education class time. 
 
Physical education curriculum will include: 

• Exposure to a wide range of physical activity that teach skills to help maintain lifelong 
health and fitness; 

• Curriculum components will include instruction of individual activities and competitive 
and non-competitive group activities; 

• Curriculum will include a Physical Education course for students consistent with national 
standards for Physical Education and focus on students’ development of motor skills, 
movement forms, and health-related fitness 

 
Students in grades K-5 will be provided with opportunities for physical movement in and out of 
classrooms during the school day. 
 
Daily Recess 
Elementary schools should provide recess for students that: 

• is at least 20 minutes a day;  
• is preferably outdoors when conditions allow;  
• encourages moderate to vigorous physical activity verbally and through the provision of 

space and equipment; and, 
• discourages extended periods (i.e., periods of two or more hours) of inactivity.  
 

When activities, such as mandatory school-wide testing, make it necessary for students to remain 
indoors for long periods of time, schools should give students periodic breaks during which they 
are encouraged to stand and be moderately active. 
 
Physical Activity and Punishment 
As a general rule, employees should not use physical activity (e.g., running laps, pushups) or 
withhold opportunities for physical activity (e.g., recess, physical education) as punishment. 
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Other School-Based Services that Promote Student Wellness 
 
Integrating Physical Activity into Classroom Settings 

For students to receive the nationally recommended amount of daily physical activity and for 
students to fully embrace regular physical activity as a personal behavior, students need 
opportunities for physical activity beyond the physical education class.  Toward that end, the 
school district will: 
• offer classroom health education that complements physical education by reinforcing the 

knowledge and self-management skills needed to maintain a physically active lifestyle 
and to reduce time spent on sedentary activities; 

• discourage sedentary activities, such as watching television, playing computer games, 
etc.; 

 
Communication with Parents: 

The school district will support parents’ efforts to provide a healthy diet and daily physical 
activity for their children.  The school district will: 
• Encourage parents to pack healthy lunches and snacks and to refrain from including 

beverages and foods that do not meet the established nutrition standards for individual 
foods and beverages; 

• Provide parents a list of foods that meet the school district’s snack standards and ideas for 
healthy celebrations/parties, rewards and fundraising activities; 

 
Food Marketing in Schools 

School-based marketing will be consistent with nutrition education and health promotion.  
The school district will: 
• Limit food and beverage marketing to the promotion of foods and beverages that meet the 

nutrition standards for meals or for foods and beverages sold individually and promote 
healthy foods, including fruits, vegetables, whole grains, and low-fat dairy products; and 

• Market activities that promote healthful behaviors (and are therefore allowable) 
including: vending machine covers promoting water; pricing structures that promote 
healthy options in a la carte lines or vending machines; sales of fruit for fund raisers; and 
coupons for discount gym memberships. 
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Nutrition Guidelines for All Foods Available on Campus 

 
 Effective the first day of school 2006-2007 the following guidelines will be implemented: 
 
Foods Sold Outside District Provided Meals: 
  
The Maquoketa Community School District strongly encourages parents and all others who 
provide food or snacks for birthday treats or class parties to offer only nutritionally dense foods. 
  
All foods and beverages sold individually outside the reimbursable meal programs (including 
those sold through a la carte [snack] lines, vending machines, student stores and fundraising 
activities) during the school day, or through programs for students after the school day will meet 
nutrition standards as required by state or federal law.  For current state guidelines, click here 
http://tinyurl.com/Iowa-HKA. 
 
Vending: 

• Vending sales will not be permitted in elementary schools. 
• Vending sales of items that meet the nutritional guidelines as stated in this policy are 

allowed to begin 30 minutes after the last bell of the school day.  Custodians will turn off 
the vending machines before they leave each evening. 

• Only vending machines offering juice, water or milk will be allowed during the school 
day. 

 
Food and Beverage Guidelines: 

• Food and beverage sales are limited to beverages that meet nutrition standards as required 
by state or federal law. 

 
Breakfast and Lunch Programs: 

• Menus are planned using the USDA guidelines for the school food service program.  A 
registered dietitian reviews the school breakfast and lunch menus for nutritional adequacy 
annually. 

 
Food in Classrooms: 

• Every effort should be made to assure that foods served in the classrooms meet the 
nutritional guidelines of this policy.  In circumstances where the students supply food (as 
with birthday treats, parties and other activities), parents are strongly urged to provide 
food items that meet the guidelines of this policy.  

• With teacher approval, water will be allowed in classrooms. 
 
Fundraising Projects:  

Regulated Fundraising Projects:  Regulated fundraisers are those that offer the sale of foods 
or beverages on school property and that are targeted primarily to PK-12 students by or 
through other PK-12 students, student groups, school organizations, or through on-campus 

http://tinyurl.com/Iowa-HKA
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school stores.  Regulated fundraising activities must comply with the state nutrition 
guidelines.   
 
Other (non-regulated) fundraising activities involving the sale of foods or beverages (such as 
concession stands) are encouraged to offer healthy food options, but are not required, to 
comply with the state nutrition guidelines. 
 
The school district encourages fundraising activities that promote physical activity.  The 
school district will make available a list of ideas for acceptable fundraising activities.  All 
fundraising activities are subject to prior approval of the building principal or activity 
Director. 
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Monitoring Implementation and Evaluation 
 

• The superintendent in conjunction with the Building Principals and Food Service 
Coordinator will be responsible for the implementation, monitoring and evaluation of the 
guidelines in the Wellness Policy.   

 
• At a minimum of every three years, a district level committee made up of personnel 

from health services, physical education, curriculum, and food service along with 
teachers, parents, youth and other concerned citizens will review the effectiveness of the 
policy and make recommended changes. Following the review, a report detailing the 
implementation and evaluation of this wellness policy will be presented to the 
superintendent and school board, and approved and published for public viewing. 
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Maquoketa Community School District Physical Activity Contract 
(All high school students must have this form completed and on file) 

 
In 2008, the Iowa Legislature enacted the “Healthy Kids Act”, requiring that all students’ grades 6-12 
engage in physical activity for a minimum of 120 minutes per week in which there are at least five days of 
school.    If you have any questions contact the building administrators at your child’s attendance center 
Middle School: 652-4956 or High School: 652-2451 
 
Name of Student: ____________________________    Grade  ________________________ 
 
Circle when the student is enrolled in PE courses:  Fall / Spring / Both Semesters / Not Enrolled  
 
This form is to be complete for high school students only; middle school PE fulfills the minimum requirements. 
 
School Activities that student will be involved in during the current 2009-10 school year.  (It 
is understood that the following activities will exceed the 120 minutes per week requirement) 
Please check the sports the student will be involved. 

Fall    Winter   Spring 
Cross Country  _______ Basketball  _______ Track _______ 
Football _______ Wrestling _______ Golf _______ 
Volleyball _______ Swimming _______ Tennis _______ 
Dance Team _______ Dance Team _______ Soccer _______ 
Cheerleading _______ Cheerleading _______   
Marching Band ______ 
Swimming _______ 
 

In addition to these school activities, non-school activities such as gymnastics, dance, 
individualized training/exercise programs, & non-school sports teams can be used to fulfill this 
requirement.  List below the activities the student will be involved in during the year. (ex. Trap 
Shooting, Bowling, club/AAU sports teams, exercise programs, swimming, etc.) 

Activity    Time of Year   Minutes per week 
      (Circle one) 

1. ______________________  Fall / Spring / All Year _______________ 
2. ______________________  Fall / Spring / All Year _______________ 
3. ______________________  Fall / Spring / All Year _______________ 
4. ______________________  Fall / Spring / All Year _______________ 

 
Signature of Student: ___________________________________   Date: __________________ 
 
Signature of Parent/Guardian: ____________________________ Date: __________________ 
 
Authorized School Signature: _____________________________ Date: ___________________ 
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February 2020 
Chapter 6 – Educational Program 
 
Policy Title:  Statement of Guiding Principles 
 
The goals and objectives of the school district are designed to achieve the philosophy 
statement of the school district.  An advisory committee of representative of the school 
district community and the school district is appointed to make recommendations for the 
goals and objectives of the education program. 
 
Short-term and long-term objectives for the education program are established annually 
by the board.  These objectives will reflect the results of the needs assessment, 
recommendation of the advisory committee, recommendations from the superintendent, 
and changes in law. 
 
Annually, the board will report to the committee regarding progress toward the 
achievement of the goals and objectives of the education program. 
 
 
Previous Date of Adoption  09-28-81 
Revision Discussion   01-12-87 
Adoption of Revision   01-26-87 
Reviewed by Policy Committee 08-15-05, 12-08-08, 12-13-10, 10-17-16, 2-10-20 
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Chapter 6 – Educational Program 
 
Policy Title:  School Calendar 
 
The Superintendent of Schools shall have the responsibility for developing an official 
school calendar to be recommended to the Board of Education for approval and adoption. 
 
The Board of Education shall have the prerogative to amend the school calendar when it 
is determined to be in the best interests of the school district.  The board shall hold a 
public hearing on any proposed school calendar prior to adopting the school calendar.  
 
The school district’s academic calendar will accommodate the educational program of the 
school district.  The calendar shall comply with the requirements as established by the 
State for the operation of accredited schools and include, but not be limited to, the days 
for student instruction, staff development and in-service, and time for teacher 
conferences. 
 
The school academic year for students shall be for a minimum of 1080 hours in the 
school calendar.  The academic school year for students shall begin no sooner than 
August 23.  School district personnel may be required to report to work at the school 
district prior to this date. 
 
*Exception:  Graduating seniors may be excused up to five days or 30 hours of 
instruction allowed by  

         state law provided district requirements for graduation have been met.  The  
         board may also excuse graduating seniors from making up days missed due    
         to inclement weather if the student has met the school district’s graduation  
         requirements. 

 
Legal Reference: Iowa Code §§ 20.9, 279.10, 280.3, 299.1(2) (2015) 
   281 Iowa Admin. Code 12.1 (7); 41.106 
 
 
Cross Reference: 501.3 Compulsory Attendance 
   601.2 School Day 
   603.3 Special Education Programs and Services 
 
 
Previous Date of Adoption  07-17-89 
Revision Discussion   08-14-89 
First Reading on Revision  08-25-89 
Second and Final Reading  09-11-89 
Reviewed by Policy Committee 08-15-05, 12-13-10, 07-21-14, 02-08-16, 10-17-16, 

2-10-20  
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Policy Title:  School Day 
 
The school day shall consist of the schedule of class instruction and activities as 
established by the Board of Education upon recommendation of the Superintendent of 
Schools.  The length of the school day for grades kindergarten through twelfth will 
consist of six hours, not including the lunch period, but everything else can be counted, 
including passing time and recess. 
 
Major revisions in hours of operation and in scheduling practices shall be subject to 
approval of the Board of Education. 
 
When the school is forced to close due to weather or other emergencies, that part of the 
day during which school was in session will constitute a school day.  The Superintendent 
will create administrative regulations necessary to utilize any remote learning 
opportunities that are available and permitted by law during the period of closure. 
Remote learning opportunities will count toward instructional time requirements as 
allowed by law. During the tine of remote learning, student attendance will be taken, 
assessments may be administered and grades will count toward students’ cumulative 
grade point average.  The provision of special education and accommodations for 
students who have individualized education programs (IEPs) or Section 504 plans during 
periods of closure will be determined by each respective IEP or Section 504 team.  
Schedule revisions and changes in time allotments will be made by the proper 
administrative authority with the approval of the Superintendent. 
 
It is the responsibility of the Superintendent to inform the board annually of the length of 
the school day. 
 
This policy applies only to the school day for students.  The work day for school district 
personnel may differ as per approved agreements. 
 
Legal Reference: 34 C.F.R. sec. 300 
   28 C.F.R. pt. 35 

Iowa Code §§ 256.7, 279.8, .10 (2013) 
   281 Iowa Admin. Code 12.1(1), .1 (7-10) 
 
Cross Reference:  601.1 School Calendar 
 
Previous Date of Adoption  09-28-81 
Revision Discussion   06-12-89 
First Reading on Revision  06-26-89 
Second Reading & Adoption  07-17-89 
Revision of Policy   10-27-03 
Reviewed by Policy Committee 08-15-05, 12-13-10, 07-21-14, 10-17-16, 2-10-20,  
 12-21-20 
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Chapter 6 – Educational Program 

 

Policy Title:  Type of School Organization 

 

The schools shall be organized into levels of instruction as follows: 

 

1. The Elementary Schools:  the elementary schools shall consist of appropriate 

preschool education, kindergarten, transitional kindergarten and grades one 

through five. 

 

2. Middle School:  the middle school shall consist of grades six through eight. 

 

3. Senior High School:  the senior high school shall consist of grades nine through 

twelve. 

 

 

 

 

 

 

 

 

 

Legal Reference:  Iowa Code §§256.11, 275.1, 279.11, 280.14 (1989) 

    670 Iowa Admin. Code 3.1, 3.2(1)-.2(8) 

281 Iowa Admin. Code 12.1, 12.3(11), 12.5 (new 

standards) 

 

 

 

Previous Date of Adoption  01-26-87 

Revision Discussion   06-12-89 

First Reading on Revision  06-26-89 

Second and Final Reading  07-17-89 

Reviewed by Policy Committee 08-15-05, 12-13-10, 10-17-16, 2-10-20 
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February 2020 
Chapter 6 – Educational Program 
 
Policy Title: Curriculum Development      
 
Curriculum development is an ongoing process in the school district and consists of both 
research and design.  Research is the studious inquiry and critical investigation of the various 
content areas for the purpose of revising and improving curriculum and instruction based on 
relevant information pertaining to the discipline.  This study is conducted both internally (what 
and how we are currently doing at the local level) and externally (what national standards, 
professional organizations, recognized experts, current research, etc. tell us relative to the 
content area).  Design is the deliberate process of planning and selecting the standards and 
instructional strategies that will improve the learning experiences for all students. 
 
A systematic approach to curriculum development (careful research, design, and articulation of 
the curriculum) serves several purposes: 
 
 Focuses attention on the content standards of each discipline and ensures the identified 

learning are rigorous, challenging, and represent the most important learning for our 
students. 

 
 Increases the probability that students will acquire the desired knowledge, skills and 

dispositions and that our schools will be successful in providing appropriate learning 
experiences. 

 
 Facilitates communication and coordination. 
 
 Improves classroom instruction. 
 
The Superintendent, Director of Professional Growth and Student Learning and administrative 
team are responsible for curriculum development and for determining the most effective 
method of conducting research and design activities.  A curriculum framework will describe the 
processes and procedures that will be followed in researching, designing, and articulating each 
curriculum area.  This framework will at a minimum, describe the processes and procedures for 
the following curriculum development activities to: 
 
 Study the latest thinking, trends research and expert advice regarding the content/discipline; 
 
 Study the current status of the content/discipline (what and how well students are currently 

learning); 
 
 Identify content standards, benchmarks, and grade level expectations for the 

content/discipline; 
 
 Describe the desired learning behaviors, teaching and learning environment related to the 

content/discipline; 
 
 Identify differences in the desired and present program and develop a plan for addressing 

the differences; 
 
 Communicate with internal and external publics regarding the content area; 
 
 
 
 
 
Policy Title:       Curriculum Development, continued   Code No. 602.1 
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 Involve staff, parents, students, and community members in curriculum development 

decisions; 
 
 Verify integration of local, state, and/or federal mandates (MCNS, school-to-work, etc); 
 
 Verify how the standards and benchmarks of the content/discipline support each of the 

broader student learning goals and provide a K-12 continuum that builds on the prior 
learning of each level. 

 
It is the responsibility of the Director of Professional Growth and Student Learning to keep the 
board apprised of necessary curriculum revisions, progress of each content area related to 
curriculum development activities, and to develop administrative regulations for curriculum 
development including recommendations to the board. 
 
 
 
 
Legal Reference: 20 U.S.C. § 1232h 
 34 C.F.R. Pt. 98 
 Iowa Code §§ 216.9; 256.7, 279.8; 280.3 
 281 I.A.C. 12.5, .8 
 
 
 
Cross Reference: 101 Educational Philosophy of the School District 
 103 Long-range Needs Assessment 

602.6   Curriculum Guides 
605.1 Instructional Materials Selection 
 
 
 

New Policy for Discussion  04-22-02 
First Reading    04-22-02 
Second and Final Reading  05-06-02 
Reviewed by Policy Committee 08-15-05, 12-13-10, 10-17-16, 2-10-20 
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Policy Title:  Curriculum Implementation 
 
Without careful and continuing attention to implementation, planned changes in curriculum and 
instruction rarely succeed as intended.  How change is put into practice, to a large extent, 
determines how well it fares. 
 
Implementation refers to what actually happens in practice as compared to what was supposed to 
happen.  Curriculum implementation includes the provision of organized assistance to staff in 
order to ensure that the newly developed curriculum and the most powerful instructional 
strategies are actually delivered at the classroom level.  There are two components of any 
implementation effort that must be present to guarantee the planned changes in curriculum and 
instruction succeed as intended: 
 

 Understanding the conceptual framework of the content/discipline being implemented; 
and, 

 
 Organized assistance to understand the theory, observe exemplary demonstrations, have 

opportunities to practice, and receive coaching and feedback focused on the most 
powerful instructional strategies to deliver the content at the classroom level. 

 
The Superintendent, Director of Professional Growth and Student Learning and Administrative 
team are responsible for curriculum implementation and for determining the most effective way 
of providing organized assistance and monitoring the level of implementation.  A curriculum 
framework will describe the processes and procedures that will be followed to assist all staff in 
developing the knowledge and skills necessary to successfully implement the developed 
curriculum in each content area.  This framework will, at a minimum, describe the processes and 
procedures for the following curriculum implementation activities to: 

 
 Study and identify the best instructional practices and materials to deliver the content; 

 
 Describe procedures for the purchase of instructional materials and resources (See Policy 

605.1 on Instructional Materials Selection); 
 

 Identify/develop exemplars that demonstrate the learning behaviors, teaching, and 
learning environment to deliver the content; 

 
 Study the current status of instruction in the content area (how teachers are teaching); 

 
 Compare the desired and present delivery system, identify differences (gap analysis), 

and develop a plan for addressing the differences; 
 

 Provide ongoing professional development related to instructional strategies and 
materials that focuses on theory, demonstration, practice, and feedback; 

 
 Regularly monitor and assess the level of implementation; 
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Chapter 6 – Educational Program 
 
Policy Title:  Curriculum Implementation 
 

 Communicate with internal and external publics regarding curriculum implementation; 
 

 Involve staff, parents, students, and community members in curriculum implementation 
decisions. 

 
It is the responsibility of the Superintendent or the Director of Professional Growth and Student 
Learning to keep the Board apprised of curriculum implementation activities, progress of each 
content area related to curriculum implementation activities, and to develop administrative 
regulations for curriculum implementation including recommendations to the Board. 
 
 
 
Legal Reference: 20 U.S.C. § 1232h (2012). 
   34 C.F.R. pt. 98 (2012). 
   Iowa Code §§ 216.9, 256.7, 279.8, 280.3-.14 (2013). 
   281 I.A.C.  12.8(1)(c)(1). 
 
 
 
Cross Reference: 101 Educational Philosophy of the School District 
   103 Long-range Needs Assessment 

602.6 Curriculum Development 
605.1   Curriculum Guides 
 
 
 

New Policy for Discussion  03-25-02 
First Reading    03-25-02 
Second and Final Reading  04-08-02 
Reviewed by Policy Committee 08-15-05, 12-13-10, 10-17-16, 2-10-20 
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Policy Title: Curriculum Evaluation 
 
Regular evaluation of the total curriculum is necessary to ensure that the written and 
delivered curriculum is having the desired effect for students.  
 
Curriculum evaluation refers to an ongoing process of collecting, analyzing, synthesizing, 
and interpreting information to aid in understanding what students know and can do.  It 
refers to the full range of information gathered in the school district to evaluate (make 
judgements about) student learning and program effectiveness in each content area. 
 
Curriculum evaluation must be based on information gathered from a comprehensive 
assessment system that is designed for accountability and committed to the concept that 
all students will achieve at high levels, is standards-based, and informs decisions which 
impact significant and sustainable improvements in teaching and student learning. 
 
The Superintendent, Director of Professional Growth and Student Learning, and 
Administrative Team are responsible for curriculum evaluation and for determining the 
most effective way of ensuring that assessment activities are integrated into instructional 
practices as part of school improvement with a particular focus on improving teaching 
and learning.  A curriculum framework will describe the procedures that will be followed 
to establish an evaluation process that can efficiently and effectively evaluate the total 
curriculum.  This framework will, at a minimum, describe the procedures for the 
following curriculum evaluation activities; 
 

• Identify specific purposes for assessing student learning; 
• Develop a comprehensive assessment plan; 
• Select/develop assessment tools and scoring procedures that are valid and 

reliable; 
• Identify procedures for collecting assessment data; 
• Identify procedures for analyzing and interpreting information and drawing 

conclusions based on the data (including analysis of the performance of 
various sub-groups of students); 

• Identify procedures for establishing at least three levels of performance 
(specific to the content standard and the assessment tool when appropriate) to 
assist in determining whether students have achieved at a satisfactory level (at 
least two levels describe performance that is proficient or advanced and at 
least one level describes students who are not yet performing at the proficient 
level); 

• Identify procedures for using assessment information to determine long-range 
and annual improvement goals; 

• Identify procedures for using assessment information in making decisions 
focused on improving teaching and learning (data based decision making); 
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Policy Title: Curriculum Evaluation 
 
Provide support to staff in using data to make instructional decisions; 

• Define procedures for regular and clear communications about assessment 
results to the various internal and external publics (mandatory for 
communication about students receiving special education services); 

• Define data reporting procedures; 
• Verify that assessment tools are fair for all students and are consistent with all 

state and federal mandates; 
• Verify that assessment tools measure the curriculum that is written and 

delivered; 
• Identify procedures for deciding when multiple assessment measures are 

necessary for making good decisions and drawing appropriate conclusions 
about student learning; 

• Identify roles and responsibilities of key groups; 
• Involves staff, parents, students, and community members in curriculum 

evaluation; 
• Ensure participation of eligible students receiving special education services 

in district-wide assessments. 
 
It is the responsibility of the Director of Professional Growth and Student Learning to 
keep the Board apprised of curriculum evaluation activities, the progress of each content 
area related to curriculum evaluation activities, and to develop administrative regulations 
for curriculum evaluation including recommendations to the Board. 
 
 
Legal Reference  20 U.S. C. § 1232h (2012) 
    34 C.F.R. pt. 98 (2012) 
    Iowa Code §§ 216.9, 256.7, 279.8, 280.3 (2013) 
    281 I.A.C. 12.8 
 
Cross Reference:  101  Educational Philosophy 

103    Long-Range Needs Assessment 
602.1  Curriculum Development 
602.2 Curriculum Implementation 

 
New Policy for Discussion  05-13-02 
First Reading    05-13-02 
Second and Final Reading  05-20-02 
Reviewed by Policy Committee 08-15-05, 12-13-10, 10-17-16, 2-10-20 
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Policy Title: Curriculum Revision and Textbook Adoption 
 
The Superintendent of Schools shall establish the necessary administrative structures and 
procedures for conducting continuous and long-range programs in curriculum 
development and the improvement of instruction. 
 
No course of study shall be eliminated or added without approval of the Board, nor shall 
any significant modification of a course of study be made without such approval. 
 
Consideration of new textbook adoptions will be made periodically as a part of this 
process.  Subject matter curriculum committees shall follow established textbook 
selection procedures, including compliance with Educational Equity guidelines.  Final 
recommendations of administrators and certificated personnel will be presented to the 
Board of Education for its approval. 
 
 
Legal Reference: 29 U.S.C. §§624-634 
   42 U.S.C. §§2000e-11. 
   Iowa Code §§279.8, 280.3-.14, 601A.9 (1989) 
   670 Iowa Admin. Code 3.5. 
   281 Iowa Admin. Code 12.5(14) (new standards) 
 
 
Previous Date of Adoption  01-26-87 
Revision Discussion   06-12-89 
First Reading on Revision  06-26-89 
Second and Final Reading  07-17-89 
Reviewed by Policy Committee 09-12-05, 12-13-10, 10-17-16, 2-10-20 
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Policy Title:  Curriculum Guides 
 
Classroom instruction in each subject taught in the schools shall be based on careful 
planning.  The Board, through the Superintendent of Schools, directs the instructional 
staff to develop a curriculum guide to include the Iowa Core Standards. 
The following shall serve as guidelines for curriculum guide development revision: 
 
1. Development or revision of guides 

a. Curriculum guides are best developed by the staff and teachers who are to 
use them. 

b. Where entire staff participation is not feasible, a committee of 
representative shall study, write, or revise the guides. 

c. When work on a curriculum guide is completed, the committee 
responsible for its development shall present it to the administrative team 
which shall present it, through the office of the Superintendent, to the 
Board. 

 
2. Use of guides 

a. Curriculum guides are necessary to keep the school system informed as to 
what should be taught in a given area. 

b. Curriculum guides are to serve as a framework from which a teacher will 
develop units of study, lesson plans and approaches to instruction which 
will serve the students’ particular needs at a particular time.  The guides 
shall be used to map the logical sequence of instruction. 

c. The principal and the staff shall see that optimum use is made of available 
curriculum guides. 

 
 
 
Previous Date of Adoption  09-28-81 
Revision Discussion   01-12-87 
Adoption of Revision   01-26-87 
Reviewed by Policy Committee 09-12-05, 12-13-10, 10-17-16, 02-10-20 
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Policy Title:  Basic Instruction Program     
 
The basic instruction program will include the courses required for each grade level by 
the State Department of Education.  The instructional approach will be gender fair and 
multicultural.  
 
The basic instruction program of students enrolled in kindergarten is designed to develop 
healthy emotional and social habits, language arts and communication skills, the capacity 
to complete individual tasks, character education and the ability to protect and increase 
physical well-being with attention given to experiences relating to the development of life 
skills and human growth development. 
 
The basic instruction program of students enrolled in grades one through six will include 
English-language arts, social studies, mathematics, science, health, human growth and 
development, physical education, traffic safety, music, visual art and computer science.  
Computer science will be offered during at least one grade level effective with the school 
year beginning July 1, 2023. 
 
The basic instruction program of students enrolled in grades seven and eight will include 
English-language arts, social studies, mathematics, science, health, human growth and 
development, family and consumer, career, technology education, physical education, 
music, visual art and computer science.  Computer science will be offered during at least 
one grade level effective with the school year beginning July 1, 2023. 
 
The basic instruction program of students enrolled in grades nine through twelve will 
include: English-language arts (6 units), social studies (5 units), mathematics (6 units), 
science (5 units) health (1 unit), physical education (1 unit), fine arts (3 units), foreign 
language (4 units), financial literacy (½ unit), vocational education (12 units) and 
computer science (1/2 unit) effective with the school year beginning July 1, 2022. 
 
The Board may, in its discretion, offer additional courses in the instruction program for 
any grade level. 
  
Each instruction program is carefully planned for optimal benefit taking into 
consideration the financial condition of the School District and other factors deemed 
relevant by the Board or Superintendent.  Each instruction program’s plan should 
describe the program, its goals, the effective materials, the activities, and the method for 
student evaluation. 
 
It is the responsibility of the Superintendent to develop administrative regulations stating 
the required courses and optional courses for kindergarten, grades one through six, grades 
seven and eight, and grades nine through twelve.  



603.1 

 
Legal Reference: Iowa Code §§ 216.9, 256.11, 279.8, 280.3-.14 
   281 Iowa Admin. Code 12.5; .11. 
   20 U.S.C. §1232h 
   34 C.F.R. Pt. 98  
 
Cross Reference: 102  Equal Educational Opportunity 
   103  Long-Range Needs Assessment 
   602.1 Curriculum Development 
      
 
Previous Date of Adoption  01-26-87 and 07-13-87 
First Reading on Revision  06-26-89 
Second and Final Reading  07-17-89 
Revision Discussion   01-27-03 
Reviewed by Policy Committee 09-12-05, 12-13-10, 10-17-16, 02-10-20, 12-21-20 



603.2 

MCSD         Code No. 603.2 
December 2020 
Chapter 6 – Educational Program 
 
Policy Title:  Summer School Instruction 
 
The Maquoketa Community School District recognized the importance of ongoing 
learning opportunities for students.  As such, the district shall offer summer school 
instruction in accordance with the following: 
 

• The board, in its discretion, may offer summer school for one or more courses and 
student activities for students who need additional help and instruction or for 
enrichment in those areas.  Upon receiving a request for summer school, the board 
will weigh the benefit to the students and the school district as well as the school 
district’s budget and availability of licensed employees to conduct summer 
school. 

 
• If a child who is eligible for special education has been determined to need 

extended school year services as necessary to receive a free appropriate public 
education, as determined according to state and federal law, such services shall be 
provided as described in the child’s individualized education program. 

 
• In additional instances as provided by law. 

 
The superintendent may develop administrative regulations regarding this policy. 
 
 
Legal Reference:  Iowa Code §§ 279.8, 280.3, 282.6  
       281 I.A.C. 41.106  
 
Cross Reference: 505.2 Student Promotion-Retention-Acceleration 
    
 
Previous Date of Adoption  09-28-81 
Revision Discussion   01-12-87 
Adoption of Revision   01-26-87 
Reviewed by Policy Committee 09-12-05, 12-13-10, 02-08-16, 10-17-16, 11-20-17, 

02-10-20, 12-21-20 
 



603.3 

MCSD         Code No. 603.3 
December 2020 
Chapter 6 - Educational Program 
 
Policy Title:  Special Education Programs and Services 
 
The board recognizes some student have different educational needs than others students.  The 
board will provide a free appropriate public education program and related services to students 
identified in need of special education. The special education services will be provided from birth 
until the appropriate education is completed, age twenty-one or to maximum age allowable in 
accordance with the law.  Students requiring special education will attend general education 
classes, participate in nonacademic and extracurricular services and activities and receive services 
in a general education setting to the maximum extent appropriate to the needs of each individual 
student.  The appropriate education for each student is written in the student’s Individualized 
Education Program (IEP). 
 
Special education students are required to meet the requirements listed for special education 
students in board policy 505.5 and in their IEPs for graduation.  It is the responsibility of the 
superintendent and the area education agency director of special education to provide or make 
provisions for appropriate special education and related services. 
 
Children from birth through age 2 and children age 3 through age 5 are provided comprehensive 
special education services within the public education system.  The school district will work in 
conjunction with the area education agency to provide services, at the earliest appropriate time to 
children with disabilities from birth through age 2.  This is done to ensure a smooth transition of 
children entitled to early childhood special education services. 
 
Legal References: Board of Education v. Rowley, 458 U.S. 176 (1982) 
   Springdale School District #50 v. Grace, 693 F.2d 41 
   (8th Cir. 1982) 

Southeast Warren CSD v. Dept. of Public Instruction, 285       
N.W.2d 173 (1979) 

   20 U.S.C. §§ 1400 et seq (2010) 
   34 C.F.R. Pt. 300 et seq (2010) 
   Iowa Code §§ 256.11(7); 256B; 273.1,.2, .5, .9(2) -(3); 280.8 
   (2013) 
   281 I.A.C. 41.109, 41.404 
 
Cross Reference: 505.5 Graduation Requirements 
   506.1 Education Records Access 
   507.2 Administration of Medication to Students 
   507.8 Student Special Health Services 
   601.1 School Calendar 
 
Previous Date of Adoption  08-10-92 
Adoption of Policy   09-08-97 
Revision     01-14-02 
Reviewed by Policy Committee 09-12-05, 06-08-09, 12-13-10, 10-17-16, 02-10-20, 12-

21-20  



603.3 

MCSD         Code No. 603.3 
 
Policy Title:  Special Education Programs and Services, continued 
 
• Confidentiality of information and records.  
 
Students requiring special education will attend general education classes, participate in 
nonacademic and extracurricular services and activities and receive services in a regular 
general education setting to the maximum extent appropriate to the needs of each 
individual student.  The appropriate education for each student is written in the student’s 
Individualized Education Program (IEP). 
 
In all respects applicable to the District’s responsibility for the provision of Special 
Education Services in conjunction with the MBAEA, the District shall adhere to the rules 
and procedures prescribed by the Iowa Rules of Special Education.  These shall be 
supplemented as may be required at the MBAEA, district, school or program level in a 
manner consistent with state/federal law and regulation. 
 
When necessary, the District shall contract with other districts, area education agencies 
and other public or private agencies for the purpose of providing an appropriate special 
education program and related services for individual pupils or groups of pupils.  The 
district shall assure and condition payment on the proper delivery of these services. 
 
Special education and related services provided by the district shall be available to 
students enrolled in nonpublic schools within the district in accordance with state and 
federal regulations. 
 
Students receiving special education services who have satisfied the credit requirements 
for graduation and/or have completed the educational program outlined in their 
Individual Education Program will be graduated with the same considerations as any 
other graduating senior that has met all graduation requirements.  This will include a 
regular diploma and any other recognition granted to graduating students.  Beginning at 
least 18 months prior to the date of graduation all Individual Education Plans developed 
for students receiving special education services shall include notification of the student’s 
anticipated date of graduation and the requirements to be met by the student prior to 
graduation. 
 
It is the responsibility of the superintendent and the area education agency director of 
special education to provide or make provisions for appropriate special education and 
related services. 
 
Legal References: Board of Education v. Rowley, 458 U.S. 176 (1982) 
   Springdale School District #50 v. Grace, 693 F.2d 41 
   (8th Cir. 1982) 

Southeast Warren CSD v. Dept. of Public Instruction, 285       
N.W.2d 173 (1979) 



603.3 

MCSD         Code No. 603.3 
 
Policy Title:  Special Education Programs and Services, continued 
   
 
   20 U.S.C. §§ 1400 et seq (2010) 
   34 C.F.R. Pt. 300 et seq (2010) 
   Iowa Code §§ 256.11(7); 256B; 273.1,.2, .5, .9(2) -(3); 280.8 
   (2013) 
   281 I.A.C. 41.109, 41.404 
 
 
 
 
Previous Date of Adoption  08-10-92 
Adoption of Policy   09-08-97 
Revision     01-14-02 
Reviewed by Policy Committee 09-12-05, 06-08-09, 12-13-10, 10-17-16, 02-10-20 



603.4 

MCSD           Code: 603.4 
February 2020 
Chapter 600 – Educational Program 
 
Police Title:  Multicultural and Gender Fair Education 
 
Students will have an equal opportunity for a quality public education without discrimination, 
regardless of their gender, race, age, color, national origin, religion, creed, marital status, sexual 
orientation, gender identity, socioeconomic status and disability. 
 
The education program is free of discrimination and provides equal opportunity for the 
students.  The education program will foster knowledge of and respect and appreciation for the 
historical and contemporary contributions of diverse cultural groups, as well as men and 
women, to society.  Special emphasis is placed on Asian-Americans, African-Americans, 
Hispanic-Americans, American Indians, European Americans, and persons with disabilities.  It 
will also reflect the wide variety of roles open to both men and women and provide equal 
opportunity to both genders. 
 
Inquiries regarding compliance with equal education opportunities shall be directed to the 
compliance officer by writing to the Superintendent Title IX, Title VI and Section 504 
compliance Officer, Maquoketa School District, 612 South Vermont Street, Maquoketa, IA 
52060; or by telephoning the Superintendent at (563) 652-4984; or by writing to the Director of 
the Region VII Office of Civil Rights, Department of Education, Kansas City, Missouri.  
Further information and copies of the procedure for filing a grievance are available in the 
central administrative office and the administrative office in each attendance center. 
 
This policy shall be printed in its entirety in all student handbooks and parent handbooks, 
which shall be routinely distributed to all students and parents annually. 
 
Reference Grievance Procedures 603.4R1 
 
Legal Reference: Iowa Code §§ 216.9; 256.11 (2013). 
 281 I.A.C. 12.5(8). 
  
 
Cross Reference: 102 Educational Equity Policy 
 
 
Previous Date of Approval 07/17/89 
Second and Final Reading 05/29/90 
Revised 03/10/03 
Reviewed by Policy Committee 09/12/05 
Policy Revision 02/28/06, 07-16-07, 10-13-08, 12-13-10, 10-17-16, 02-10-20 
 
 
 
 
 
 
 



603.5 

MCSD         Code No. 603.5 
February 2020 
Chapter Six – Educational Program 
 
Policy Title:  Health Education 
 
Students in grade levels one through twelve will receive, as part of their health education, 
instruction about personal health, food and nutrition, environmental health, safety and 
survival skills, consumer health, family life, human growth and development, substance 
abuse and non-use, including the effects of alcohol, tobacco, drugs and poisons on the 
human body, human sexuality, self-esteem, stress management, interpersonal 
relationships, emotional and social health, health resources, prevention and control of 
disease, and communicable diseases, including acquired immune deficiency syndrome.   
The purpose of the health education program is to help each student protect, improve and 
maintain physical, emotional, and social well-being. 
 
The areas stated above are included in health education and the instruction are adapted at 
each grade level to aid understanding by the students.   
 
Parents who object to health education instruction in human growth and development 
may file a written request that the pupil be excused from the instruction.  The written 
request will include a proposed alternate activity or study acceptable to the 
Superintendent or designee.  The superintendent or designee will have the final authority 
to determine the alternate activity or study. 
 
 
Legal Reference: Iowa Code §§256.11, 279.8, 280.3-.14 (2013) 
   281 I. A. C. 12.5 
 
 
 
Previous Date of Adoption  07-11-88 
Revision Discussion   06-12-89 
First Reading on Revision  06-26-89 
Second and Final Reading  07-17-89 
Reviewed by Policy Committee 09-12-05, 12-13-10, 10-17-16, 02-10-20 
 
 
 
 
 
 
 
 
 
 



 

603.5 

         Code No. 603.5E1 
 

HUMAN GROWTH AND DEVELOPMENT STUDENT EXCUSE FORM 
 
Student Name:         Grade:    
 
Parent/Guardian:        Phone #:     
 
Please list the curricular objective(s) from which you wish to have your child excused 
and the class or grade in which each is taught.  An example is provided for you to follow. 
 
Objective  Class/Grade 
 
Ex.  To understand the consequences of Health Education/ 6 responsible and 
irresponsible behavior. 
 
1.              
 
2.              
 
3.              
 
4.              
 
5.              
 
6.              
 
7.              
 
I have reviewed the Human Growth and Development program goals, objectives, and 
materials and wish my child to be excused from class when these objectives are taught.  I 
understand my child will incur no penalty but may / will be required to complete an 
alternative assignment that relates to the class and is consistent with assignments required 
of all students in the class. 
 
Signed:          Date:     
  (Parent or Guardian) 
 
Signed:          Date:     
  (School Administrator) 
 
 
 
 
 



 

603.6 

MCSD         Code No. 603.6 

February 2020 

Chapter 6 – Educational Program 

 

Policy Title  Physical Education 

 

Students in grades one through twelve are required to participate in physical education 

courses unless they are excused by the Principal or school nurse of their attendance 

center. 

 

Students may be excused from physical education courses if the student presents a 

written statement from a doctor stating that such activities could be injurious to the health 

of the student or the student has been exempted because of a conflict with the student’s 

religious beliefs. 

 

Students in grades 9-12 may also be excused from physical education courses if: 

 

 The student is enrolled in academic courses not otherwise available, or 

 

 The student has obtained a physical education waiver for a semester because the 

student is actively involved in an athletic program. 

 

Twelfth grade students may also be excused from physical education courses if the 

student is enrolled in a cooperative, work study, or other educational program authorized 

by the school which requires the student’s absence from school. 

 

Students who will not participate in physical education must have a written request or 

statement from their parents.   

 

 

 

Legal Reference: Iowa Code §256.11 (2013) 

   281 I.A.C. 12.5 

 

 

 

New Policy for Discussion  06-12-89 

First Reading on Policy  06-26-89 

Second and Final Reading  07-17-89 

Reviewed by Policy Committee 10-10-05, 12-13-10, 10-17-16, 02-10-20 



603.7 

Maquoketa Community School District    Code No. 603.7 
February 2020 
Chapter 6 – Education Program 
 
Policy Title:  Career Education Philosophy and Guidelines 
 
Career Education is the total effort of the public schools and the community aimed at 
helping all individuals to become familiar with the values of a work-oriented society, to 
integrate these values into their personal value systems, and to implement these values 
into their lives in such a way that work becomes possible, meaningful, and satisfying to 
each individual. 
 
Preparing students for careers is one goal of the education program.  Career Education 
will be written into the education program for grades eighth through twelve.  This 
education will include, but not be limited to, awareness of self in relation to others and 
the needs of society, exploration of employment opportunities, experiences in personal 
decision-making, and experiences of integrating work values and work skills into their 
lives. 
 
It is the responsibility of the superintendent to assist licensed employees in finding ways 
to provide career education in the education program.  Special attention should be given 
to courses of vocational education nature.  The board, in its review of the curriculum, will 
review the means in which career education is combined with other instructional 
programs. 
 
 
The goals of the Maquoketa Community Schools are to promote within the present 
structure of public education the concept of self-fulfilling work as a means to personal 
satisfaction, economic independence and service to others.  The Board believes that 
occupational information, guidance, and proficiency imparted throughout the school 
years and beyond will enable each individual to control his/her own destiny. 
 
 
 
 
Legal Reference: Iowa Code §§256.11, .11A; 280.9 (2013) 
   281 Iowa Admin. Code 12.5(7) 
 
 
 
Previous Date of Adoption  01-26-87 
Revision Discussion   06-12-89 
First Reading on Revision  06-26-89 
Second and Final Reading  07-17-89 
Reviewed by Policy Committee 10-10-05, 12-13-10, 10-17-16, 02-10-20 
 



603.8 

MCSD         Code No: 603.8 
February 2020 
Chapter 6 – Educational Program 
 
Policy Title:  Teaching about Religion 
 
The school district is required to keep the practice of religion out of the school 
curriculum.  The board recognizes the key role religion has played in the history of the 
world and authorizes the study of religious history and traditions as part of the 
curriculum.  Preferential or derogatory treatment of a single religion will not take place. 
 
It is the responsibility of the superintendent to ensure the study of religion in the schools 
in keeping with the following guidelines: 
 
• The proposed activity must have a secular purpose; 
 
• The primary objective of the activity must not be one that advances or inhibits 

religion; and 
 
• The activity must not foster excessive governmental entanglement with religion. 
 
Legal Reference:  U.S. Const. Amend. I. 
   Lee v. Wiesman. 112 S.Ct. 2649 (1992) 
   Lemon v. Kurtzman, 403 U.S. 602 (1971) 
   Graham v. Central CSD of Decatur County, 608 F. Supp.531 (S.D.  

Iowa 1985) 
   Iowa Code §§ 279.8; 280.6 (2013) 
 
 
 
Adoption of Policy   10-10-05 
First Reading of Policy  10-10-05 
Second and Final Reading  11-14-05, 12-13-10, 10-17-16, 02-10-20 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

603.8 

         Code No:  603.8R1 
 

TEACHING ABOUT RELIGION REGULATIONS – RELIGIOUS HOLIDAYS 
 
 
The historical and contemporary significance of religious holidays may be included in the 
education program provided that the instruction is presented in an unbiased and objective 
manner.  The selection of holidays to be studied will take into account major celebrations 
of several world religions, not just those of a single religion.  Holiday-related activities 
will be educationally sound and sensitive to religious differences and will be selected 
carefully to avoid the excessive or unproductive use of school time.  Teachers will be 
especially careful in planning activities that are to take place immediately preceding or on 
a religious holiday. 
 
Music, art, literature, and drama having religious themes (including traditional carols, 
seasonal songs and classical music) will be permitted if presented in an objective manner 
without sectarian indoctrination.  The emphasis on religious themes is only as extensive 
as necessary for a balanced and comprehensive study or presentation.  Religious content 
included in student performances is selected on the basis of its independent educational 
merit and will seek to give exposure to a variety of religious customs, beliefs, and forms 
of expression.  Holiday programs, parties or performances will not become religious 
celebrations or be used as a forum for religious worship, such as the devotional reading of 
sacred writings or the recitations of prayers. 
 
The use of religious symbols (e.g. a cross, menorah, crescent, Star of David, lotus 
blossom, nativity scene or other symbol that is part of religious ceremony) are permitted 
as a teaching aid, but only when such symbols are used temporarily and objectively to 
give information about a heritage associated with a particular religion.  The Christmas 
tree, Santa Claus, Easter eggs, Easter bunnies, and Halloween decorations are secular, 
seasonal symbols and as such can be displayed in a seasonal context. 
 
Expressions of belief of nonbelief initiated by individual students is permitted in 
compositions, art forms, music, speech, and debate.  However, teachers may not require 
projects or activities which are indoctrinational or force students to contradict their 
personal religious beliefs or nonbeliefs. 
 
 



603.9 

MCSD         Code No: 603.9 
February 2020 
Chapter Six – Educational Program 
 
Policy Title:  Academic Freedom 
 
The board believes students should have an opportunity to reach their own decisions and 
beliefs about conflicting points of view.  Academic freedom is the opportunity of licensed 
employees and students to study, investigate, present, interpret, and discuss facts and 
ideas relevant to the subject matter of the classroom and appropriate to and in good taste 
with the maturity and intellectual and emotional capacities of the students. 
 
It is the responsibility of the teacher to refrain from advocating partisan causes, sectarian 
religious views or biased positions in the classroom or through teaching methods.  
Teachers are not discouraged from expressing personal opinions as long as students are 
aware it is a personal opinion and students are allowed to reach their own conclusions 
independently. 
 
It is the responsibility of the principal to ensure academic freedom is allowed but not 
abused in the classroom. 
 
Legal Reference: Iowa Code §§ 279.8; 280.3, .6 (2013) 
 
 
Adoption of Policy   10-10-05 
First Reading of Policy  10-10-05 
Second and Final Reading  11-14-05, 12-13-10, 10-17-16, 02-10-20 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



603.9 

        Code No: 603.9R1 
 

TEACHING CONTROVERSIAL ISSUES 
 
A “controversial issue” is a topic of significant academic inquiry about which substantial 
groups of citizens of this community, this state or this nation hold sincere, conflicting 
points of view. 
 
It is the belief of the board that controversial issues should be fairly presented in a spirit 
of honest academic freedom so that students may recognize the validity of other points of 
view but can also learn to formulate their own opinions based upon dispassionate, 
objective, unbiased study and discussion of the facts related to the controversy. 
 
It is the responsibility of the instructor to present full and fair opportunity and means for 
students to study, consider and discuss all sides of controversial issues including, but not 
limited to, political philosophies. 
 
It is the responsibility of the instructor to protect the right of the student to study pertinent 
controversial issues within the limits of good taste and to allow the student to express 
personal opinions without jeopardizing the student’s relationship with the teacher. 
 
It is the responsibility of the teacher to refrain from advocating partisan causes, sectarian 
religious views, or selfish propaganda of any kind through any classroom or school 
device; however, an instructor will not be prohibited from expressing a personal opinion 
as long as students are encouraged to reach their own decisions independently. 
 
The board encourages full discussion of controversial issues in a spirit of academic 
freedom that shows students that they have the right to disagree with the opinions of 
others but that they also have the responsibility to base the disagreement on facts and to 
respect the right of others to hold conflicting opinions. 
 
  
 



603.10 

Maquoketa Community School District    Code No. 603.10 
December 2020 
Chapter 6 – Education Program 
 
Policy Title:  Global Education 
 
Because of our growing interdependence with other nations in the world, global 
education is incorporated into the education program for grades kindergarten through 
twelve so that students have the opportunity to acquire a perspective on world issues, 
problems, and prospects for an awareness of the relationship between an individual’s 
self-interest and the concerns of people elsewhere in the world.   
 
Global education, in the education program, is the lifelong growth in understanding, 
through study and participation, of the world community and the interdependency of its 
people and systems—social, cultural, racial, economic, linguistic, technological, and 
ecological. 
 
 
 
Legal References: Iowa Code §§256.11 
   281 I. A.C. 12.5(11) 
 
Cross Reference:  602.1 Curriculum Development 
 
 
New Policy for Discussion  06-12-89 
First Reading on Policy  06-26-89 
Second and Final Reading  07-17-89 
Reviewed by Policy Committee 10-10-05, 12-13-10, 10-17-16, 02-10-20, 12-21-20 



603.11 

MCSD         Code No. 603.11 
December 2020 
Chapter 6 – Educational Program 
 
Policy Title:  Citizenship 
 
Being a citizen of the United States, of Iowa, and of the school district community entitles 
students to special privileges and protections as well as requiring the students to assume civic, 
economic, and social responsibilities and to participate in their country, state, and school 
district community in a manner that entitles them to keep these rights and privileges. 
 
As part of the education program, students will have an opportunity to learn about their rights, 
privileges, and responsibilities as citizens of this country, state, and school district community.  
As part of this learning opportunity students are instructed in the elements of good citizenship 
and the role quality citizens play in their country, state, and school district community. 
 
 
Legal Reference: Iowa Code §§ 256.11 
 281 I.A.C. 12.3(6), 12.5(3)(b)-(5)(b) 
 
 
Cross Reference: 101 Educational Philosophy  
 502.13 Corrective Discipline 
 503.1 Student Conduct 

505.3 Student Honors and Awards 
 
 
New Policy for Discussion  02-25-02 
First Reading    02-25-02 
Second and Final Reading  03-14-02 
Reviewed by Policy Committee 10-10-05, 12-13-10, 10-17-16, 02-10-20, 12-21-20 



603.12 

MCSD         Code No. 603.12 
February 2020 
Chapter 6 – Educational Program 
 
Policy Title:  Reading 
 
The Board of Education places a major emphasis upon reading instruction for all students 
at all levels.  Toward this end, the Board encourages all instructional staff to teach those 
reading skills needed for success in the academic area. 
 
 
 
 
 
 
 
 
 
 
 
 
Previous Date of Adoption  09-28-81 
Revision Discussion   01-12-87 
Adoption of Revision   01-26-87 
Reviewed by Policy Committee 10-10-05, 12-13-10, 10-17-16, 02-10-20 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



604.1 

MCSD           Code No. 604.1 
February 2020 
Chapter 6 – Education Program 
 
Policy Title:  Private Instruction 
 
The Maquoketa Community School District recognizes that families with students of compulsory 
attendance age may select alternative forms of education outside the traditional school setting, including 
private instruction. The applicable legal requirements for private instruction, including, but not limited to 
those relating to reporting and evaluations for progress, shall be followed. 
Except as otherwise exempted, in the event a child of compulsory attendance age as defined by law does 
not attend public school or an accredited nonpublic school, the child must receive private instruction. 
Private instruction means instruction using a plan and a course of study in a setting other than a public or 
organized accredited nonpublic school.  
Private instruction can take the form of competent private instruction and independent private 
instruction. The Iowa Department of Education recognizes three options for delivery of this form of 
instruction: two options for delivery of competent private instruction and one option for independent 
private instruction.  
Competent private instruction means private instruction provided on a daily basis for at least one 
hundred forty-eight days during a school year, to be met by attendance for at least thirty-seven days each 
school quarter, which results in the student making adequate progress.  Competent private instruction is 
provided by or under the supervision of a licensed practitioner or by other individuals identified in law.   
Independent private instruction means instruction that meets the following criteria: (i) is not accredited, 
(ii) enrolls not more than four unrelated students, (iii) does not charge tuition, fees, or other 
remuneration for instruction, (iv) provides private or religious-based instruction as its primary purpose, 
(v) provides enrolled students with instruction in mathematics, reading and language arts, science, and 
social studies, (vi) provides, upon written request from the superintendent of the school district in which 
the independent private instruction is provided, or from the director of the department of education, a 
report identifying the primary instructor, location, name of the authority responsible for the independent 
private instruction, and the names of the students enrolled, (vii) is not a nonpublic school and does not 
provide competent private instruction as defined herein, and (viii) is exempt from all state statutes and 
administrative rules applicable to a school, a school board, or a school district, except as otherwise 
provided by law. 
It is the responsibility of the superintendent to develop administrative regulations regarding this policy. 
 
 
 
Legal Reference: Iowa Code §§ 299, 299A  
   281 I.A.C. 31 
 
 
New Policy Presented for Discussion  07-20-92 
First Reading on Proposed Policy  07-20-92 
Second Reading – Adoption   08-10-92 
Reviewed by Policy Committee  10-10-05, 12-13-10, 02-08-16, 10-17-16, 02-10-20 
 



604.3 

MCSD         Code No. 604.3 
February 2020 
Chapter 6 – Education Program 
 
Policy Title:  Programs for Gifted and Talented 
 
The Maquoketa Board of Education recognizes some students require programming 
beyond the regular education program.  The board will identify students with special 
abilities and provide education programming. 
 
The district shall, within the constraints of financial resources, provide programming in 
order to meet the needs of these pupils.  The program shall include: 
 

• Identification of gifted students 
• Program evaluation 
• Goals and performance measures 
• In-service and staff development 
• Differentiated curriculum 
• Budget 

 
It is the responsibility of the Professional Growth and Development and Student Learning 
to develop a talented and gifted program which provides for identifying students, for 
program evaluation, and for training of employees. 
 
 
Legal Reference: Iowa Code §§257.42 -.49 (2013) 
   281 I.A.C. 12.5 (12); 59 
 
 
 
 
 
Previous Date of Adoption  01-26-87 
Second & Final Reading  07-17-89 
Revision Date    10-28-02 
Reviewed by Policy Committee 11-14-05, 12-13-10, 10-17-16, 02-10-20 



604.4 

MCSD         Code No. 604.4 
February 2020 
Chapter 6 – Education Program 
 
Policy Title:  Programs for Students At-Risk 
 
The Board recognizes some students require additional assistance in order to graduate 
from the regular education program.  The Board will provide a plan to encourage and 
provide an opportunity for at-risk students to achieve their potential and obtain their high 
school diploma. 
 
It is the responsibility of the superintendent to develop a plan for students at-risk which 
provides for identifying students, for program evaluation, and for the training of 
employees. 
 
 
 
 
 
 
 
Legal References: Iowa Code §§257.38 -.41; 280.19, .19A (2009) 
   281 I.A.C. 12.5(13); 33; 65 
 
 
 
 
New Policy for Discussion  06-12-89 
First Reading on Policy  06-26-89 
Second and Final Reading  07-17-89 
Reviewed by Policy Committee 11-14-05, 12-13-10, 10-17-16, 02-10-20 
 
 
 



604.5 

MCSD         Code No: 604.5 
February 2020 
Chapter 6 – Educational Program  
 
Policy Title: Religion Based Exclusion From School Program 
 
Parents who wish to have their child excluded from a school program because of 
religious beliefs must inform the superintendent or designee.  The board authorizes the 
administration to allow the exclusion if it is not disruptive to the educational program and 
it does not infringe on a compelling state or educational interest.  Further, the exclusion 
must not interfere with other school district operations.  Students who are allowed to be 
excluded from a program or activity which violates their religious beliefs are required to 
do an alternate supervised activity or study.   
 
In notifying the superintendent or designee, the parents will abide by the following: 
 
• The notice is in writing; 
• The objection is based on religious beliefs; 
• The objection will state which activities or studies violate their religious beliefs; 
• The objection will state why these activities or studies violate their religious beliefs; 
• The objection will state a proposed alternate activity or study. 
 
The superintendent or designee will have discretion to make this determination.  The 
factors the administrator will consider when a student requests to be excluded from a 
program or activity because of religious beliefs include, but are not limited to, staff 
available to supervise a student who wishes to be excluded, space to house the student 
while the student is excluded, available administrator approved alternative course of 
study or activity while the student is excluded, numbers of students who wish to be 
excluded, whether allowing the exclusion places the school in a position of supporting a 
particular religion, and whether the program or activity is required for promotion to the 
next grade level or for graduation. 
 
The superintendent or designee shall determine alternate activity or study for the student. 
 
Legal References: U.S. Const’n amend. I. 
   Lee v. Weisman, 112 S.Ct.2649 (1992) 
   Lemon v. Kurtzman, 403 U.S. 602 (1971) 
   Graham v. Central Community School District of Decatur County, 
    608 F. Supp. 531 (S.D. Iowa 1985) 
   Iowa Code §§256.11(6), 279.8 (2013) 
    
 
New Policy for Discussion  06-12-89 
First Reading on Policy  06-26-89 
Second and Final Reading  07-17-89 
Reviewed by Policy Committee 11-14-05, 12-13-10, 10-17-16, 02-10-20 
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MCSD         Code No: 604.6 
December 2020 
Chapter 6 - Educational Program 
 
Policy Title: Instruction at a Postsecondary Educational Institution 
 
In accordance with this policy, students in grades nine through twelve may receive academic or 
career and technical education credits that count toward the graduation requirements set out by the 
board for courses successfully completed in post-secondary educational institutions.  Students and 
parents or guardians shall be made aware of the post-secondary instructional opportunities as part 
of the development of each student’s individual career and academic plan as required by law.  The 
Superintendent or designee is responsible for developing the appropriate forms and procedures for 
implementing this policy and the following post-secondary educational opportunities:  

Concurrent Enrollment 

The board may, in its discretion, enter into a contractual agreement with a community college to 
provide courses for eligible students in grades nine through twelve when comparable courses are 
not offered by the school district.  Notice of the availability of the concurrent enrollment program 
shall be included in the school district’s registration handbook, and the handbook shall identify 
which courses, if successfully completed, generate post-secondary credit.  Students shall not be 
charged tuition for concurrent enrollment courses and shall not be required to reimburse the school 
district for tuition if they do not successfully complete a course. Students or their parents or 
guardians may be required to pay a fee consistent with the school district’s established textbook 
policy and other materials for the concurrent enrollment course to the extent permitted by law.  
Students or their parents or guardians may also be required to provide their own transportation to 
and from concurrent enrollment courses to the extent permitted by law.  However, transportation 
shall be the responsibility of the school district for any contracted course that is used to meet 
school district accreditation requirements. 

Students who successfully complete a concurrent enrollment course, as determined by the 
postsecondary institution, shall receive postsecondary credit in accordance with the institution’s 
policies and high school credit that will be reflected on their high school transcript.  The 
Superintendent or designee shall grant to a student who successfully completes a concurrent 
enrollment course a unit of high school graduation credit for every unit of high school level 
instruction successfully completed.  

Post-Secondary Enrollment Option 

Ninth and tenth grade students who have been identified by the school district as gifted and 
talented, and eligible eleventh and twelfth grade students, may utilize the Post-Secondary 
Enrollment Option (“PSEO”) program.  To qualify, a course must be a nonsectarian, credit-
bearing course that leads to a degree, and in the areas of:  mathematics, science, social sciences, 
humanities, career and technical education.  A course is not eligible for PSEO if a comparable 
course is offered by the school district.  In addition, courses at a community college with which 
the district has a concurrent enrollment agreement are not eligible for PSEO.  Students shall not be 



604.6 

charged for tuition, textbooks, materials, or fees related to a PSEO course with the exception of 
equipment that becomes the property of the student.  

The school district shall reimburse the post-secondary institution for tuition and other expenses for 
each PSEO course up to $250.  Students who successfully complete a PSEO course, as determined 
by the postsecondary institution, shall receive postsecondary credit and high school credit.  The 
Superintendent or designee shall grant to a student who successfully completes a PSEO course a 
unit of high school graduation credit for every unit of high school level instruction successfully 
completed.   

Transportation to and from the postsecondary institution is the responsibility of the student or 
parent or legal guardian of the student enrolled in a PSEO course.  Eligible students may take up 
to seven hours of post-secondary credit during the summer months and receive high school credit 
upon successful completion of a post-secondary course.  However, the student or student’s parent 
or legal guardian are responsible for all costs associated with courses taken during the summer.  

Students who fail a PSEO course and fail to receive credit are required to reimburse the school 
district for all costs directly related to the course up to the $250.00 reimbursement maximum.  
Prior to registering, students under the age of eighteen are required to have a parent or guardian 
sign a form indicating that the parent is responsible for the costs of the course should the student 
fail the course and fail to receive credit.  Reimbursement waivers may be granted by the board if 
sufficient verification is provided to show that the student was unable to complete the course for 
reasons outside the student’s control, including but not limited to physical incapacity, a death in 
the student’s immediate family, or a move out of the school district.  

If a student is unable to demonstrate proficiency or the school district or accredited nonpublic 
school determines that the course unit completed by the student does not meet the school district’s 
standards, the superintendent shall provide in writing to the student’s parent or guardian the reason 
for the denial of credit. 

 
Legal Reference:  Iowa Code 256.7, .11; 258; 261E; 279.61, 280.3, 280.14  
    281 I.A.C. 12 and 22 
 
Cross Reference:  604.3 Program for Gifted and Talented 
 
 
First Reading    07-20-92  
2nd Reading/ Adoption    08-10-92      
Reviewed     12-10-01 
Reviewed by Policy Committee 11-14-05, 12-13-10, 10-17-16, 02-10-20, 12-21-20 
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MCSD         Code No: 604.7 
February 2020 
Chapter 6 – Educational Program 
 
Policy Title:  Dual Enrollment 
 
Dual Enrollment 
The parent, guardian, or custodian of a student receiving competent private instruction may also 
enroll the student in the school district in accordance with state law and policy.  Expectations for 
participation, attendance, and other Board policies and procedures, will be the same as for 
regularly enrolled students.  The policies and administrative rules of the school district will apply 
to the dual enrollment students in the same manner as the other students enrolled the school 
district. These policies and administrative rules will include, but not be limited to, athletic 
eligibility requirements, the good conduct rule, academic eligibility requirements, and payment 
of applicable fees. 
 
Dual enrolled students may enroll in up to four blocks (out of a total of eight) at the Middle 
School or High School level (this includes art, music, physical education, driver education) and 
are only allowed to enroll in band, art, music, and physical education at the Elementary level.  
Exceptions to exceed this four class limit may be granted by the building principal with approval 
of the Director of Professional Growth and Student Learning or Superintendent.  Academic 
support is available through the Curriculum Director for dual enrolled elementary students. 
 
A child under dual enrollment may also participate in any extracurricular activity offered by the 
district on the same basis as any regularly enrolled student.  Regularly enrolled students who 
choose to change their status to home school cannot do so to avoid eligibility policies and 
guidelines for extra curricular activities.  School mailings can be arranged with the school office 
or school counselor. 
 
The parent, guardian, or custodian of a student may request dual enrollment through the office of 
the Curriculum Director no later than September 15 of the school year in which dual enrollment 
is sought on forms provided by the school district.  On the form, they will indicate the 
extracurricular and academic activities in which the student is interested in participating.  Dual 
enrolled students are required to the same annual evaluation as home schooled students.   
 
Honors and Awards 
Home school and dual enrolled students are not full-time students and, therefore, are not eligible 
to receive academic honors and awards.  Home school students who meet established criteria are 
eligible for extracurricular letters and awards.   
 
Class Rank 
Home school and dual enrolled students are not full-time students and, therefore, are not eligible 
to receive a class ranking. 
 
Graduation from Maquoketa High School 
The Board of Education of the Maquoketa Community School District does not offer a high 
school diploma to home school or dual enrolled students. 
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Policy Title:  Dual Enrollment, continued 
 
 
Legal Reference:  Iowa Code §§ 279.8, 299A  
   281 I.A.C. 31 
    
 
New Policy for Discussion  07-20-92 
Adoption of Policy   08-10-92 
Reviewed    03-25-02 
Reviewed by Policy Committee  11-14-05, 12-13-10, 02-08-16, 10-17-16, 02-10-20 
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MCSD         Code No. 604.10  
December 2020 
Chapter 6 – Education Program 
  
Policy Title:  On-line Courses 
 
The board recognizes that on-line coursework may be a good alternative for students to not only meet graduation 
requirements but, also have the opportunity to take advanced or other courses not offered by the school district. 
 
High school students may earn a maximum of three (3) credits (6 classes at the High School) to be applied toward 
graduation requirements by completing on-line courses offered through the district or through agencies approved by the 
board and Iowa Department of Education.  Exceptions to exceed the three-credit limit may be considered under special 
circumstances.  Approval to exceed the limit of three credits must be approved in writing by the High School Principal 
who will do so only after consulting with the school counselor. 
 
Credit from an on-line course may be earned only in the following circumstances:  

• The course is not offered at the high school; 
• Although the course is offered at the high school, the virtual educational setting will be more 

conducive to the student’s individual learning needs. 
• Although the course is offered at the high school, the student will not be able to take it due to an 

unavoidable scheduling conflict that would keep the student from meeting graduation 
requirements; 

• The course will serve as a supplement to extend homebound instruction; 
• The student has been given a long term suspension from the regular school setting, but 

educational services are to be continued; or 
• The principal, with agreement from the student's teachers and parents, determines the student 

requires a differentiated or accelerated learning environment. 
 
Students applying for permission to take an on-line course shall complete prerequisites and provide teacher/counselor 
recommendations to confirm the student possesses the maturity level needed to function effectively in the on-line 
learning environment.  In addition, the express approval of the principal shall be obtained before a student enrolls in an 
on-line course. The school must receive an official record of the student’s final percentage score and suggested grade 
before credit toward graduation will be recognized. 
 
Provided on-line courses are part of the student’s regular school day coursework and within budgetary parameters, the 
tuition costs for on-line courses shall be borne by the school district during the fall and spring semesters, but may be 
passed on to the parent/guardian during the summer semester.  Any additional costs, such as textbook rentals, or school 
supplies, shall be borne by the school district for students enrolled for students enrolled full-time.  If a course is being 
taken for credit recovery due to failing grades, the cost of the virtual course shall be borne by the parent.   
 
It is the responsibility of the superintendent to develop administrative regulations to implement this policy. 
 
Legal Reference:    Iowa Code § 256.9(556), 279.8 

281 I.A.C. 15 
 
Cross Reference: 605.6 Internet Appropriate Use 
   501.6 Student Transfers In 
 
Adoption of Policy  10-10-05 
First Reading of Policy  10-10-05 
Second and Final Reading 11-14-05, 12-13-10, 10-17-16, 02-10-20, 12-21-20 
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MCSD         Code No. 604.11 
December 2020 
Chapter 6 – Education Program 
 
Policy Title:   Appropriate Use of Online Learning Platforms 
 
It is important to embrace technology that can foster a creative, interactive learning environment 
for students, and facilitate employee professional development and collaboration.  The use of 
online platforms to host remote interaction between students and employees and to facilitate 
learning is encouraged in the district. 
 
While student and employee instruction and communication using virtual and online platforms 
provides a wide array of learning opportunities, it is imperative that employees and students 
recognize that the use of such platforms is a privilege.  Training related to the use of online 
learning platforms will be provided to employees and students. 
 
The district shall carefully safeguard the right of students and employees to learn and teach in a 
respectful environment regardless of the method.  All instruction and communication through 
online learning platforms should be appropriate to the age and ability of the participants.  
Students and employees should be aware that online platforms may be monitored by the district.  
Verbal and written communication occurring on these platforms may be recorded and stored by 
the district in accordance with applicable laws. 
 
Any verbal or written communication one these platforms deemed to be inappropriate will 
subject the student and/or employee to the same disciplinary measures that would exist if the 
interaction took place through traditional in-person learning.  Students and employees who have 
concerns about the proper use of these platforms are encouraged to speak with their teachers or 
building principal.  The superintendent will make administrative regulations necessary to enforce 
this policy. 
 
Legal Reference: 20 U.S.C. §1232g; 34 C.F.R. Part 99 
   47 U.S.C. §254 
   20 U.S.C. §6777 
   Iowa Code §§715C 
 
Cross Reference: 104 Anti-Bullying-Harassment Policy 
   605.4 Technological Education 
   605.6 Internet Appropriate Use 
   501.6 Student Transfers In 
 
Adoption of Policy:   12-21-20 
First Reading of Policy:  12-21-20 
Second and Final Reading:  01-18-21 
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Maquoketa Community School District    Code No. 604.12 

February 2020 

Chapter 6 – Education Program 

 

Policy Title:  Co-curricular Activities 

 

The Board of Education believes that a dynamic program of student activities is vital to 

the complete development of the student.  Such activities offer opportunities to serve the 

institution, to assist in development of fellowship and social good will, to promote self 

realization and all around growth, and encourage good citizenship. 

 

To assist in the administration of a student activities program and to provide a framework 

of communication and review, an activity handbook shall be developed by the 

administration and approved by the Board of Education. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Previous Date of Adoption  09-28-81 

Revision Discussion   01-12-87 

Adoption of Revision   01-26-87 

Reviewed by Policy Committee 12-12-05, 12-13-10, 10-17-16, 2-10-20 
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Maquoketa Community School District    Code No. 604.13 
February 2020 
Chapter 6 – Education Program 
 
Policy Title:  Student Activity Accounts 
 
The Board of Education authorizes the establishment and maintenance of student activity 
accounts at each of the schools.  An administrator of the school shall be responsible for 
the proper administration of the financial activities of each student activity account in 
accordance with the provisions of Iowa laws and appropriate accounting practices and 
procedures. 
 
All student fund raising activities must be approved by the building principal or activity 
director.  That administrator may use his/her discretion with regard to approval.  In 
unusual or delicate situations that administrator may seek the further advice of the 
superintendent and/or the Board of Education.  Fundraisers must include the intended 
purpose of proceeds. 
 
Follow all guidelines per the coaches’ handbook.  All monies collected shall be deposited 
in a district administered student activity account.  All payments made from the student 
activity account shall have the approval of the administrator responsible for the account.  
Monies raised by student organizations must be expended upon the approval of the 
student organization, the faculty sponsor, the administrator, and state guidelines. 
 
 
 
 
 
 
Previous Date of Adoption  01-13-86 
Revision Discussion   01-12-87 
Adoption of Revision   01-26-87 
Reviewed by Policy Committee 12-12-05, 12-13-10, 10-17-16, 2-10-20 
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Maquoketa Community School District    Code No. 604.14 
February 2020 
Chapter 6 – Education Program 
 
Policy Title:   Non-school Sponsored Student Activities 
 
Participation in non-school sponsored student-youth activities that are sponsored by non-
profit community adult groups is optional.  While there is no intent to refuse to cooperate 
with agencies sponsoring worthwhile activities, there is a desire to keep such cooperation 
within reasonable bounds.  The following statements shall be a guide for determining 
participation in such activities: 
 
a. the primary educational aims of the schools and the needs and interests of the 

students must be a consideration at all times; 
b. all materials or activities initiated by private sources shall be judged on grounds 

of their direct contribution to educational values, factual accuracy, and good taste. 
c. It is not the intent of this policy to create a limited open forum per provisions of 

the Equal Access Act. 
d. When a request for non-school sponsored activity falls into a questionable 

category per this policy, the question shall be brought to the administrative team 
or the superintendent for a final decision. 

 
 
 
 
 
 
 
 
 
 
 
Previous Date of Adoption  01-28-85 
Revision Discussion   01-12-87 
Adoption of Revision   01-26-87 
Reviewed by Policy Committee 12-12-05, 12-13-10, 10-17-16, 2-10-20 
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Maquoketa Community School District    Code No. 605.1 

February 2020 

Chapter 6 – Education Program 

 

Policy Title:  Instructional Materials Selection 

 

The Board has sole discretion to approve instructional materials for the school district.  

This authority is delegated to licensed personnel to determine which instructional 

materials, other than textbooks, will be utilized by and purchased by the school district. 

 

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

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

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

responsibility of the superintendent to report to the board the action taken by licensed 

employees. 

 

Educational materials given to the school district must meet the criteria for selection of 

instructional materials.  The gift must be received in compliance with board policy, 

“Gifts – Grants – Bequests.” 

 

 

 

 

 

 

 

 

Legal References: Iowa Code §§279.8, 280.3, .14, 301 (2013) 

   281 I.A.C. 12.3(12) 

 

Cross Reference: 208 Ad Hoc Committee / Citizens’ Advisory Committee 

    

 

New Policy for Discussion  06-12-89 

First Reading on Policy  06-26-89 

Second and Final Reading  07-17-89 

Reviewed by Policy Committee 12-12-05, 11-10-08, 12-13-10,10-17-16, 2-10-20 
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Code No. 605.1R1  

 

SELECTION OF INSTRUCTIONAL MATERIALS 

 

I. Responsibility for Selection of Instructional Materials 

  

A.  The Board is responsible for matters relating to the operation of the 

Maquoketa Community School District. 

 

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

the professionally trained and licensed employees of the school system.  For the 

purpose of this rule the term “instructional materials” includes printed and 

multimedia materials (not equipment), whether considered text materials or  

library materials.  The board retains the final authority for the approval of 

textbooks. 

 

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

teachers, teacher-librarian, students, parent and community members and the 

responsibility for coordinating the selection of most instructional materials and 

making the recommendation for the purchase rests with licensed employees.  

 

D.  Responsibility for coordinating the selection of text materials for distribution 

to classes will rest with the licensed employees, principal and curriculum director.  

For the purpose of this rule the tem “text materials” includes textbooks and other 

printed and non-printed material provided in multiple copies for use of a total 

class or major segment of a class. 

 

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

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

in compliance with the board policy on Ad Hoc Committees. 

 

  1. The superintendent will inform the committee as to their role and 

responsibility in the process. 

 

  2. The following statement is given to the ad hoc committee members: 

 

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

decision on these broad principles rather than on defense of individual 

materials.  Freedom of inquiry is vital to education in a democracy. 

 

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

The general acceptance of the materials should be checked by consulting 

standard evaluation aids and local holdings in other schools. 

 

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

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

 

Your report, presenting both majority and minority opinions, will be 

presented by the principal to the complainant at the conclusion of our 

discussion of the questioned material. 

 

II. Material selected for use in libraries and classrooms will meet the following guidelines: 

 

 A. Religion - Material will represent the major religions in a factual, unbiased manner.  

The primary source material of the major religions is considered appropriate, but 

material which advocates rather than informs, or is designed to sway reader 

judgment regarding religion, will not be included in the school libraries or 

classrooms. 

 

 B. Racism - Material will present a diversity of race, custom, culture, and belief as a 

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

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

the undesirable consequences of withholding rights, freedom, or respect of an 

individual. 

 

 C. Sexism - Material will reflect sensitivity to the needs, rights, traits and aspirations of 

men and women without preference or bias. 

 

 D. Age - Material will recognize the diverse contributions of various age groups and 

portray the continuing contributions of maturing members of society. 

 

 E. Ideology - Material will present basic primary and factual information on an 

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

either favorably or unfavorably, over civilization or society, past or present.  This 

material will not be selected with the intention to sway reader judgment and is 

related to the maturity level of the intended audience. 

 

 F. Profanity and Sex - Material is subjected to a test of literary merit and reality by the 

teacher-librarians and licensed staff who will take into consideration their reading of 

public and community standards of morality. 

 

 G. Controversial issues materials will be directed toward maintaining a balanced 

collection representing various views. 

 

The selection decision should be made on the basis of whether the material presents an 

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

realistically portrayed, or whether the material has literary or social value when the 

material is viewed as a whole. 

 

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

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

 

 

III. Procedure for Selection 

 

 A. Material purchased for libraries and classrooms is recommended for purchase by 

licensed employees, in consultation with administrative staff, school library staff, 

students or an ad hoc committee as appointed by the board.  The material 

recommended for purchase is approved by the appropriate building administrator. 

 

  1. The materials selected will support stated objectives and goals of the school 

district.  Specifically, the goals are: 

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

the curriculum; 

   b. To develop students' skills and resourcefulness in the use of libraries and 

learning resources; 

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

materials and libraries; 

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

   e. To provide opportunities for aesthetic experiences and development of 

an appreciation of the fine arts; 

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

and behaviors and to comprehend their own duties and responsibilities as 

citizens in a pluralistic democracy; 

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

   h. To work cooperatively and constructively with the instructional and 

administrative staff in the school. 

 

  2. Materials selected is consistent with stated principles of selection.  These 

principles are: 

   a. To select material, within established standards, which will meet the 

goals and objectives of the school district; 

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

selection of materials within a given category; 

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

community by: 

    1. Portraying people, both men and women, adults and children, 

whatever their ethnic, religious or social class identity, as human 

and recognizable, displaying a familiar range of emotions, both 

negative and positive. 

    2. Placing no constraints on individual aspirations and opportunity. 

    3. Giving comprehensive, accurate, and balanced representation to 

minority groups and women - in art and science, history and 

literature, and in all other fields of life and culture. 

    4. Providing abundant recognition of minority groups and women by 

showing them frequently in positions of leadership and authority. 
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   d. To intelligently, quickly, and effectively anticipate and meet needs 

through awareness of subjects of local, national and international 

interest and significance; and, 

   e. To strive for impartiality in the selection process. 

 

  3. The materials selected will meet stated selection criteria.  These criteria are: 

   a. Authority-Author's qualifications - education, experience, and 

previously published works; 

   b. Reliability: 

    1. Accuracy-meaningful organization and emphasis on content, meets 

the material's goals and objectives, and presents authoritative and 

realistic factual material. 

    2. Current-presentation of content which is consistent with the finding 

of recent and authoritative research. 

   c. Treatment of subject-shows an objective reflection for the multi-ethnic 

character and cultural diversity of society. 

   d. Language: 

    1. Vocabulary: 

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

negative value judgments about groups of people; 

     b. Does not use "man" or similar limiting word usage in 

generalization or ambiguities which may cause women to feel 

excluded or dehumanized. 

    2. Compatible to the reading level of the student for whom it is 

intended. 

   e. Format: 

    1. Book 

     a. Adequate and accurate index; 

     b. Paper of good quality and color; 

     c. Print adequate and well spaced; 

     d. Adequate margins; 

     e. Firmly bound; and, 

            f.   Cost. 

    2. Nonbook 

     a. Flexibility, adaptability; 

     b. Curricular orientation of significant interest to students; 

     c. Appropriate for audience; 

     d. Accurate authoritative presentation; 

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

     f. Durability; and, 

     g. Cost. 

    3. Illustrations of book and nonbook materials should: 

     a. Depict instances of fully integrated grouping and settings to 

indicate equal status and nonsegregated social relationships. 

     b. Make clearly apparent the identity of minorities; 
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     c. Contain pertinent and effective illustrations; 

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

comprehensive instructional program on a rigid frame of reference. 

   f. Special Features: 

    1. Bibliographies. 

    2. Glossary. 

    3. Current charts, maps, etc. 

    4. Visual aids. 

    5. Index. 

    6. Special activities to stimulate and challenge students. 

    7. Provide a variety of learning skills. 

   g. Potential use: 

     1. Will it meet the requirement of reference work? 

     2. Will it help students with personal problems and adjustments? 

     3. Will it serve as a source of information for teachers and librarians? 

     4. Does it offer an understanding of cultures other than the student's 

own and is it free of racial, religious, age, disability, ethnic, and 

sexual stereotypes? 

    5. Will it expand students' sphere of understanding and help them to 

understand the ideas and beliefs of others? 

     6. Will it help students and teachers keep abreast of and understand 

current events? 

     7. Will it foster and develop hobbies and special interest? 

   8.    Will it help develop aesthetic tastes and appreciation? 

     9. Will it serve the needs of students with special needs? 

    10. Does it inspire learning? 

    11. Is it relevant to the subject? 

    12. Will it stimulate a student's interest? 

 

  4. Gifts of library or instructional materials may be accepted if the gift meets 

existing criteria for library and instructional materials.  The acceptance and 

placement of such gifts is within the discretion of the board. 

 

  5. In order to provide a current, highly usable collection of materials, teacher-

librarians will ensure constant and continuing renewal of the collection, not 

only the addition of up-to-date materials, but by the judicious elimination of 

materials which no longer meet school district needs or find use.  The process 

of weeding instructional materials will be done according to established and 

accepted standards for determining the relevance and value of materials in a 

given context. 
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MCSD         Code No. 605.2 

February 2020 

Chapter 6 – Education Program 

 

Policy Title:  Inspection of Instructional Materials 

 

Parents and other members of the school district community may review instructional 

materials used by the students.  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 federally funded programs must be available 

for inspection by parents. 

 

The instructional materials must be viewed on school district premises.  Copies may be 

obtained according to the board policy, “Examination of School District Public Records.” 

 

 

 

 

 

 

 

 

Legal Reference: Iowa Code §§279.8, 280.3, .14, 301 (2013) 

Goals 2000:  Educate America Act, Pub. L. No. 103-227, 108 Stat.       

        125 (2004) 

   281 I.A.C. 12.3(12) 

 

 

New Policy for Discussion  06-12-89 

First Reading on Policy  06-26-89 

Second and Final Reading  07-17-89 

Reviewed by Policy Committee 12-12-05, 11-10-08, 12-13-10, 10-17-16, 02-10-20 
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REQUEST FOR RECONSIDERATION OF INSTRUCTIONAL MATERIALS 

 

SECTION I.  Data Regarding Material 

 

 Author:        Type of Material:     

 

 Title:             

   

 Publisher:        Date of Publication:       

 

SECTION II.  Statement of Objection 

 

Please state the nature of your objection below.  Be as specific as possible citing 

any and all pages or passages which are objectionable as well as why the material 

is objectionable. 

 

 

 

 

 

 

 

 

 

Signature(s) of Complainant           

 

Phone:      

 

Date Complaint Filed:       

 

SECTION III.  Response by Principal/Teacher 

 

 

 

 

 

 

Signature of Teacher:            
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Signature of Principal:            

  

Date of Response:             

 

SECTION IV.  Status 

 

   Resolved    Forwarded to Review Committee    Other 



605.3 

Maquoketa Community School District    Code No. 605.3 
February 2020 
Chapter 6 – Education Program 
 
Policy Title:  Objection to Instructional Materials 
 
Members of the school district community may object to the instructional materials 
utilized in the school district and ask for their use to be reconsidered.  Parents may 
request, on the form prescribed by the administration, that their son/daughter be excused 
from reading or listening to a specific selection provided that an appropriate alternative 
selection can be mutually agreed to. 
 
Guidelines to be used in handling complaints will follow those found in Section V of 
Board Policy 606.13 – Selection of Media Materials 
 
 
 
 
 
 
 
 
Legal References:  Iowa Code §§279.8, 280.3, .14, 301 (2013) 
    281 I.A.C. 12.3(12) 
 
 
Previous Date of Adoption  07-17-89 
Revision Discussion   08-13-90 
Adoption of Revision   09-10-90 
Reviewed by Policy Committee 12-12-05, 11-10-08, 12-13-10, 10-17-16, 2-10-20 
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        Code No. 605.3E1 
 

INSTRUCTIONS TO THE RECONSIDERATION COMMITTEE 
 

The policy of this school district related to selection of learning materials state that any member 
of the school district community may formally challenge instructional materials used in the 
district’s education program.  This policy allows those persons in the school and community who 
are not directly involved in the selection of materials to make their own opinions known.  The 
task of the reconsideration committee is to provide an open forum for discussion of challenged 
materials and to make an informed recommendation on the challenge.  The meetings of the 
committee may be subject to the open meetings law. 
 
The most critical component of the reconsideration process is the establishment and maintenance 
of the committee’s credibility in the community.  For this purpose, the committee is composed of 
community members.  The community should not, therefore, infer that the committee is biased or 
is obligated to uphold prior professional decisions.  For this same reason, a community member 
will be selected to chair the committee. 
 
The reconsideration process, the task of this committee, is just one part of the selection 
continuum.  Material is purchased to meet a need.  It is reviewed and examined, if possible, prior 
to purchase.  It is periodically re-evaluated through updating, discarding, or re-examination.  The 
committee must be ready to acknowledge that an error in selection may have been made despite 
this process.  Librarians and school employees regularly read great numbers of reviews in the 
selection process, and occasional errors are possible. 
 
In reconsidering challenged materials, the role of the committee, and particularly the chairperson, 
is to produce a climate for disagreement.  The committee should begin by finding items of 
agreement, keeping in mind that the larger the group participating, the greater the amount of 
information available and, therefore, the greater the number of possible approaches to the 
problem. 
 
If the complainant chooses, the complainant may make an oral presentation to the committee to 
expand and elaborate on the complaint.  The committee will listen to the complainant, to those 
with special knowledge, and any other interested persons.  In these discussions, the committee 
should be aware of relevant social pressures which are affecting the situation.  Individuals who 
may try to dominate or impose a decision must not be allowed to do so.  Minority viewpoints 
expressed by groups or individuals must be heard, and observers must be made to feel welcome.  
It is important that the committee create a calm, nonvolatile environment in which to deal with a 
potentially volatile situation.  To this end, the complainant will be kept informed of the progress 
of the complaint. 
 
The committee will listen to the views of all interested persons before making recommendations.  
In deliberating its recommendation, the committee should remember that the school system must 
be responsive to the needs, tastes, and opinions of the community it serves.  Therefore, the 
committee must distinguish between broad community sentiment and attempts to impose personal 
standards.  The deliberations should concentrate on the appropriateness of the material.  The 
question to be answered by the committee is, “Is the material appropriate for its designated 
audience at this time?” 
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The committee’s final recommendation will be (1) to remove the challenged material from the 
total school environment, (2) to take no removal action, or (3) to agree on a limitation of the 
educational use of the materials. 
 
The committee chairperson will instruct the secretary to convey the committee’s recommendation 
to the office of the superintendent.  The recommendation should detail the rationale on which it 
was based.  A letter will be sent to the complainant outlining the outcome. 
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         Code No. 605.3E2 
 

REQUEST FOR RECONSIDERATION OF INSTRUCTIONAL MATERIALS 
 
Request for re-evaluation of printed or multimedia material to be submitted to the 
superintendent. 
 
REVIEW INITIATED BY:        DATE:    
 
Name:              
 
Address:              
 
City/State/Zip Code:             
 
Telephone No:        
 
School(s) in which item is used:           
 
Relationship to school (parent, student, citizen, etc.)       
 
BOOK OR OTHER PRINTED MATERIAL IF APPLICABLE 
 
Author:           
 
Hardcover     Paperback      Other    
 
Title;             
 
Publisher (if known):          
 
Date of Publication:           
 
MULTIMEDIA MATERIAL IF APPLICABLE: 
 
Title:             
 
Producer (if known):           
 
Type of material (filmstrip, motion picture, etc.)        
 
PERSON MAKING THE REQUEST REPRESENTS:  (circle one) 
 
Self   Group or Organization 
 
Name of group:             
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Address of group:             
 
1.  What brought this item to your attention?  
 
             
 
             
 
2.  To what in the item do you object?  (please be specific; cite pages, or frames, etc.) 
 
             
 
             
 
3.  In your opinion, what harmful effects upon students might result from  use of this 
item? 
 
             
 
             
 
4.  Do you perceive any instructional value in the use of this item? 
 
             
 
             
 
5.  Did you review the entire item?  If not, what sections did you review? 
 
             
 
             
 
6.  Should the opinion of any additional experts in the field be considered? 
 
             
 
             
 
   Yes     No 
 
7.  To replace this item, do you recommend other material which you consider to be of 
equal or superior quality for the purpose intended? 
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8.  Do you wish to make an oral presentation to the Review Committee? 
 
   Yes   (a) Please contact the Superintendent 
 

(b) Please be prepared at this time to indicate the approximate length of 
time your presentation will require.  Although this is no guarantee that 
you’ll be allowed to present to the committee or that you will get your 
requested amount of time. 
 

   Minutes 
   No 
 
               
 Dated      Signature 
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Code No. 605.3E3 
 

SAMPLE LETTER TO INDIVIDUAL CHALLENGING INSTRUCTIONAL 
MATERIALS 

 
Dear: 
 
We recognize your concern about the use of         
In our school district.  The school district has developed procedures for selection of 
instructional materials but realizes that not everyone will agree with every selection 
made. 
 
To help you understand the selection process, we are sending copies of the school 
districts: 
 
 1. Instructional goals and objectives, 
 2. Instructional Materials Selection policy statement, and, 
 3. Procedure for reconsideration of instructional materials. 
 
If you are still concerned after you review this material, please complete the 
Reconsideration Request Form and return it to me.  You may be assured of prompt 
attention to your request.  If I have not heard from you within one week, we will assume 
you no longer wish to file a formal complaint. 
 
Sincerely, 
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Code No.  605.3R1 
 
 

RECONSIDERATION OF INSTRUCTIONAL MATERIALS REGULATION 
 
A. A member of the school district community may raise an objection to instructional materials 

used in the school district's education program despite the fact that the individuals selecting 
such material were duly qualified to make the selection and followed the proper procedure 
and observed the criteria for selecting such material. 

 
 1. The school official or employee receiving a complaint regarding instructional 

materials will try to resolve the issue informally.  The materials generally will remain 
in use pending the outcome of the reconsideration procedure. 

 
  a. The school official or employee initially receiving a complaint will explain to 

the individual the board's selection procedure, criteria to be met by the 
instructional materials, and qualifications of those persons selecting the 
material. 

  b. The school official or employee initially receiving a complaint will explain to 
the individual the role of the objected material in the education program, its 
intended educational purpose, and additional information regarding its use.  In 
the alternative, the employee may refer the individual to the teacher-librarian 
who can identify and explain the use of the material. 

 
 2. The employee receiving the initial complaint will advise the building principal of the 

initial contact no later than the end of the school day following the discussion with 
the individual, whether or not the individual has been satisfied by the initial contact.  
A written record of the contact is maintained by the principal in charge of the 
attendance center.  Each building principal shall inform employees of their obligation 
to report complaints. 

 
 3. In the event the individual making an objection to instructional materials is not 

satisfied with the initial explanation, the individual is referred to the principal or to 
the teacher-librarian of the attendance center.  If, after consultation with the principal 
or teacher-librarian, the individual desires to file a formal complaint, the principal or 
teacher-librarian will assist in filling out a Reconsideration Request Form in full and 
filing it with the superintendent. 

 
B. Request for Reconsideration 
 
 1. A member of the school district community may formally challenge instructional 

materials on the basis of appropriateness used in the school district's education 
program.  This procedure is for the purpose of considering the opinions of those 
persons in the school district and the community who are not directly involved in the 
selection process. 
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 2. Each attendance center and the school district's central administrative office will keep 
on hand and make available Reconsideration Request Forms.  Formal objections to 
instructional materials must be made on this form. 

 
 3. The individual will state the specific reason the instructional material is being 

challenged.  The Reconsideration Request Form is signed by the individual and filed 
with the superintendent.   

 
 4. The superintendent will promptly file the objection with the reconsideration 

committee for re-evaluation. 
 
 5. Generally, access to challenged instructional material will not be restricted during the 

reconsideration process.  However, in unusual circumstances, the instructional 
material may be removed temporarily by following the provisions of Section B.6.d. of 
this rule. 

 
 6. The Reconsideration Committee 
  a. The reconsideration committee is made up of eight members. 
   (1) One licensed employee designated by the superintendent. 
   (2) One teacher-librarian designated by the superintendent. 
   (3) One member of the administrative team designated by the 

superintendent. 
   (4) Three members of the community appointed by the board. 
   (5) Two high school students, selected by the high school principal. 
 
  b. The committee will select their chairperson and secretary. 
 
  c. The committee will meet at the request of the superintendent. 
 
  d. Special meetings may be called by the board to consider temporary removal of 

materials in unusual circumstances.  A recommendation for temporary removal 
will require a two-thirds vote of the committee. 

 
  e. Notice of committee meetings is made public through appropriate publications 

and other communications methods. 
 
  f. The committee will receive the completed Reconsideration Request Form from 

the superintendent. 
 
  g. The committee will determine its agenda for the first meeting which may 

include the following: 
   (1) Distribution of copies of the completed Reconsideration Request Form. 
   (2) An opportunity for the individual or a group spokesperson to talk about 

or expand on the Reconsideration Request Form. 
   (3) Distribution of reputable, professionally prepared reviews of the 

challenged instructional material if available. 
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   (4) Distribution of copies of the challenged instructional material as 
available. 

 
  h. The committee may review the selection process for the challenged 

instructional material and may, to its satisfaction, determine that the challenge 
is without merit and dismiss the challenge.  The committee will notify the 
individual and the superintendent of its action. 

 
  i. At a subsequent meeting, if held, interested persons, including the individual 

filing the challenge, may have the opportunity to share their views.  The 
committee may request that individuals with special knowledge be present to 
give information to the committee. 

 
   
  j. The individual filing the challenge is kept informed by the reconsideration 

committee secretary on the status of the Reconsideration Request Form 
throughout the reconsideration process.  The individual filing the challenge and 
known interested parties is given appropriate notice of meetings. 

 
  k. At the second or a subsequent meeting the committee will make its final 

recommendation.  The committee's final recommendation may be to take no 
removal action, to remove the challenged material from the school 
environment, or to limit the educational use of the challenged material.  The 
sole criterion for the final recommendation is the appropriateness of the 
material for its intended educational use.  The written final recommendation 
and its justification are forwarded to the board, the individual and the 
appropriate attendance centers.  The superintendent my also make a 
recommendation but if so, it should be independent from the committee’s. 

 
   Following the superintendent’s decision with respect to the committee's 

recommendation, the individual or the chairperson of the reconsideration 
committee may appeal the decision to the board for review.  Such appeal must 
be presented to the superintendent in writing within five days following the 
announcement of the superintendent's decision.  The board will promptly 
determine whether to hear the appeal.   

 
  l. A recommendation to sustain a challenge will not be interpreted as a judgment 

of irresponsibility on the part of the individuals involved in the original 
selection or use of the material. 

 
  m. Requests to reconsider materials which have previously been reconsidered by 

the committee must receive approval of two-thirds of the committee members 
before the materials will again be reconsidered.   

 
  n. If necessary or appropriate in the judgment of the committee, the committee 

may appoint a subcommittee of members or nonmembers to consolidate 
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challenges and to make recommendations to the full committee.  The 
composition of this subcommittee will approximate the representation of the 
full committee. 

 
  o. Committee members directly associated with the selection, use, or challenger of 

the challenged material are excused from the committee during the deliberation 
of the challenged instructional materials.  The superintendent may appoint a 
temporary replacement for the excused committee member, but the replacement 
is must be of the same general qualifications as the member excused. 

 
p. Persons dissatisfied with the decision of the board may appeal to the Iowa Board 

of Education pursuant to state law. 
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Maquoketa Community School District    Code No. 605.4 
February 2020 
Chapter 6 – Education Program 
 
Policy Title:  Technological Education 
 
The Board supports the use of innovative methods and the use of technology in the 
delivery of the education program.  The Board encourages school district personnel to 
investigate economical ways to utilize multi-media, computers, and other technologies a 
part of the curriculum. 
 
The Board believes that computers are an integral part of our society and that computer 
literacy will become necessary to living successfully and happily in that society. 
 
Therefore, it is our position that a viable program of computer literacy should include the 
following three developmental stages: 
 

1. Awareness 
2. Passive Use 
3. Active Use 

 
It is the responsibility of the administration to develop a plan for the use of integrating the 
computer science standards into the curriculum and to evaluate it annually.   
 
 
Legal References: Iowa Code §§ 279.8 (2013) 
   281 Iowa Admin. Code 12.3(12), 12.5(10), .5(4) 
 
 
Previous Date of Adoption  01-26-87 
Revision Discussion   06-12-89 
First Reading on Revision  06-26-89 
Second and Final Reading  07-17-89 
Reviewed by Policy Committee 01-09-06, 11-10-08, 12-13-10, 10-17-16, 02-20-20 
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Maquoketa Community School District    Code No. 605.5 
February 2020 
Chapter 6 – Education Program 
 
Policy Title:   School Library 
 
The school district will maintain a school library in each building for use by school 
district personnel and by students during the school day. 
 
Materials for the centers will be acquired according to board policy, “Instructional 
Materials Selection”. 
 
It is the responsibility of the principal of the building in which the school library is 
located to oversee the use of materials in the school library. 
 
It is the responsibility of the principal of the building in which the media center is located 
to develop procedures for the selection and replacement of both library and instructional 
materials, for the acceptance of gifts, for the weeding of library and instructional 
materials, and for the handling of challenges to either library or classroom materials. 
 
 
 
 
 
 
 
 
 
 
 
Legal References:  Iowa Code §§256.7(24); 279.8, 280.14, 301 (2013) 
    281 Iowa Admin. Code 12.3(11), (12).  
 
 
 
 
 
New Policy for Discussion  06-12-89 
First Reading on Policy  06-26-89 
Second and Final Reading  07-17-89 
Reviewed by Policy Committee 01-09-06, 11-10-08, 12-13-10, 10-17-16, 2-10-20 



  605.6 

MCSD         Code No. 605.6       
December 2020 
Chapter 6 - Educational Program 
 
Policy Title:  Internet - Appropriate Use 
 
Because technology is a vital part of the school district curriculum, the Internet will be made available to 
employees and students.  Appropriate and equitable use of the Internet will allow employees and students 
to access resources unavailable through traditional means. 
 
Students will be able to access the Internet through their teachers. Students are issued individual accounts 
to access educational resources.  If a student already has an electronic mail address, the student will not be 
permitted to use the address to send and receive mail at school. 
 
The Internet can provide a vast collection of educational resources for students and employees.  It is a 
global network which makes it impossible to control all available information.  Because information 
appears, disappears and changes constantly, it is not possible to predict or control what students may 
locate.  The school district makes no guarantees as to the accuracy of information received on the Internet.  
Although students will be under teacher supervision while on the network, it is not possible to constantly 
monitor individual students and what they are accessing on the network.  Some students might encounter 
information that may not be of educational value.  Student Internet records and access records are 
confidential records treated like other student records.  Students Internet activities will be monitored by 
the school district to ensure students are not accessing inappropriate sites that have visual depictions that 
include obscenity, child pornography, or are harmful to minors. The school district will use technology 
protection measures to protect students from inappropriate access, including sites that include obscenity, 
child pornography or are harmful to minors. 
 
The school district will monitor the online activities of students and will educate students about 
appropriate online behavior, including interacting on social networking sites and chat rooms.  Students 
will also be educated on cyberbullying, including awareness and response.  Employees will provide age 
appropriate training for students who use the Internet.  The training provided will be designed to promote 
the school district’s commitment to: 
 

• The standards and acceptable use of Internet services as set forth in the Internet Safety Policy; 
• Student safety with regard to: 

o safety on the Internet 
o appropriate behavior while online, on social networking Web sites and in chat rooms; and 
o cyberbullying awareness and response 

• Compliance with the E-rate requirements of the Children’s Internet Protection Act. 
 

 
Employees and students will be instructed on the appropriate use of the Internet.  Parents will be required 
to sign a permission form to allow their students to access the Internet.  Students will sign a form 
acknowledging they have read and understand the Internet Acceptable Use policy and regulations, that 
they will comply with the policy and regulations and understand the consequences for violation of the 
policy or regulations. 
 
In compliance with federal law, this policy will be maintained at least five years beyond the termination 
of funding under the Children’s Internet Protection Act (CIPA) or E-rate. 
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Legal References:  47 C.F.R. 54.520 

Iowa Code § 279.8 
 
Cross References:  104  Anti-Bullying-Harassment Policy 
    506.1  Student Access Records 
    605.5 School Library  
     
    
 
 
New Policy for Discussion  07-15-96 
First Reading on Revision  07-15-96 
Second and Final Reading  08-12-96 
Revision    01-14-02 
Reviewed by Policy Committee 01-09-06, 12-13-10, 04-23-12, 05-13-13, 10-17-16, 2-10-20, 
     12-21-20 
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Code No. 605.6E1   
 
 

Maquoketa Community School District 
Acceptable Use Agreement for School Computers / Technology Issued for Student Use 

 
Technology resources, including network and Internet access, are available to students and employees in 
the Maquoketa Community School District. Our goal in providing these resources is to promote 
educational excellence by facilitating resource sharing, access to information, innovation and 
communication. The use of the school district’s network and other technology resources is a privilege, not 
a right.  Investigations regarding alleged inappropriate use will be conducted by the school administration 
on a case-by-case basis. Disciplinary action may range from a verbal reprimand to disciplinary action up 
to and including suspension or expulsion.  If necessary, legal action may be taken and charges may be 
filed. Due process procedures outlined in Board Policies 503.1 and 503.2 will be followed in any 
disciplinary action. 
 
To ensure that the use of the school technology resources is consistent with the educational objectives of 
the district, authorized representatives of the district may monitor and record the use of district equipment 
from time to time. Individual user responsibilities include, but are not limited to, the following areas: 
 

Federal Laws 
Users will abide by copyright laws when using information, pictures and other items obtained 
electronically. Users will be held accountable for any activity or communication transmitted over district 
resources. Users will not use district resources to intentionally access inappropriate materials, hack, stalk, 
harass, or bully, as determined by school administration. 
 

Privacy 
Users will access only files and information for which they have authorized access/legitimate use. Users 
will maintain their password(s) in the strictest of confidence. Users will not knowingly allow others to use 
their account. Users will be responsible for any activity that is accessed through their account. Users 
understand that information stored on and communication sent over district resources should not be 
considered private. 
 

Software 
Users will use only copies of software that have been legally installed on district equipment by district 
employees or an authorized representative. Staff members will provide the district Technology 
Coordinator with the original software and written approval from the building principal before installing 
any non-school purchased software. 
 

Hardware 
Technology hardware may be utilized for educational purposes only. Business use is prohibited. Staff will 
supervise student use of equipment. Users will treat district technology with care and respect.  Intentional 
abuse, damage or destruction of school equipment will result in loss of privileges and possible 
disciplinary action. 
 

Use of Internet/E-mail 
All Internet resources shall be utilized in accordance with School Board Policy 605.6.   
 
Maquoketa Community Schools prohibits the downloading, transmitting and/or possession of illegal, 
profane, sexually explicit or other objectionable materials obtained through any school owned technology. 
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Maquoketa Community Schools further prohibits all persons from bringing any of these materials 
obtained from any source on to school property and/or providing them to any school personnel and/or 
students. Users will use only district assigned messaging accounts. These accounts are the property of the 
Maquoketa Community School District. Personal or confidential information should not be shared via 
Internet or email. Users shall make every attempt to conserve limited district and network resources.   
 
Curriculum activities will have priority over all other activities.   
 
Proxy servers are used to track Internet usage and document violations. Problem sites are blocked as 
needed; however, no child safety system has been proven to be 100% effective.   
Unintentional access to any inappropriate materials should be reported immediately to instructors or other 
district personnel.  
 
 
Please sign the form if you would like your child to be granted Internet access and  
return the permission form to your child’s school. 
 
Student Name                                                                                    Grade      
 
School                                                                                                 Date      
 
          

(Parent or Guardian’s Signature) 
 
If you have granted your child Internet access, please have them respond to the following: 
I have read the expected network etiquette and agree to abide by these provisions.  I understand the 
violation of these provisions may constitute suspension or revocation of Internet privileges. 
 
I agree to be responsible for payment of costs incurred by accessing any Internet services that have a cost 
involved. 
 
        

(Student Signature) 
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Code No.  605.6E2   
 

INTERNET APPROPRIATE USE VIOLATION NOTICE 
 
 
STUDENT:                                                                                                                       
 
TEACHER:            
 
DATE:        
 
 
 
Students who access restricted items on the Internet are subject to the appropriate action described in the 
school’s discipline policy or student handbook or to the following consequences: 
 
 
                     First Offense: 
 
The above student has violated the Student Internet Policy by intentionally accessing restricted material.  
He/she may lose Internet access for up to three weeks at the discretion of the supervising teacher.  A 
second offense will result in the student losing Internet access for a period of nine weeks. 
 
                     Second Offense: 
 
The above student has violated the Student Internet Policy by intentionally accessing restricted material 
for a second time.  As a consequence of this violation the above student has lost Internet access for a 
period of nine weeks. 
 
                     Third Offense: 
 
The above student has violated the Student Internet Policy by intentionally accessing restricted material 
for a third time.  As a consequence of this violation the above student has forfeited all Internet privileges 
for a period of one semester or the balance of the school year. 
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Code No. 605.6R1  
 

INTERNET – APPROPRIATE USE REGULATION 
 
I. Responsibility for Internet Appropriate Use. 
 

A. The authority for appropriate use of electronic Internet resources is delegated to the 
licensed employees.  For the purpose of this policy, Internet is defined as: 

 
A collection of more than 20,000 interconnected computer networks involving an 
estimated 1.5 million computers and 25 million users around the world.  It is a 
collaboration of private, public, educational, governmental and industrial sponsored 
networks whose operators cooperate to maintain the network infrastructure. 

 
B. Instruction in the proper use of the Internet system will be available to employees who will 

then provide similar instruction to their students. 
 

C. Employees are expected to practice appropriate use of the Internet, and violations may 
result in discipline up to, and including, discharge. 

 
II. Internet Access. 
 

A. Access to the Internet is available to teachers and students as a source of information and a 
vehicle of communication. 

 
B. Individual student accounts are issued individually to each student.  

 
1. Making Internet access available to students carries with it the potential that some 

students might encounter information that may not be appropriate for students.  
However, on a global network, it is impossible to control all materials.  Because 
information on the Internet appears, disappears and changes, it is not possible to 
predict or control what students may locate. 

 
2. It is a goal to allow teachers and students access to the rich opportunities on the 

Internet, while we protect the rights of students and parents who choose not to risk 
exposure to questionable material. 

 
3. The smooth operation of the network relies upon the proper conduct of the end 

users who must adhere to strict guidelines which require efficient, ethical and legal 
utilization of network resources. 

 
4. To reduce unnecessary system traffic, users may use real-time conference features 

such as talk/chat/Internet relay chat only as approved by the supervising teacher. 
 

5. Transmission of material, information or software in violation of any board policy 
or regulation is prohibited. 
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           Code No. 605.6R1  
 

INTERNET – APPROPRIATE USE REGULATION, CONTINUED 
 

6. System users will perform a virus check on downloaded files to avoid spreading 
computer viruses. 

 
7. The school district makes no guarantees as to the accuracy of information received 

on the Internet. 
 

C. Permission to Use Internet - Annually, parents will grant permission for their student to use 
the Internet using the prescribed form. 

 
IV. Student Use of Internet. 
 

A. Equal Opportunity - The Internet is available to all students within the school district.  The 
amount of time available for each student may be limited by the number of available 
terminals and the demands for each terminal. 

 
 B. On-line Etiquette. 
 

1. The use of the network is a privilege and may be taken away for violation of board 
policy or regulations.  As a user of the Internet, students may be allowed access to 
other networks.  Each network may have its own set of policies and procedures.  It 
is the user’s responsibility to abide by the policies and procedures of these other 
networks. 

 
  2. Students should adhere to on-line protocol: 
   a. Respect all copyright and license agreements. 
   b. Cite all quotes, references and sources. 
   c. Remain on the system long enough to get needed information,   
   then exit the system. 
   d. Apply the same privacy, ethical and educational considerations   
   utilized in other forms of communication. 
 

3. Student access for electronic mail will be through the supervising teacher’s 
account.  Students should adhere to the following guidelines: 
a. Others may be able to read or access the mail so private   
 messages should not be sent. 

   b. Delete unwanted messages immediately. 
   c. Use of objectionable language is prohibited. 
   d. Always sign messages. 
   e. Always acknowledge receipt of a document or file. 
 

C. Restricted Material - Students will not intentionally access or download any text file or 
picture or engage in any conference that includes material which is obscene, libelous, 
indecent, vulgar, profane or lewd; advertises any product or service not permitted to 
minors by law; constitutes insulting or fighting words, the very expression of which injures 
or harasses others; or presents a clear and present likelihood that, either because of its 
content or the manner of distribution, it will cause a material and substantial disruption of  
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Code No. 605.6R1  
 

INTERNET – APPROPRIATE USE REGULATION, CONTINUED 
 

the proper and orderly operation and discipline of the school or school activities, will cause 
the commission of unlawful acts or the violation of lawful school regulations. 

 
D. Unauthorized Costs - If a student gains access to any service via the Internet which has a 

cost involved or if a student incurs other types of costs, the student accessing such a 
service will be responsible for those costs. 

 
V. Student Violations--Consequences and Notifications. 
 

Students who access restricted items on the Internet shall be subject to the appropriate action 
described in board policy or regulations or the following consequences: 

 
1. First Violation - A verbal and written “Warning” notice will be issued to the student.  The 

student may lose Internet access for a period of three (3) weeks at the discretion of the 
supervising teacher.  A copy of the notice will be mailed to the student’s parent and a copy 
provided to the building principal. 

 
2. Second Violation - A verbal and written “Second Violation” notice will be issued to the 

student.  A copy of the notice will be sent to the student’s parent and a copy provided to 
the building principal.  The student shall forfeit all Internet privileges for a minimum 
period of nine (9) weeks. 

 
3. Third Violation - A verbal and written “Third Violation” notice will be issued to the 

student.  A copy of the notice will be sent to the student’s parent and a copy provided to 
the building principal.  The student shall forfeit all Internet privileges for 1 semester or for 
the balance of the school year.  
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Code No. 605.6R2 
 

EMPLOYEE USE OF SOCIAL MEDIA 
 
The Maquoketa Community School District expects its employees to model responsible and appropriate 
conduct, both at school and away from school.  Employees’ use of social media forms, including social 
networking websites such as MySpace and Facebook, personal web pages or blogs, and electronic 
messaging, are subject to the normal requirements of legal and ethical behavior within the District 
community.  Employees should be guided by applicable laws, District acceptable use policies, and sound 
professional judgment when using social media. 
 
District/Professional Use of Social Media 
 
An employee using social media in his or her professional capacity as an employee of the District and/or 
pursuant to his or her official duties should be honest about who he or she is, and be thoughtful and 
respectful when submitting or posting messages.   In addition, employees using social media for such 
purposes should adhere to the following guidelines: 
 

• If you are participating on a social networking website, web page, and/or blog for District-related 
business, you may do so only with the prior approval of your supervisor. 

• You must identify yourself and your position with the District.  Always use your real name and 
never create an alias or be anonymous. 

• The maquoketaschools.org address attached to your name and/or email implies that you are acting 
on behalf of the District and, as such, you are expected to conduct yourself in a professional 
manner. 

• Any information shared via social media regarding the business of the District, whether using 
personal or District equipment, may be considered a public record.  All information communicated 
through or maintained on the District’s system is subject to being monitored or inspected at any 
time. 

• Do not submit or post confidential information about the District, its students, alumni, or 
employees.  You should assume that most information about a student is protected from disclosure 
by both federal law (the Family Educational Rights and Privacy Act) and state law (Iowa Code 
Section 22.7(1)).  Disclosures of confidential or protected information may result in liability for 
invasion of privacy or defamation. 

• Keep in mind that, by their very nature, social media forms such as social networking websites 
and web pages or blogs are not truly private.  To minimize unintended disclosure of information, 
you should set and maintain your social networking privacy settings at the most restrictive level. 

• Internet search engines can find information years after it was originally posted.  Comments can 
be forwarded or copied and archival systems can save information even if you delete a post.  You 
should assume that a message or image, which is posted or communicated, can never be 
completely deleted. 

• Spell check and grammar check your content before you submit or post messages, and correct any 
mistakes as soon as you can.  Remember that you are writing for publication, even if it is just for a 
social networking website.  Refrain from making unsubstantiated statements and avoid careless 
comments, such as “research shows” unless you also provide full citations of the research. 
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EMPLOYEE USE OF SOCIAL MEDIA, continued 
 
Personal Use of Social Media 
 
The District recognizes the prevalence of social media used for personal purposes and acknowledges that 
its employees have the right under the First Amendment to speak out on matters of public concern.  
However, the District also has the right to regulate the speech of employees in certain circumstances, such 
as when the personal use of social media interferes with the employee’s ability to perform his or her 
duties or affects the District’s ability to efficiently provide educational services.  Accordingly, it is 
essential that employees conduct themselves in such a way that their personal use of social media does not 
adversely affect their position with the District.  In addition, employees using social media for such 
purposes should adhere to the following guidelines: 
 

• If you are participating on a social networking website, web page, and/or blog for personal use, 
you may identify yourself as an employee of the District.  However, you must state that you are 
expressing your own opinion, not that of the District.  You will be held fully responsible for your 
activities. 

• If you identify yourself as a District employee, remember that your actions will reflect not only on 
you but on the District as well. 

• Never pretend to be someone else and submit or post information concerning the District in a 
negative light. 

• Do not use the District’s school logos or mascots, photographs, or any other such graphic 
representations or images, or link any personal page on a social networking website or other 
personal web page to any District website or material. 

• If you submit or post information or comments that are not related to the District, your activities 
may still result in professional repercussions.  Such actions include, but are not limited to, posting 
of photographs or information, which violates federal or state law and regulations and/or District 
policies and rules. 

• Keep in mind that you do not have control of what others may submit or post on social networking 
websites; therefore, be aware that your conduct in your private life may affect your professional 
life.  Be vigilant about what others post about you or on your page and, if necessary, takes steps to 
removed comments that pose a risk to you or the District. 

• It could be viewed as inappropriate for District employees to communicate with current students 
enrolled in the District through social media, such as through electronic messaging or any social 
networking website.  This includes becoming “friends” on such sites or otherwise allowing 
students to access your site page to communicate.  You should refrain from creating personal 
pages on social networking websites and other personal web pages or electronic messaging that 
permit social interaction with current students enrolled in the District. 

o Employees may use professional web pages that are created through the District 
and used solely for school-related purposes.  You should notify parents of your 
intention to use this media to communicate with students and the intended purpose 
of such communications.  All ethical expectations for appropriate employee/student 
relationships must be followed. 

• You should refrain from providing your personal contact information to students currently 
enrolled in the District.  You should only provide your official District email address and/or 
telephone number as a way to communicate with students or parents regarding District business.   
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Code No. 605.6R2 
 

EMPLOYEE USE OF SOCIAL MEDIA, continued 
 
 

• During the work day, you should refrain from participating on any personal social media, 
regardless of whether such participation is through District or personal equipment. 

 
Disciplinary Action 
 
Employees who fail to comply with this policy or who make other inappropriate use of social media may 
be subject to disciplinary action, up to and including discharge.  If an employee has any questions about 
the application of this policy, he or she should consult his or her supervisor. 
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MCSD         Code No. 605.7       

February 2020 

Chapter 6 - Educational Program 

 

Policy Title:  Use of Information Resources 

 

In order for students to experience a diverse curriculum, the board encourages employees to supplement 

their regular curricular materials with other resources.  In so doing, the board recognizes that federal law 

makes it illegal to duplicate copyrighted materials without authorization of the holder of the copyright, 

except for certain exempt purposes.  Severe penalties may be imposed for plagiarism, unauthorized 

copying or using of media, including, but not limited to, print, electronic and web-based materials, unless 

the copying or using conforms to the “fair use” doctrine.  Under the “fair use” doctrine, unauthorized 

reproduction of copyrighted materials is permissible for such purposes as criticism, comment, news 

reporting, teaching, scholarship or research providing that all fair use guidelines are met. 

 

While the school district encourages employees to enrich the learning programs by making proper use of 

supplementary materials, it is the responsibility of employees to abide by the school district’s copying 

procedures and obey the requirements of the law.  In no circumstances shall it be necessary for school 

district staff to violate copyright requirements in order to perform their duties properly.  The school 

district will not be responsible for any violations of the copyright law by employees or students.  

Violation of the copyright law by employees may result in discipline up to, and including, termination.  

Violation of the copyright law by students may result in discipline, up to and including, suspension or 

expulsion. 

 

Parents or others who wish to record, by any means, school programs or other activities need to realize 

that even though the school district received permission to perform a copyrighted work does not mean 

outsiders can copy it and re-play it.  Those who wish to do so should contact the employee in charge of 

the activity to determine what the process is to ensure the copyright law is followed.  The school district is 

not responsible for outsiders violating the copyright law or this policy. 

 

Any employee or student who is uncertain as to whether reproducing or using copyrighted material 

complies with the school district’s procedures or is permissible under the law should contact the building 

principal or teacher-librarian who will also assist employees and students in obtaining proper 

authorization to copy or use protected material when such authorization is required. 

 

 

Legal References: 17 U.S. Code Sec. §101  

   281 I.A.C. 12.3(12) 

 

Cross References: 605.6  Internet Appropriate Use 

 

Adoption of Policy   11-10-08 

First Reading    11-10-08 

Second and Final Reading  12-08-08, 12-13-10, 10-17-16, 2-10-20 
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          Code No. 605.7R1 

 

USE OF INFORMATION RESOURCES REGULATION 

 

Employees and students may make copies of copyrighted materials that fall within the following 

guidelines.  Where there is reason to believe the material to be copied does not fall within these 

guidelines, prior permission shall be obtained from the publisher or producer with the assistance of the 

building principal or teacher-librarian.  Employees and students who fail to follow this procedure may be 

held personally liable for copyright infringement and may be subject to discipline by the board. 

 

Under the “fair use” doctrine, unauthorized reproduction of copyrighted materials is permissible for such 

purposes as criticism, comment, news reporting, teaching, scholarship, or research.  Under the fair use 

doctrine, each of the following four standards must be met in order to use the copyrighted document: 

 

 Purpose and Character of the Use – The use must be for such purposes as teaching or scholarship. 

 Nature of the Copyrighted Work – The type of work to be copied. 

 Amount and Substantiality of the Portion Used – Copying the whole of a work cannot be 

considered fair use; copying a small portion may be if these guidelines are followed. 

 Effect of the Use Upon the Potential Market for or value of the Copyrighted Work – If resulting 

economic loss to the copyright holder can be shown, even making a single copy of certain 

materials may be an infringement, and making multiple copies presents the danger of greater 

penalties. 

 

Authorized Reproduction and Use of Copyrighted Material Reminders: 

 

 Materials on the Internet should be used with caution since they may, and likely are, copyrighted. 

 Proper attribution (author, title, publisher, place, and date of publication) should always be given. 

 Notice should be taken of any alterations to copyrighted works, and such alterations should only 

be made for specific instructional objectives. 

 Care should be taken in circumventing any technological protection measures.  While materials 

copied pursuant to fair use may be copied after circumventing technological protections against 

unauthorized copying, technological protection measures to block access to materials may not 

circumvented. 

 

In preparing for instruction, a teacher may make or have made a single copy of: 

 A chapter from a book; 

 An article from a newspaper or periodical; 

 A short story, short essay or short poem; or, 

 A chart, graph, diagram, cartoon or picture from a book, periodical or newspaper. 

 

A teacher may make multiple copies not exceeding more than one per pupil, for classroom use or 

discussion, if the copying meets the tests of “brevity, spontaneity and cumulative effect” set by the 

following guidelines.  Each copy must include a notice of copyright. 

 

 Brevity 

o A complete poem, if less than 250 words and two pages long, may be copied; excerpts 

from longer poems cannot exceed 250 words; 

o Complete articles, stories or essays of less than 2500 words or excerpts from prose works 

less than 1000 words or 10% of the work, whichever is less may be copied; in any event, 

the minimum is 500 words; 
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o Each numerical limit may be expanded to permit the completion of an unfinished line of a 

poem or prose paragraph; 

o One chart, graph, diagram, drawing, cartoon or picture per book or periodical issue may be 

copied.  “Special” works cannot be reproduced in full; this includes children’s books 

combining poetry, prose or poetic prose.  Short special works may be copied up to two 

published pages containing not more than 10 percent of the work. 

 

 Spontaneity – Should be at the “instance and inspiration” of the individual teacher when there is 

not a reasonable length of time to request and receive permission to copy. 

 Cumulative Effect – Teachers are limited to using copied material for only one course for which 

copies are made.  No more than one short poem, article, story or two excerpts from the same 

author may be copied, and no more than three works can be copied from a collective work or 

periodical column during one class term.  Teachers are limited to nine instances of multiple 

copying for one course during one class term.  Limitations do not apply to current news 

periodicals, newspapers and current news sections of other periodicals. 

 

Copying Limitations 
 

Circumstances will arise when employees are uncertain whether or not copying is prohibited.  In those 

circumstances, the superintendent in consultation with building principal, teacher or teacher-librarian 

should be contacted.  The following prohibitions have been expressly stated in federal guidelines: 

 Reproduction of copyrighted material shall not be used to create or substitute for anthologies, 

complications or collective works. 

 Unless expressly permitted by agreement with the publisher and authorized by school district 

action, there shall be no copying from copyrighted consumable materials such as workbooks, 

exercises, test booklets, answer sheets and the like. 

 Employees shall not: 

o Use copies to substitute for the purchase of books, periodicals, music recordings, and 

consumable works such as workbooks, computer software or other copyrighted material.  

Copy or use the same item from term to term without the copyright owner’s permission; 

o Copy or use more than nine instances of multiple copying of protected material in any one 

term; 

o Copy or use more than one short work or two excerpts from works of the same author in 

any one term; 

o Copy or use protected material without including a notice of copyright.  The following is a 

satisfactory notice: NOTICE:  THIS MATERIAL MAY BE PROTECTED BY 

COPYRIGHT LAW.   

o Reproduce or use copyrighted material at the discretion of someone in higher authority or 

copy or use such material in emulation of some other teacher’s use of copyrighted material 

without permission of the copyright owner. 

o Require other employees or students to violate the copyright law or fair sue guidelines. 

 

Authorized Reproduction and Use of Copyrighted Materials in the Library 
 

A library may make a single copy or three digital copies of: 

 An unpublished work in its collection; 

 A published work in order to replace it because it is damaged, deteriorated, lost or stolen, provided 

that an unused replacement cannot be obtained at a fair price. 
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 A work that is being considered for acquisition, although use is strictly limited to that decision.  

Technological protection measures may be circumvented for purposes of copying materials in 

order to make an acquisition decision. 

 

A library may provide a single copy of copyrighted material to a student or employee at no more than the 

actual cost of photocopying.  The copy must be limited to one article of a periodical issue or a small part 

of other material, unless the library finds that the copyrighted work cannot be obtained elsewhere at a fair 

price.  In the latter circumstance, the entire work may be copied.  In any case, the copy shall contain the 

notice of copyright and the student or staff member shall be notified that the copy is to be used only for 

private study, scholarship or research.  Any other use may subject the person to liability for copyright 

infringement. 

 

Authorized Reproduction and Use of Copyrighted Music or Dramatic Works 

 

Teachers may: 

 Make a single copy of a song, movement, or short section from a printed musical or dramatic work 

that is unavailable except in a larger work for purposes of preparing for instruction; 

 Make multiple copies for classroom use of an excerpt of not more than 10% of a printed musical 

work if it is to be used for academic purposes other than performance, provided that the excerpt 

does not comprise a part of the whole musical work which would constitute a performable unit 

such as a complete section, movement, or song; 

 In an emergency, a teacher may make and use replacement copies of printed music for an 

imminent musical performance when the purchased copies have been lost, destroyed or are 

otherwise not available. 

 Make and retain a single recording of student performances of copyrighted material when it is 

made for purposes of evaluation or rehearsal; 

 Make and retain a single copy of excerpts from recordings of copyrighted musical works for use as 

aural exercises or examination questions; and 

 Edit or simplify purchased copies of music or plays provided that the fundamental character of the 

work is not distorted.  Lyrics shall not be altered or added if none exist. 

 

Performance by teachers or students of copyrighted musical or dramatic works is permitted without the 

authorization of the copyright owner as part of a teaching activity in a classroom or instructional setting.  

The purpose shall be instructional rather than for entertainment.   

 

Performances of nondramatic musical works that are copyrighted are permitted without the authorization 

of the copyright owner, provided that: 

 The performance is not for a commercial purpose; 

 None of the performers, promoters or organizers are compensated; and, 

 Admission fees are used for educational or charitable purposes only. 

 

All other musical and dramatic performances require permission from the copyright owner.  Parents or 

others wishing to record a performance should check with the sponsor to ensure compliance with 

copyright. 

 

Recording of Copyrighted Programs 
 

Television programs, excluding news programs, transmitted by commercial and non-commercial 

television stations for reception by the general public without charge may be recorded off-air 

simultaneously with broadcast transmission (including simultaneous cable retransmission) and retained by 
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a school for a period not to exceed the first forty-five (45) consecutive calendar days after date of 

recording.  Upon conclusion of this retention period, all off-air recordings must be erased or destroyed 

immediately.  Certain programming such as that provided on public television may be exempt from this 

provision; check with the superintendent in consultation with building principal, teacher or teacher-

librarian or the subscription database, e.g. united streaming. 

 

Off-air recording may be used once by individual teachers in the course of instructional activities, and 

repeated once only when reinforcement is necessary, within a building, during the first 10 consecutive 

school days, excluding scheduled interruptions, in the 45 calendar day retention period.  Off-air 

recordings may be made only at the request of and used by individual teachers, and may not be regularly 

recorded in anticipation of requests.  No broadcast program may be recorded off-air more than once at the 

request of the same teacher, regardless of the number of times the program may be broadcast.  A limited 

number of copies may be reproduced from each off-air recording to meet the legitimate needs of teachers.  

Each additional copy shall be subject to all provisions governing the original recording. 

 

After the first ten consecutive school days, off-air recordings may be used up to the end of the 45 calendar 

day retention period only for evaluation purposes, i.e., to determine whether or not to include the 

broadcast program in the teaching curriculum.  Permission must be secured from the publisher before the 

recording can be used for instructional purposes after the 10 day period. 

 

Off-air recordings need not be used in their entirety, but the recorded programs may not be altered from 

their original content.  Off-air recordings may not be physically or electronically combined or merged to 

constitute teaching anthologies or complications.  All copies of off-air recordings must include the 

copyright notice on the broadcast program as recorded. 

 

Authorized Reproduction and Use of Copyrighted Computer Software 

 

Schools have a valid need for high-quality software at reasonable prices.  To assure a fair return to the 

authors of software programs, the school district shall support the legal and ethical issues involved in 

copyright laws and any usage agreements that are incorporated into the acquisition of software programs.  

To this end, the following guidelines shall be in effect: 

 All copyright laws and publisher license agreements between the vendor and the school district 

shall be observed; 

 Staff members shall take reasonable precautions to prevent copying or the use of unauthorized 

copies on school equipment; 

 A back-up copy shall be purchased, for use as a replacement when a program is lost or damaged.  

If the vendor is not able to supply a replacement, the school district shall make a back-up copy that 

will be used for replacement purposes only; 

 A copy of the software license agreement shall be retained by the technology director and teacher-

librarian and, 

 A computer program may be adapted by adding to the content or changing the language.  The 

adapted program may not be distributed. 

 

Fair Use Guidelines for Educational Multimedia 
 

Students may incorporate portions of copyrighted materials in producing educational multimedia projects 

such as videos, Power Point, pod casts and web sites for a specific course, and may perform, display or 

retain the projects.   
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Educators may perform or display their own multimedia projects to students in support of curriculum-

based instructional activities.  These projects may be used: 

 In face-to-face instruction; 

 In demonstrations and presentations, including conferences; 

 In assignments to students; 

 For remote instruction if distribution of the signal is limited; 

 Over a network that cannot prevent duplication for fifteen days, after fifteen days a copy may be 

saved on-site only; or, 

 In their personal portfolios. 

Educators may use copyrighted materials in a multimedia project for two days, after that permission must 

be requested and received. 

 

The following limitations restrict the portion of any given work that may be used pursuant of fair use in 

an educational multimedia projects: 

 Motion media: ten percent or three minutes, whichever is less; 

 Text materials: ten percent of 1,000 words, whichever is less; 

 Poetry: an entire poem of fewer than 250 words, but no more than three poems from one author of 

five poems from an anthology.  For poems of greater than 250 words, excerpts of up to 250 words 

may be used, but no more than three excerpts from one poet or five excerpts from an anthology; 

 Music, lyrics and music video:  Up to ten percent, but no more than thirty seconds.  No alterations 

that change the basic melody or fundamental character of the work; 

 Illustrations, cartoons and photographs:  No more than five images by an artist, and no more than 

ten percent or fifteen images whichever is less from a collective work. 

 Numerical data sets:  Up to ten percent or 2, 500 field or cell entries, whichever is less. 

 

Fair use does not include posting a student or teacher’s work on the Internet if it includes portions of 

copyrighted materials.  Permission to copy shall be obtained from the original copyright holder(s) before 

such projects are placed online.  The opening screen of such presentations shall include notice that 

permission was granted and materials are restricted from further use. 
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MCSD         Code No. 605.8 
February 2020 
Chapter 6 – Education Program 
 
Policy Title:  School District Web Page                                   
 
The Internet provides a valuable learning tool for students and staff and offers another 
communications vehicle for informing the public about school programs and activities.  
The board authorizes the establishment of a school district web page and individual 
attendance center web pages.  Only those web pages approved by the board and 
maintained in accordance with board policy and administrative procedures will be 
recognized as official representations of the school district. 
 
The Superintendent is responsible for assigning an individual responsible for maintaining 
the web pages.  The Superintendent, in conjunction with the responsible individual, will 
develop administrative regulation regarding the web site. 
 
 
 
 
 
Legal References: Iowa Code §279.8 (2013) 
 
 
 
Cross References: 506.1 Student Records 

605.5 Media Centers 
 
 
 
 
New Policy for Discussion  01-28-02 
First Reading    01-28-02 
Second and Final Reading  02-04-02 
Reviewed by Policy Committee 01-09-06, 12-13-10, 10-17-16, 2-10-20 
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MCSD         Code No: 605.9 
February 2020 
Chapter 6 – Educational Program  
 
Policy Title: Evaluation of Instructional Program 
 
The evaluation of the curriculum and other aspects of the educational program of the 
district shall be directed by the superintendent of schools.  It shall be the responsibility of 
the superintendent to report periodically to the Board of Education on the progress of the 
district towards the attainment of its educational goals. 
 
Appropriate means for curriculum evaluation shall be established and maintained.  
Elements of this evaluation may include: 
 
1. Testing programs such as nationally standardized general achievement tests, 

national standardized tests in specific subject areas, and tests administered by 
other agencies. 

2. Commercial and teacher developed criterion referenced tests. 
3. Study of school achievement records. 
4. Study of students’ high school and dropout records. 
5. Utilization of out-of-system services; participation in regional research studies; 

contracted evaluation services. 
6. Teacher and parent evaluation of student behaviors. 
7. State Department of Education specialists and services. 
8. Evaluation by other agencies. 
9. Others as deemed appropriate. 
 
 
 
 
Legal References: 29 U.S.C. §§624-634 
   42 U.S.C. §§2000e-11. 
   Iowa Code §§279.8, 280.3-.14, 601A.9 (2013) 
   670 Iowa Admin. Code 3.5. 
   281 Iowa Admin. Code 12.5(14) (new standards) 
 
 
 
Previous Date of Adoption  01-26-87 
Revision Discussion   06-12-89 
First Reading on Revision  06-26-89 
Second and Final Reading  07-17-89 
Reviewed by Policy Committee 01-09-06, 12-13-10, 10-17-16, 2-10-20 
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MCSD        Code No. 605.10 
February 2020 
Chapter 6 – Educational Program 
 
Policy Title:  Performance Testing for Classroom Credit 
 
Until specific learner outcomes are identified in each subject area at each grade level, 
along with appropriate evaluative measures, students will not be allowed to take 
performance tests for the purpose of gaining credit. 
 
 
 
 
 
Legal References:  Iowa Code §256.11 (2013) 
    281 Iowa Admin. Code 12.5(19) (new standards) 
 
 
New Policy for Discussion  06-12-89 
First Reading on Policy  06-26-89 
Second and Final Reading  07-17-89 
Reviewed by Policy Committee 01-09-06, 12-13-10, 10-17-16, 02-10-20 
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MCSD        Code No. 605.11 
February 2020 
Chapter 6 – Educational Personnel 
 
Policy Title:  Use of Video & Still Cameras in School Buildings & on School 
           Property 
 
Purpose:  To establish guidelines for the use of video cameras in school buildings and on 
school property. 
 
The Board of Education supports the use of school-controlled video and/or still cameras in 
school buildings and on school property as a means to monitor and maintain a safe 
environment for students, public, and staff members.  The video and/or still cameras, as 
deemed necessary and appropriate by the Superintendent and district administrators, may be 
used in classrooms, hallways, cafeterias, libraries, computer labs, parking lots, or on any 
school property.  Any of the above may be used as evidence in a student disciplinary action, 
evaluation of staff conduct, and/or to provide evidence of any unlawful activity on school 
grounds. 
 
 
 
Legal Reference:  Iowa Code § 285 
 
 
 
 
First Reading Approval   01-31-00 
Second and Final Reading    02-14-00 
Reviewed by Policy Committee  01-09-06, 12-13-10, 10-17-16, 2-10-20 
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        Code No. 605.11R1 
 

Use of Video  & Still Cameras in School Buildings & on School Property 
 
Student Records: 
The content of the videotapes is a student record subject to Board policy and administrative 
regulations regarding confidential student records.  Only those persons with a legitimate 
educational purpose may view the videotapes.  In most instances, those individuals with a 
legitimate educational purpose may be the superintendent, building principal, teachers, and 
area education agency staff members.  If the content of the videotapes becomes the subject of 
a student disciplinary proceeding, it may be treated like other evidence in the proceeding. 
 
Notice: 
The District will annually provide the following notice to students and parents: 
 

The Maquoketa Community School District Board of Directors has authorized the use 
of video cameras in the district school buildings and on school property.  The video 
cameras will be used to monitor student behavior in order to maintain a safe and 
healthy environment for students and staff.  Students and parents are hereby notified 
that the content of the videotapes may be used in a student disciplinary proceeding.  
The content of the videotape is a confidential student record and will be retained with 
other student records.  Videotapes will only be retained if necessary for use in a 
student disciplinary proceeding or other matter as determined necessary by the 
administration.  Parents may request to view videotapes of their children if the 
videotapes are used in disciplinary proceedings involving their children. 

 
Note: 
The following notice will also be placed on all school buildings or property equipped with a 
video camera:          This building [property] is equipped with a video surveillance system. 
 
Review of Videotapes: 
The District will review videotapes when necessary as a result of an incident reported by a 
staff member or student.  The videotapes may be recirculated for erasure after two (2) weeks.  
Videotapes shall be kept in the Principal’s office of each building.  Viewing of videotapes is 
limited to the individuals having a legitimate educational purpose.  The Principal shall keep a 
written log of those individuals viewing the videotapes stating the time, name of individual 
viewing the tape, and the date the videotape was viewed. 
 
 
Video Monitoring System: 
Video cameras may be randomly located in parts of the building or  on school property that 
warrant attention in order to ensure safety for students and staff, as determined by the 
Principal.  Video cameras shall not be located in restrooms, locker rooms, or any other rooms 
or locations of similar nature.  Input from staff may also be used in the Principal’s 
determination of the location of cameras in the school or on school property. 
 
Student Conduct: 
Students are prohibited from tampering with the video cameras in the school buildings or on 
school property.  Students found in violation of this regulation shall be disciplined in 



605.11 

accordance with the District discipline policy and Good Conduct Rule and shall reimburse the 
District for any repairs or replacement necessary as a result of the tampering. 
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MCSD         Code No. 606.1 
February 2020 
Chapter 6 – Education Program 
 
Policy Title:  Class Size 
 
The size of each class shall depend upon the type of instruction needed to assist each 
student to develop his/her academic and occupational capacities to the utmost.  Effective 
staff utilization shall also be considered in organizing and scheduling classroom 
instruction. 
 
The Superintendent of Schools with his/her administrative staff are instructed and 
directed to investigate new approaches and techniques in organizing and scheduling 
classroom instruction. 
 
 
 
 
 
 
Legal Reference: Iowa Code §§ 279.8; 280.3 (2013) 
 
 
 
 
 
 
 
 
 
 
Previous Date of Adoption  09-28-81 
Revision Discussion   01-12-87 
Adoption of Revision   01-26-87 
Reviewed by Policy Committee 01-09-06, 12-13-10, 10-17-16, 2-10-20 
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MCSD         Code No. 606.2 
February 2020 
Chapter 6 – Educational Program 
 
Policy Title:  School Ceremonies and Observances 
 
The school district will continue school ceremonies and observances which have become 
a tradition and a custom of the education program.  These include, but are not limited to, 
reciting the Pledge of Allegiance and observance of holidays, such as Christmas, 
Halloween, and Easter, by programs and performances.  Such ceremonies or observances 
will have a secular purpose and will not advocate or sponsor a particular religion. 
 
Students who do not wish to participate in these activities may be silent during the 
ceremony or observance or receive permission from the principal to be excused from the 
ceremony for religious reasons in compliance with board policy. 
 
Legal Reference: U.S. Const. Amend. I 
   Lee v. Weisman, 112 S.Ct. 2649 (1992) 
   Lemon v. Kurtzman, 403 U.S. 602 (1971) 
   Graham v. Central Community School District of Decatur County,  
    608 F. Supp. 531 (S.D. Iowa 1985) 
   Iowa Code § 279.8 (2013) 
 
 
Adoption of Policy   01-23-06 
First Reading of Policy  01-23-06 
Second and Final Reading  02-10-06 
Reviewed by Policy Committee 12-13-10, 10-17-16, 2-10-20   
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MCSD         Code No. 606.3 
February 2020 
Chapter 6 – Education Program 
 
Policy Title:  Animals in the Classroom 
 
Animals may be brought into the classroom only with the specific prior approval of the 
building principal.  The following shall serve as guidelines for the use of animals in the 
school: 
 
1. Only the teacher or students designated by the teacher are to handle the animals. 
2. If animals are to be kept overnight or on days when school is not in session, the 

teacher must make arrangements for their care and safety. 
3. Animals are not to be transported on school buses. 
4. Experiments using live animals must have prior approval of the principal and be 

conducted accordance with professional guidelines for experimental use of 
animals. 

 
 
 
 
 
 
Legal Reference:  Iowa Code § 279.8 
 
 
 
Previous Date of Adoption  09-28-81 
Revision Discussion   01-12-87 
Adoption of Revision   01-26-87 
Reviewed by Policy Committee 01-09-06, 12-13-10, 10-17-16, 2-10-20 
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MCSD         Code No. 606.5 
February 2020 
Chapter 6 – Education Program 
 
Policy Title:  Instructional Field Trips and Excursions 
 
The Board of Education recognizes that a properly planned, well-conducted and carefully 
supervised field trip is a vital part of the curriculum of any classroom.  As such, student 
trips of significant educational value are to be encouraged within the limits of resources 
available to the District. 
 
Field trips shall have the approval of the building principal in advance of the trip.  Parents 
or legal guardians must be notified in advance of all field trips.  Parent or legal guardian 
signed permission slips shall be required of students prior to their participation. 
 
 
 
 
 
Legal Reference: 390 C.F.R. Pt. 390.3(f) (2012) 
   Iowa Code § 279.8 (2013) 
   281 I.A.C. 43.9 
 
 
 
Cross Reference: 503.1 Student Conduct 
   503.4 Good Conduct Rule 
 
 
 
 
Previous Date of Adoption  09-28-81 
Revision Discussion   01-12-87 
Adoption of Revision   01-26-87 
Reviewed by Policy Committee 01-23-06, 12-13-10, 10-17-16, 2-10-20 
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MCSD         Code No. 606.6 
February 2020 
Chapter 6 – Educational Program 
 
Policy Title:  Insufficient Classroom Space 
 
Insufficient classroom space is determined on a case-by-case basis.  In making its 
determination whether insufficient classroom space exits, the board may consider several 
factors, including but not limited to, the nature of the education program, the grade level, 
the available licensed employees, the instructional method, the physical space, student-
teacher ratios, equipment and materials, facilities either being planned or under 
construction, facilities planned to be closed, financial condition of the school district and 
projected to be available, a sharing agreement in force or planned, a bargaining 
agreement in force, laws or rules governing special education class size, board-adopted 
school district goals and objectives, and other factors considered relevant by the board. 
 
This policy shall be referenced annually when the board makes staffing decisions and 
determines the number of class sections at each attendance center.  It is the responsibility 
of the superintendent to reference this policy when formulating staffing recommendations 
for the board’s consideration. 
 
 
 
 
 
Legal Reference:  Iowa Code §§ 282.18 (13) (2013) 
    281 I.A.C. 17.6(3) 
 
 
 
Cross Reference: 103 Long-Range Needs Assessment 
   501.15 Open Enrollment Transfers Procedures as a Receiving  

District 
   606.1 Class Size    
 
 
 
 
New Policy for Discussion   12-13-10 
First Reading on Proposed Policy  12-13-10 
Second Reading and Adoption  01-10-11 
Reviewed by Policy Committee  10-17-16, 2-10-20 
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MCSD         Code No. 606.7 
February 2020 
Chapter 6 – Education Program 
 
Policy Title:  Grouping for Instructional Purposes 
 
The ultimate goal for efficient learning is that of individualization.  Within this context, it 
is possible to achieve greater success by grouping for instructional purposes.  It must be 
plain that the foregoing is designed for instructional efficiency and not an end in itself. 
 
The Board of Education recognizes that grouping is the organization of students into 
classroom units for the purpose of instruction.  Grouping into instructional levels may be 
defined as the placement of students in groups so that the individual needs of students 
may be met in a more satisfactory manner. 
 
The practice of grouping students by instructional levels shall be done solely for the 
purpose of providing an improved educational opportunity for each student to develop to 
the maximum of his/her potential.  Such grouping shall be done only so that the 
maximum learning and performance of each student may be achieved. 
 
The following criteria shall be employed in making instructional level grouping of 
individual students in the Maquoketa Community Schools. 
 
A. The subjective judgement of the classroom teacher with the assistance and advice 

of other members of the professional staff. 
B. Achievement of the students as reflected in the earned scores achieved on 

validated standardized tests in specific subject matter areas with particular 
emphasis on individual student growth. 

C. The performance and motivation of the student as reflected by his/her past 
performance in the various subject matter areas.  In general, these factors are 
reflected by the grades in the specific field. 

D. Intellectual ability of the student as measured by all recognized intelligence tests.  
These may be supplemented when necessary, with additional individual 
intelligence tests administered by a school psychologist. 

 
 
 
 
 
Previous Date of Adoption  09-28-81 
Revision Discussion   01-12-87 
Adoption of Revision   01-26-87 
Reviewed by Policy Committee  01-23-06, 12-13-10, 10-17-16, 2-10-20 
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MCSD         Code No. 606.8 
February 2020 
Chapter 6 – Education Program 
 
Policy Title:  Homework 
 
It shall be the policy of the Maquoketa Community School District to confine homework 
to those extra-class activities and assignments which may be properly considered as 
extensions and enrichments of the regular classroom instructional program.  The purpose 
of homework assigned and encouraged will include:  research and exploratory activities, 
sharing and discussing ideas, reviewing and summarizing materials studied, becoming 
acquainted with the libraries and other sources of reference materials, organizing the 
thoughts and thinking processes of students in preparation for classroom activities, and 
making up incomplete course or subject assignments. 
 
 
 
 
 
 
 
 
 
 
 
 
Previous Date of Adoption  09-28-81 
Revision Discussion   01-12-87 
Adoption of Revision   01-26-87 
Reviewed by Policy Committee 01-23-06, 12-13-10, 10-17-16, 2-10-20 
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MCSD         Code No. 606.9 
February 2020 
Chapter 6 – Education Program 
 
Policy Title:  Outside Resource People 
 
The Board of Education recognizes that one resource of the school system is the people 
of the community who have special knowledge and talents.  The Board of Education 
encourages the use of community resources and citizens to assist in furthering the 
educational program.  The classroom teacher shall notify his/her principal in advance of 
their scheduled attendance. 
 
 
 
 
 
 
 
 
Previous Date of Adoption  08-28-81 
Revision Discussion   01-12-87 
Adoption of Revision   01-26-87 
Reviewed by Policy Committee 01-23-06, 12-13-10, 10-17-16, 2-10-20 
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MCSD         Code No. 606.10 
February 2020 
Chapter 6 – Education Program 
 
Policy Title:  School Volunteers 
 
Volunteers provide significant services to students by supplementing the work of paid 
certificated and classified staff, but are not to be regarded as substitutes for paid staff. 
 
The Board recognizes the contributions of volunteers and encourages their presence in 
the schools. 
 
 
 
 
 
 
 
 
 
 
 
 
 
Previous Date of Adoption  09-28-81 
Revision Discussion   01-12-87 
Adoption of Revision   01-26-87 
Reviewed by Policy Committee 01-23-06, 12-13-10, 10-17-16, 2-10-20 
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MCSD         Code No. 606.11 
February 2020 
Chapter 6 – Education Program 
 
Policy Title:  Teacher Paraprofessionals 
 
Teacher paraprofessionals are defined as persons who work directly with students to 
provide prescribed services and educational support, under supervision, on tasks which 
are of a routine nature.  The purpose of hiring these individuals is to free teachers from 
routine duties so that they may do a better job of teaching.  The teacher remains the 
diagnostician for learning, the manager of learning experiences, and the decision-maker 
in learning situations.  Paraprofessionals can assist in many instructional activities but 
they cannot relieve professional personnel of their responsibilities for the instructional 
program, nor can they be used as substitute teachers unless they are licensed in the State 
of Iowa to serve as a substitute teacher. 
 
Teacher paraprofessionals who hold a teaching certificate shall be compensated at the 
rate of pay established for their position as an aide.  It shall be the responsibility of the 
principal to supervise all paraprofessionals assigned to them. 
 
The Board authorizes the development of a handbook for teacher paraprofessionals. 
 
 
 
 
Legal Reference: Iowa Code §§279.8, 280.3, .14, (2013) 
   670 Iowa Admin. Code 3.4(5), 3.7(1). 
   281 Iowa Admin. Code 12.4(9) (new standards) 
 
 
 
 
Previous Date of Adoption  07-17-89 
Revision Discussion   08-13-90 
Adoption of Revision   09-10-90 
Reviewed by Policy Committee 01-23-06, 12-13-10, 10-17-16, 2-10-20 
 



606.12 

MCSD          Code No. 606.12 
February 2020 
Chapter 6 – Education Program 
 
Policy Title: Teaching Controversial Issues 
 
It is the belief of the Board of Education that controversial issues addressed in the schools should 
be related to the curriculum and should be fairly presented in a spirit of honest academic freedom 
so individual students may recognize the validity of other paints of view and learn to formulate 
their own opinions based upon objective study and discussion of the factual bases underlying the 
controversy. 
 
It shall be the responsibility of the instructor to fairly present the opportunity for students to 
study, consider and discuss all sides of controversial issues. 
 
Outside speakers or resource people representing religious groups or controversial political or 
cultural thinking should only be invited into the school after discussion with and approval by the 
school’s administration. 
 
Longer term assistants that are either employed or volunteer for classroom or student activity 
assignments should be interviewed and approved by the administrator most directly responsible 
for the classroom or activity. 
 
It shall be the responsibility of the instructor to protect the right of the student to study 
controversial issues within the limits of good taste, allowing the expression of personal opinions 
without jeopardizing relationships between instructors, students, or school.  
 
It shall be the responsibility of the instructor to refrain from advocating partisan courses, 
sectarian religious views or selfish propaganda of any kind through any classroom or school 
device.  While an instructor shall not be prohibited from expressing a personal opinion as long as 
students are encouraged to reach their own decisions independently, any recruitment, solicitation 
or education of students designed to conform to the doctrines of a particular religious or political 
group or belief shall not be allowed. 
 
It shall be the policy of this school system with respect to controversial issues to encourage 
instructors to lead full discussions thereof in a spirit of academic freedom, to encourage students 
to disagree with the opinions of another, to stress that each person has the responsibility to base 
disagreements upon facts and respect the right of others to hold a conflicting opinion. 

 
 
 

 
Previous Date of Adoption  09-28-81 
Revision Discussion   01-12-87 
Adoption of Revision   02-26-87 
Reviewed by Policy Committee 01-23-06, 12-13-10, 10-17-16, 2-10-20 
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MCSD          Code No. 606.13 
February 2020 
Chapter 6 – Education Program 
 
Policy Title:  Selection of Media Center Materials 
 
I. The Board of Education delegates selection of materials for the school library to both the 

librarian and the building principal, who act to support the objectives of the district’s 
school media centers. 

 
II. Objectives of the School Media Centers 
 

A. To support and supplement the educational program of the school providing 
materials relevant to the needs of the curriculum and teachers. 

B. To provide extensive and varied information about human beings and their 
universe. 

C. To provide materials for the varied interests and abilities of students. 
D. To provide instruction and practices in developing and using library skills. 
E. To provide materials which offer opportunity for development of reading skills, 

literary taste, and discrimination in choice of materials. 
F. To encourage students to read. 

 
III. Selection Policies: 
 

A. Since materials are selected to provide for the interest and needs of the school 
community, recommendations for selection will be encouraged from students and 
teachers alike. 

B. Materials selected are to suitable in the content for the grade and interest level for 
which they are intended.  They are to be selected so as to coordinate with the 
curriculum and the personal interests of pupils and teachers. 

C. Among other basic factors, truth and art are to be considered in the selection of 
books and other library materials.  One consideration should be factual accuracy, 
the authority of the author and the integrity of the writing.  A second is the quality 
of the presentation, the imaginativeness, the creativity and the style. 

D. Selection will be aided by the use of standard evaluation aides such as standard 
catalogs and book reviews sources. 

E. It is right and the responsibility of the librarians and the principals to select 
materials which include various points of view on controversial issues and reflect 
the Library Bill of Rights of the American Library Association. 

F. A book shall not be excluded because of the race, nationality, personal, political, 
or religious views of the writer. 

 
 
IV. The following controversial subjects were especially considered when writing this 

Selection Policy, Article II, Paragraph E: 
 

A. Religion: Factual materials which represent religions should be included in 
this collection. 
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B. Ideologies: Any ideology or philosophy which exerts a strong force, either 
favorably or unfavorably, on government, politics, religion, arts, education, family or any 
aspects of life, should be represented by factual information. 
 
C. Sex, violence and profanity: Materials presenting sexual vocabulary, profanity 
and/or incidents of violence should be subject to a test of literacy merit and reality by the 
librarian.  The librarian/principal should take into consideration the maturity of the 
 
 

Policy Title:  Selection of Media Center Materials, continued  Code No. 606.13 
 
 
readers.  While the sensational, phony, or over-dramatic should be excluded, the fact that 
sexual or violent references appear should not automatically disqualify a book.  Rather, 
the decision should be made on the basis of whether the book presents life in its true 
proportions, and whether the book is well written and of literacy value. 
 
D. Science: Medical and scientific knowledge, if presented accurately and in an 
appropriate style, should be made available without deletion of facts or theories. 

V. Guidelines to Treatment of Complaints 
 

A. Censorship shall be challenged in order to maintain the school’s responsibilities to 
provide information. 

B. No parent or group of parents has the right to determine the reading matter for 
students other than their own children. 

C. Criticism of materials that are in the library or in use as a text should be submitted 
in writing to the librarian/principal on a form prescribed by the Administration.  
Allegations thus submitted will be considered by the principal/librarian.  The 
material will be judged by the principal/librarian as to its conformity to the 
criteria set forth in sections II, III and IV above.  Failure to resolve the issue at 
this step will result in the issue being submitted to a committee, which will be 
appointed by the building principal and superintendent.  The make-up of the 
committee will consist of: 1 librarian; 4 community members; 1 administrator; 
and 1 teacher, who, if possible, is knowledgeable in the subject matter field of the 
challenged materials. 

 
D. Challenged materials will remain in circulation until a decision has been reached 

by the committee.  Once a decision is reached, it shall be communicated both 
orally and in writing to those signing the complaint and to those responsible for 
selecting the materials. 

E. The Board of Education shall be informed of the complaint and of the decision 
reached by the appointed committee. 

F. Appeals from this decision may be made through the Superintendent to the Board 
of Education for final decision. 

 
 
The Maquoketa Community Schools endorses the School Library Bill of Rights which is 
reprinted below: 
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School Library Bill of Rights 
 

School libraries are concerned with generating understanding of American freedoms and with the 
preservation of these freedoms through the development of informed and responsible citizens.  
To this end the American Association of School Libraries endorses the Library Bill of Rights of 
the American Library Association and asserts that the responsibility of the school library is: 
 
To provide materials that will enrich and support the curriculum, taking into consideration the 
varied interests, abilities, and maturity levels of the pupils served. 
 
To provide materials that will stimulate growth in factual knowledge, literary appreciation, 
aesthetic values, and ethical standards. 
 
To provide a background of information which will enable pupils to make intelligent judgements 
in their daily lives. 
 
To provide materials on opposing sides of controversial issues so that young citizens may 
develop under guidance the practice of critical reading and thinking. 
 
Policy Title:  Selection of Media Center Materials, continued  Code No. 606.13 
 
 
 
To provide materials representative of the many religious, ethnic, and cultural groups and their 
contributions to our American heritage. 
 
To place principle above personal opinion and reason above prejudice in the selection of 
materials of the highest quality in order to assure a comprehensive collection appropriate to the 
users of the library. 
 
Endorsed by the Council of the American Library Association. 
 
 
 
 
 
 
Previous Date of Adoption  01-26-87 
Revision Discussion   08-13-90 
Adoption of Revision   09-10-90 
Reviewed by Policy Committee 01-23-06, 12-13-10, 10-17-16, 2-10-20 
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REQUEST FOR RECONSIDERATION OF MEDIA CENTER MATERIALS 

 
SECTION I.  Data Regarding Material 
 
 Author:   Type of Material:        
 
 Title:             
 
 Publisher:       Date of Publication:      
 
SECTION II.  Statement of Objection 
 

Please state the nature of your objection below.  Be as specific as possible citing any and 
all pages or passages which are objectionable as well as why the material is 
objectionable. 

 
              
 
             
   
              
 
Signature(s) of Complainant:       Phone:     
 
Date Complaint Filed:            
 
SECTION III.  Response by Principal/Librarian 
 
              
 
              
 
              
 
              
 
 Signature of Librarian:         
 
 Signature of Principal:         
 
 Date of Response:          
 
SECTION IV.  Status 
 
   Resolved    Forwarded to Review Committee    Other 



607.1 

MCSD         Code No: 607.1 
February 2020 
Chapter 6 – Educational Program  
 
Policy Title: Guidance Program 
 
The Board will provide a guidance and counseling program, for the students enrolled, by 
a guidance counselor certified with the Iowa Department of Education and holds the 
qualifications required by the board.  The guidance counseling services will serve grades 
kindergarten through twelve.  The program will assist students with their personal, 
educational, and career development.  The program is coordinated with the education 
program and involve school district personnel. 
 
If financial resources are available, the number of guidance counselors shall conform to 
the standards recommended by the North Central Association.  The guidance department 
shall function within the framework of written objectives of the program.  Such 
objectives shall be approved by the Board of Education.  The administration shall also 
present the Board of Education with a written statement of the relationship of the 
guidance program to the total school program and the relationship of special personnel 
employed in this service area to the administration and certificated personnel. 
 
 
 
 
 
Legal References: Iowa Code § 280.14; 622.10 (2013) 
   281 Iowa Admin. Code 12.3(11) 
 
 
Previous Date of Adoption  01-26-87 
Revision Discussion   06-12-89 
First Reading on Revision  06-26-89 
Second and Final Reading  07-17-89 
Reviewed by Policy Committee 01-23-06, 12-13-10, 10-17-16, 2-10-20 
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MCSD         Code No: 607.2 
December 2020 
Chapter 6 – Educational Program  
 
Policy Title: Student Health Services 
 
Health services are an integral part of comprehensive school improvement, assisting all 
students to increase learning, achievement, and performance. Health services coordinate 
and support existing programs to assist each student in achievement of an optimal state of 
physical, mental, and social well being.  Student health services ensure continuity and 
create linkages between school, home, and community service providers.  The school 
district’s comprehensive school improvement plan, needs, and resources determine the 
linkages. 
 
The superintendent, in conjunction with the school nurse, will develop administrative 
regulations implementing this policy.  The superintendent will provide a written report on 
the role of health services in the education program to the board annually. 
 
Legal References: 42 U.S.C. §§ 12101 et seq. (2012) 
   20 U.S.C. 1232g; § 1400; 6301 et seq. (2012) 
   29 U.S.C. § 794(a) (2012) 
   28 C.F.R. 35 
   34 C.F.R. pt. 99, 104, 200, 300 et seq (2012) 

Iowa Code §§ 22.7, 139A.3, .8, .21, 143.1, 152, 256.7(24), .11,  
280.33 (2013) 

281 I.A.C. 12.3(4), (7), (11); 12.4(12); 12.8; 41.404   (1)(g); 
41.405(2) 

   282 I.A.C. 15.3(14); 22 
   641 I.A.C. 7 
   655 I.A.C.6, 6.3(1), 6.3(6), 6.6(1), 7 
 
 
 
 
Cross Reference:  501.4 Entrance Requirements-Evidence of Age 
 
 
 
Adoption of Policy   01-23-06 
First Reading on Policy  01-23-06 
Second and Final Reading  02-13-06, 12-13-10, 10-17-16, 2-10-20, 12-21-20 
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Student Health Services Administrative Regulations   Code No. 607.2R1              
 

I.   Student Health Services – Each school building may develop a customized 
student health services program within comprehensive school improvement based on its 
unique needs and resources.  Scientific advances, laws, and school improvement 
necessitate supports to students with health needs to receive their education program. 
 
Supports to improve student achievement include: 

• Qualified health personnel 
• School superintendent, school nurse, and school health team working 

collaboratively 
• Family and community involvement 
• Optimal student health services program with commitment to its continuing 

improvement 
 
Components provided within a coordinated school health program include: 

• Health services   
• Nutrition 
• Healthy, safe environment 
• Staff wellness 
• Health education 

• Physical education and 
activity 

• Counseling, psychological, 
and social service 

• Family and community 
involvement 

 
Student health services are provided to identify health needs; facilitate access to health 
care; provide for health needs related to educational achievement; promote health, well-
being, and safety; and plan and develop the health services program. 
 
II.  Student Health Services Essential Functions 
 
A.  Identify student health needs: 
 
 1.  Provide individual initial and annual health assessments 
 2.  Provide needed health screenings 
 3.  Maintain and update confidential health records 

4.  Communicate (written, oral, electronic) health needs as consistent with  
      confidentiality laws. 

 
B.  Facilitate student access to physical and mental health services: 
 
 1.  Link students to community resources and monitor follow through 
 2.  Promote increased access and referral to primary health care financial 

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

 3.  Encourage appropriate use of health care 
 
C.  Provide for student health needs related to educational achievement: 
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 1.  Manage chronic and acute illnesses 
 2.  Provide special health procedures and medication including delegation,  

     training, and supervision of qualified designated school personnel 
 3.  Develop, implement, evaluate, and revise individual health plans (IHPs) for all  

students with special health needs according to mandates in the Individuals  
Student Health Services Administrative Regulations, Cont.  Code No. 607.2R1              

 
with Disabilities Education Act (IDEA), Rehabilitation Act (Section 504), and  
American with Disabilities Act (ADA) 

 4.  Provide urgent and emergency care for individuals and group illness and injury 
 5.  Prevent and control communicable disease and monitor immunizations 
 6.  Promote optimal mental health 
 7.  Promote a safe school facility and a safe school environment 
 8.  Participate in and attend team meetings as a team member and health  
       consultant 
 
D.  Promote student health, well-being, and safety to foster healthy living: 
  
 1.  Provide developmentally appropriate health education and health counseling  
        for individuals and groups 
 2.  Encourage injury and disease prevention practices 
 3.  Promote personal and public health practices 
 4.  Provide health promotion and injury and disease prevention education 
 
E.  Plan and develop the student health services program collaboratively with the 
superintendent, school nurse, and school health team: 
 
 1.  Gather and interpret data to evaluate needs and performances 
 2.  Establish health advisory council and school health team 
 3.  Develop health procedures and guidelines 
 4.  Collaborate with staff, families, and community 
 5.  Maintain and update confidential student school health records 
 6.  Coordinate program with all school health components 
 7.  Coordinate with school improvement 
 8.  Evaluate and revise the health service program to meet changing needs 
 9.  Organize scheduling and direct health services staff 
 10. Develop student health services annual status report 
  11. Coordinate information and program delivery within the school and between 
       school and major constituents 
 12. Provide health services by qualified health professionals to effectively deliver 
       services, including multiple levels of school health expertise such as  

      registered nurses, physicians, and advanced register3ed nurse practitioners 
13. Provide for professional development for school health services staff 
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III. Expanded Health Services 
 
These additional health services address learning barriers and the lack of access to health 
care.  Examples include school-based services in the school, school-linked services 
connected to the school, primary care, mental health, substance abuse, and dental health. 
 
 
 



  700  7000 

MCSD         Code No. 700 
May 2017 
Chapter 7 – Non-instructional Operations and Business Services 
 
Policy Title:  Statement of Guiding Principles 
 
The Board of Education shall, as it deem necessary, make provision for non-instructional 
operations that will enhance the opportunity for all students to take full advantage of the 
educational program. 
 
This includes: 
 
1. To provide a physical environment for teaching and learning that is safe and 

pleasant for students, staff, and public. 
2. To provide safe transportation for students to and from school. 
3. To provide a “Type A” lunch to the students. 
4. To provide support materials required by the schools. 
 
 
The Board of Education recognizes that its primary purpose is to provide the best 
education possible within the limits of the established curriculum and the financial ability 
of the school district.  The Board of Education also recognizes its responsibility to the 
citizens of the school district for the efficient use of public funds.  It shall, therefore, be 
the duty of the Board of Education to determine guidelines for the most effective use of 
public funds and for reporting to the public. 
 
 
 
 
 
 
 
 
 
 
 
 
 
Previous Date of Adoption  11-09-81 
Revision Discussion   01-26-87 
Adoption of Revision   02-09-87 
Reviewed by Policy Committee 07-01-89, 01-25-99, 10-23-00, 04-10-06, 03-28-11, 

05/15/17 
 



  701.1    

MCSD         Code No. 701.1 
May 2017 
Chapter 7 – Non-instructional Operations & Business Services 
 
Policy Title:  Depository of Funds 
 
At the annual meeting in September, the Board of Education will designate by resolution 
the name and location of the Iowa located financial depository institution or institutions 
to serve as the official school district depository or depositories.  The maximum deposit 
amount to be kept in the depository will be stated in the resolution.  The amount stated in 
the resolution must be for all depositories and include all of the school district’s funds. 
 
When changes are deemed necessary, the Board of Education will designate those 
changes by resolution and enter the action taken on the resolution into the official 
minutes of the Board. 
 
 
Legal Reference:  Iowa Code §§ 279.33 (2013) 
 
 
Cross Reference: 210.1 Annual Meeting 
   206.4 Treasurer 
   704.1 Local – State – Federal – Miscellaneous Revenue 
 
 
 
 
 
Previous Date of Adoption  02-16-87 
Revision Discussion   08-13-90 
Adoption of Revision   09-10-90 
Reviewed by Policy Committee 10-23-00, 04-10-06, 03-28-11, 05-15-17 
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MCSD         Code No. 701.2 
December 2020 
Chapter 7 – Non-instructional Operations & Business Services 
 
Policy Title:  Transfer of Funds 
 
When the necessity for a fund has ceased to exist, the balance may be transferred to 
another fund or account by board resolution.  School district monies received without a 
designated purpose may be transferred in this manner.  School district monies received 
for a specific purpose or upon vote of the people may only transferred, by board 
resolution when the purpose for which the monies were received has been completed.  
Voter approval is required to transfer monies to the general fund from the capital projects 
fund and debt service fund. 
 
It is the responsibility of the board secretary to make recommendations to the board 
regarding transfers and to provide the documentation justifying the transfer. 
 
Legal Reference: Iowa Code §§ 24.21-.22; 279.8; 279.42; 298A 
 
Cross Reference: 701.3 Financial Records 
   703.1 Budget Planning 
   703.2 Spending Plan 
   704.2 Sale of Bonds 
 
 
 
Adoption of Policy   04-10-06 
First Reading of Policy  04-10-06 
Second and Final Reading  04-24-06 
Reviewed by Policy Committee 03-28-11, 05-15-17, 07-20-20, 12-21-20 
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MCSD         Code No. 701.3 
December 2020 
Chapter 7 – Non-instructional Operations & Business Services 
 
Policy Title:  Financial Records 
 
Financial records of the school district are maintained in accordance with generally 
accepted accounting principles (GAAP) as required or modified by law.  School district 
monies are received and expended from the appropriate fund and/or account.  The funds 
and accounts of the school district will include, but not limited to: 
 
Governmental Fund Type 

• General Fund 
• Special Revenue Funds: 

-Management Levy Fund 
-Public Education and Recreation Levy Fund (PERL) 
-Student Activity Fund 

• Capital Projects Fund 
-Physical Plant and Equipment Levy Fund (PPEL) 
-Secure an Advanced Vision for Education (SAVE) 

• Debt Service Fund 
-Sales Tax Fund 

Proprietary Fund Type 
• Enterprise Funds: 

-School Nutrition Fund 
-Child Care Fund 

• Internal Service Funds: 
Fiduciary Fund Type: 

• Trust: 
-Expendable Trust Funds 
-Nonexpendable Trust Funds 
-Pension Trust Funds 

• Custodial Funds 
Account Groups: 

• General Capital Assets Account Group 
• General Long-Term Debt Account Group 

 
The general fund is used primarily for the education program.  Special revenue funds are 
used to account for monies restricted to a specific use by law.  Capital projects funds are 
used to account for financial resources to acquire or construct major capital facilities 
(other than those of proprietary funds and trust funds) and to account for revenues from 
SAVE. A debt service fund is used to account for the accumulation of resources for, and 
the payment of, general long-term debt principal and interest.  Proprietary funds account 
for operations of the school district operated similar to private business, or they account 
for the costs of providing goods and services provided by one department to other 
departments on a cost reimbursement basis.  Fiduciary funds are used to account for  
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monies or assets held by the school district on behalf of, or in trust for, another entity.  
The account groups are the accounting records for fixed assets and long-term debt. 
 
The board may establish other funds in accordance with generally accepted accounting 
principles and may certify other taxes to be levied for the funds as provide by state law.  
The status of each fund must be included in the annual report. 
 
It is the responsibility of the superintendent to implement this policy and bring necessary 
changes in the maintenance of the school district’s financial records to the attention of the 
board. 
 
Legal Reference: Iowa Code §§ 291; 298; 298A 
   281 I.A.C. 98 
 
 
Previous Date of Adoption   02-16-87 
Revision Discussion    06-12-89 
First Reading on Revision   06-26-89 
Second Reading & Adoption   07-17-89 
Reviewed by Policy Committee  04-10-06, 03-28-11, 05-15-17, 07-20-20,  

12-21-20 



  702 

MCSD         Code No. 702 
May 2017 
Chapter 7 – Non-instructional Operations & Business Services 
 
Policy Title:  Cash in School Building 
 
The amount of cash that may be kept in the school building for any one day is sufficient 
for that day’s operations. All funds must be counted and kept in a locked vault in the 
office of the building administration until able to deposit the next working day. 
 
A minimal amount of cash is kept in the central administration office at the close of the 
day. Excess cash is deposited in the authorized depository of the school district. 
 
It is the responsibility of the superintendent to determine the amount of cash necessary 
for each day’s operations and to comply with this policy. 
 
Legal Reference: Iowa Code § 279.8 (2013) 
 
 
Cross Reference: 701.1  Depository of Funds 
    
 
 
 
Adoption of Policy  04-10-06 
First Reading of Policy 04-10-06 
Second and Final Reading 04-24-06, 03-28-11, 05-15-17 
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MCSD          Code No. 703.1 
May 2017 
Chapter 7 – Non-instructional Operations & Business Services  
 
Policy Title:  Budget Planning  
 
Prior to certification of the budget, the Board will review the projected revenues and 
expenditures for the School District and make adjustments where necessary to carry out the 
education program within the revenues projected. 
 
A budget for the School District is prepared annually for the Board's review.  The budget will 
include the following: 
 
 • the amount of revenues from sources other than taxation; 
 
 • the amount of revenues to be raised by taxation; 
 
 • an itemization of the amount to be spent in each fund; and, 
 
 • a comparison of the amount spent and revenue received in each fund for like purposes 

in the two prior fiscal years. 
 
It is the joint responsibility of the Superintendent and Board Secretary to prepare the budget for 
review by the board prior to the April 15 deadline each year. 
 
Prior to the adoption of the proposed budget by the Board, the public is apprised of the proposed 
budget for the School District.  Prior to the adoption of the proposed budget by the Board, 
members of the school district community will have an opportunity to review and comment on 
the proposed budget.  A public hearing for the proposed budget of the Board is held each year in 
sufficient time to file the adopted budget no later than April 15. 
 
The proposed budget filed by the Board with the Board Secretary and the time and place for the 
public hearing on the proposed budget is published in a newspaper designated for official 
publication in the School District.  It is the responsibility of the Board Secretary to publish the 
proposed budget and public hearing information at least ten, but no more than 20 days, prior to 
the public hearing. 
 
The Board will adopt and certify a budget for the operation of the School District to the county 
auditor by April 15.  It is the responsibility of the Board Secretary to file the adopted and certified 
budget with the county auditor and other proper authorities. 
 
The Board may amend the budget for the fiscal year in the event of unforeseen circumstances.  
The amendment procedures will follow the procedures for public review and adoption of the 
original budget by the Board outlined in these policies. 
 
It is the responsibility of the Superintendent and the Board Secretary to bring any budget 
amendments necessary to the attention of the Board to allow sufficient time to file the 
amendment with the county auditor no later than May 31 of each year. 
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MCSD          Code No. 703.1 
May 2017 
Chapter 7 – Non-instructional Operations & Business Services  
 
Policy Title: Budget Planning , continued 
 
 
 
 
Legal Reference: Iowa Code §§ 24; 257; 279.8; 297; 298; 618 (2013). 
 
Cross Reference: 210.2 Regular Meetings 
 704.1 Local, State, and Federal Income 

705.1 Purchasing Policy 
 
 
 
 
 
 
Previous Date of Adoption        02-16-87 
Reviewed       07-19-93 
Revision               03-14-02 
Reviewed by Policy Committee 04-10-06, 03-28-11, 05-15-17 



  703.2 

MCSD         Code No. 703.2 
May 2017 
Chapter 7 – Non-instructional Operations & Business Services 
 
Policy Title:  Spending Plan 
 
The budget of the school district is the authority for the expenditures of the school district 
for the fiscal year for which the budget was adopted and certified. 
 
Any expenditure to be made that exceeds the final certified budget shall be made only in 
accordance with procedures specified in the Code of Iowa.  These procedures permit the 
expenditure of closing cash balances of the preceding fiscal year and the expenditure of 
unanticipated income from other sources other than taxation during a fiscal year by 
amending the budget.  The Board of Education, upon approving an amended budget, will 
file and publish the same and give notice of a public hearing within twenty days after 
approving an amended budget. 
 
 
 
Legal Reference:  Iowa Code § 24.9 (2013) 
 
 
 
 
 
 
 
 
First Reading    02-03-75 
Date of Adoption   03-25-75 
Reviewed by Policy Committee 01-19-87, 07-01-89, 10-23-00, 04-10-06, 03-28-11, 
     05-15-17 
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MCSD          Code No. 704.1 
May 2017 
Chapter 7 – Non-instructional Operation & Business Services 
 
Policy Title:  Local – State - Federal – Miscellaneous Revenue 
   
All income received by the school district shall be classified under the official accounting system and be placed in 
the hands of the Secretary/Treasurer of the Board of Education to be deposited into the official school district 
depository as set by the Board of Education and in accordance with the laws of the State of Iowa. 
 
Tuition fees received by the school district are deposited in the general fund.  The tuition fees for kindergarten 
through twelfth grade during the regular academic school year are set by the board based upon the superintendent’s 
recommendation in compliance with current law.  Tuition fees for summer school, driver’s education and adult 
education are set by the board prior to the offering of the programs. 
 
The board may charge materials fees for the use or purchase of educational materials.  Materials fees received by 
the school district are deposited in the general fund.  It is the responsibility of the superintendent to recommend to 
the board when materials fees will be charged and the amount of the materials fees. 
 
Rental fees received by the school district for the rental of school district equipment or facilities are deposited in the 
general fund.  It is the responsibility of the superintendent to recommend to the board a fee schedule for renting 
school district property. 
 
Proceeds from the sale of real property are placed in the schoolhouse fund.  The proceeds from the sale of other 
school district property are placed in the general fund. 
 
The board may claim exemption from the law prohibiting competition with private enterprise for the following 
activities: 

• Goods and services  directly and reasonably related to the educational mission; 
• Goods and services offered only to students, employees or guests which cannot be provided by private 

enterprise at the same or lower cost; 
• Use of vehicles for charter trips offered to the public, full or part time, or temporary students; 
• Goods and services which are not otherwise available in the quantity or quality required by the school 

district; 
• Telecommunications other than radio or television stations; 
• Sponsoring or providing facilities for fitness and recreation; 
• Food service and sales; and 
• Sale of books, records, tapes, software, educational equipment, and supplies. 

 
It is the responsibility of the superintendent to bring to the board’s attention additional sources of revenue for the 
school district. 
 
Legal Reference:   Iowa Code §§ 12C; 23A; 257.2; 279.8; 282.2, .6, .24; 291.12, 297.9-.12, .22; 301.1 (2009) 
 
Cross Reference: 703.1 Budget Planning 
  703.2 Spending Plan 
  803.1 Disposal of School Furniture, Materials, & Equipment 
  905.1 Use of School facilities by Community 

 
Previous Date of Adoption  02-16-87 
Revision Discussion   07-19-93 
First Reading on Revision  07-19-93 
Adoption of Revision   08-09-93 
Reviewed by Policy Committee  10-23-00,  04-10-06, 05-15-17 
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MCSD         Code No. 704.2 
May 2017 
Chapter 7 –Non-instructional Operation & Business Services 
 
Policy Title:  Sale of Bonds 
 
The board may conduct an election for the authority to issue bonded indebtedness.  Revenues 
generated from an approved bond issue are used only for the purpose stated on the ballot.  Once 
the purpose on the ballot is completed, any balance remaining in a capital projects fund may be 
retained for future capital projects in accordance with the purpose stated on the ballot or any 
remaining balance may be transferred by board resolution to the debt service fund or the physical 
plant and equipment levy fund.  Voter approval is required to transfer monies to the general fund 
from the capital projects fund. 
 
Revenues received from the issuing of bonded indebtedness are deposited into the capital projects 
fund. 
 
DEBT LIMITS 
Credit Ratings 
The school district seeks to maintain the highest possible credit ratings for all categories of 
short- and long-term debt that can be achieved without compromising the delivery of services 
and the achievement of adopted objectives.  The school district recognizes that external 
economic, natural, or other events may from time to time affect the creditworthiness of its debt. 
Nevertheless, the school district is committed to ensuring that actions within their control are 
prudent. 
 
Debt Limits 
For general obligation debt, the school district’s outstanding debt limit shall be no more than 
five percent (5%) of the actual value of property within the school district’s boundaries, as 
prescribed the Iowa constitution and statutory restrictions. 
 
For revenue debt, the school district’s goal is to provide adequate debt service coverage of at 
least 1.20 times the annual debt service costs. 
 
In accordance with Iowa law, the school district may not act as a conduit issuer or issue 
municipal securities to raise capital for revenue-generating projects where the funds generated 
are used by a third party (“conduit borrower”) to make payments to investors. 
 
PURPOSES AND USES OF DEBT  
Capital Planning 
To enhance creditworthiness and prudent financial management, the school district is committed 
to systematic capital planning, intergovernmental cooperation and coordination and long-term 
financial planning. 
 
Capital Financing 
The school district may issue long-term debt for capital projects as authorized by Iowa law, 
which include, but are not limited to, the costs of planning, design, land acquisition, buildings, 
permanent structures, attached fixtures or equipment, and movable pieces of equipment. 
Capitalized interest may be included in sizing any capital project debt issue.  The types of debt 
instruments to be used by the school district include: 
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• General Obligation Bonds 
• General Obligation Capital Loan Notes 
• Bond Anticipation Notes 
• Revenue Anticipation Notes 
• School Infrastructure Sales, Services and Use Tax Revenue Bonds 
• Lease Purchase Agreements, including Certificates of Participation 

 
Working Capital Financing 
The school district may issue debt for working capital for operations after cash flow analysis 
has determined that there is a mismatch between available cash and cash outflows.  The school 
district shall strive to repay working capital debt by the end of the fiscal year in which the debt 
was incurred.  A Working Capital Reserve may be included in sizing any working capital debt 
issue. 
 
Refundings 
Periodic reviews of all outstanding debt will be undertaken to determine if refunding 
opportunities exist. Refunding will be considered (within federal tax law restraints) if and when 
there is a net economic benefit of the refunding or if the refunding is otherwise in the best 
interests of the school district, such as to release restrictive bond covenants which affect the 
operations and management of the school district. 
 
In general, advance refundings for economic savings will be undertaken when a net present value 
savings exceeds three percent of the refunded debt can be achieved.  Current refundings, which 
produce a new present value savings of less than three percent will be considered on a case by 
case basis taking into consideration bond covenants and general conditions.  Refundings with 
negative savings will not be considered unless there is a compelling public policy objective for 
doing so. 
 
DEBT STANDARDS AND STRUCTURE 
Length of Debt 
Debt will be structured for the shortest period consistent with a fair allocation of costs to current 
and future beneficiaries or users.  Long-term debt will not be issued for periods exceeding the 
useful life or average useful lives of the project or projects to be financed.  All debt issued will 
adhere to state and federal law regarding the length of time the debt may be outstanding. 
 
Debt Structure 
Debt will be structured to achieve the lowest possible net cost to the school district given market 
conditions, the urgency of the capital project, the type of debt being issued, and the nature and 
type of repayment source.  To the extent possible, the school district will design the repayment of 
its overall debt to rapidly recapture its credit capacity for future use. 
 
Generally, the school district will only issue fixed-rate debt.  In very limited circumstances, the 
school district may issue variable rate debt, consistent with the limitations of Iowa law and 
upon a finding of the board that the use of fixed rate debt is not in the best interest of the school 
district and a statement of the reasons for the use of variable rate debt. 
 
All debt may be structured using discount, par or premium coupons, and as serial or term bonds 
or notes, or any combination thereof, consistent with Iowa law.  The school district should 
utilize the coupon structure that produces the lowest True Interest Cost (TIC) taking into 
consideration the call option value of any callable maturities. 
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The school district will strive to structure their debt in sinking fund installments for each debt 
issue that achieves, as nearly as practicable, level debt service within an issue or overall debt 
service within a particular classification of debt. 
 
Derivatives (including, but not limited to, interest rate swaps, caps, collars, corridors, ceiling and 
floor agreements, forward agreements, float agreements, or other similar financing 
arrangements), zero-coupon or capital appreciation bonds are not allowed to be issued consistent 
with State law. 
 
Decision Analysis to Issue Debt 
Whenever the school district is contemplating the issuance of debt, information will be 
developed concerning the following four categories commonly used by rating agencies assessing 
the school district’s credit worthiness, listed below. 

Debt Analysis – Debt capacity analysis; purpose for which debt is proposed to be issued; debt 
structure; debt burden; debt history and trends; and adequacy of debt and capital planning. 
 
Financial Analysis – Stability, diversity, and growth rates of tax or other revenue sources; trend 
in assessed valuation and collections; current budget trends; appraisal of past revenue and 
expenditure trends; history and long-term trends of revenues and expenditures; evidences of 
financial planning; adherence to GAAP; audit results; fund balance status and trends in operating 
and debt funds; financial monitoring systems and capabilities; and cash flow projections. 
 
Governmental and Administrative Analysis – Government organization structure; location of 
financial responsibilities and degree of control; adequacy of basic service provision; 
intergovernmental cooperation/conflict and extent of duplication; and overall planning efforts. 
 
Economic Analysis – Geographic and location advantages; population and demographic 
characteristics; wealth indicators; types of employment, industry and occupation; housing 
characteristics; new construction; evidences of industrial decline; and trend of the economy. 
 
DEBT ISSUANCE  
Credit Enhancement 
Credit enhancements (.i.e., bond insurance, etc.) may be used but only when the net debt service 
on the debt is reduced by more than the costs of the credit enhancement. 
 
Costs and Fees 
All costs and fees related to issuing the debt will be paid out of debt proceeds and 
allocated across all projects receiving proceeds of the debt issue. 
 
Method of Sale 
Generally, all school district debt will be sold through a competitive bidding process.  Bids will 
be awarded on a TIC basis providing other bidding requirements are satisfied. 
 
The school district may sell debt using a negotiated process in extraordinary circumstances 
when the complexity of the issue requires specialized expertise, when the negotiated sale would 
result in substantial savings in time or money, or when market conditions of school district 
credit are unusually volatile or uncertain. 
 
Professional Service Providers 
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The school district will retain external bond counsel for all debt issues.  All debt issued by the 
school district will include a written opinion by bond counsel affirming that the school district is 
authorized to issue the debt, stating that the school district has met all Iowa constitutional and 
statutory requirements necessary for issuance and determining the debt’s federal income tax 
status.  The bond counsel retained must have comprehensive municipal debt experience and a 
thorough understanding of Iowa law as it relates to the issuance of the particular debt. 
 
The school district will retain an independent financial advisor.  The financial advisor will be 
responsible for structuring and preparing all offering documents for each debt issue.  The 
financial advisor retained will have comprehensive municipal debt experience, experience with 
diverse financial structuring and pricing of municipal securities. 
 
The treasurer shall have the authority to periodically select other service providers (e.g., escrow 
agents, verification agents, trustees, arbitrage consultants, rebate specialist, etc.) as necessary to 
meet legal requirements and minimize net debt costs.  These services can include debt 
restructuring services and security or escrow purchases.  
 
Compensation for bond counsel, financial advisor and other service providers will be as 
economical as possible and consistent with industry standards for the desired qualification levels. 
 
DEBT MANAGEMENT 
 Investment of Debt Proceeds 
The school district shall invest all proceeds received from the issuance of debt separate from the 
school district’s consolidated cash pool unless otherwise specified by the authorizing bond 
resolution or trust indenture.  Investments will be consistent with those authorized by Iowa law 
and the school district’s Investment Policy to maintain safety of principal and liquidity of the 
funds. 
 
Arbitrage and Record Keeping Compliance 
The treasurer shall maintain a system of record-keeping, reporting and compliance procedures 
with respect to all federal tax requirements which are currently, or may become applicable 
through the lifetime of all tax-exempt or tax credit bonds. 
 
Federal tax compliance, record-keeping, reporting and compliance procedures shall include not 
be limited to:  

1)  post-issuance compliance procedures (including proper use of proceeds, timely 
expenditure of proceeds, proper use of bond financed property, yield restriction and 
rebate, and timely return filing); 

2) proper maintenance of records to support federal tax compliance; 
3) investments and arbitrage compliance;  
4) expenditures and assets;  
5) private business use; and 
6)  designation of primary responsibilities for federal tax compliance of all bond 
financings. 
 

Financial Disclosure 
The school district is committed to full and complete financial disclosure, and to cooperating 
fully with rating agencies, institutional and individual investors, other levels of government, and 
the general public to share comprehensible and accurate financial information.  The school 
district is dedicated to meeting secondary disclosure requirements on a timely and 
comprehensive basis, as promulgated by the Securities and Exchange Commission. 
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The Official Statements accompanying debt issues, Annual Audits, and Continuing Disclosure 
statements will meet the standards articulated by the Municipal Securities Rulemaking Board 
(MSRB), the Government Accounting Standards Board (GASB), the Securities and Exchange 
Commission (SEC), Generally Accepted Accounting Principles (GAAP) and the Internal 
Revenue Service (IRS).  The treasurer shall be responsible for ongoing debt disclosure as 
required by any Continuing Disclosure Certificate for any debt issue and for maintain 
compliance with disclosure standards promulgated by state and federal regulatory bodies 
 
 
Legal Reference: Iowa Code §§74-76; 278.1; 298; 298A (2009) 
 
Cross Reference: 701.1 Financial Accounting System 
 
 
Original Adoption   03-25-75 
Revision Discussion   09-21-81 
First Reading    09-28-81 
Second Reading – Adoption  10-12-81 
Reviewed by Policy Committee 01-19-87, 07-01-89, 10-23-00, 04-10-06, 03-28-11, 04-

10-12, 05-15-17 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
         Policy 704.2R1 
 

POST-ISSUANCE COMPLIANCE POLICY FOR TAX-EXEMPT OBLIGATIONS 
 
1. Compliance Coordinator: 

a) The Treasurer of the Board ("Coordinator") shall be responsible for monitoring post-
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issuance compliance. 
b) The Coordinator will maintain a copy of the transcript of proceedings in connection with 

the issuance of any tax-exempt obligations. Coordinator will obtain such records as are 
necessary to meet the requirements of this policy. 

c) The Coordinator shall consult with bond counsel, a rebate consultant, financial advisor, 
IRS publications and such other resources as are necessary to understand and meet the 
requirements of this policy. 

d) Training and education of Coordinator will be sought and implemented upon the 
occurrence of new developments and upon the hiring of new personnel to implement this 
policy. 

 
2. Financing Transcripts.   
The Coordinator shall confirm the proper filing of an 8038 Series return, and maintain a transcript 
of proceedings for all tax-exempt obligations issued by the Maquoketa Community School 
District, including but not limited to all tax-exempt bonds, notes and lease-purchase contracts. 
Each transcript shall be maintained until eleven (11) years after the tax-exempt obligation it 
documents has been retired. Said transcript shall include, at a minimum: 

a) Form 8038s; 
b) minutes, resolutions, and certificates; 
c) certifications of issue price from the underwriter; 
d) formal elections required by the IRS; 
e) trustee statements; 
f) records of refunded bonds, if applicable; 
g) correspondence relating to bond financings; and 
h) reports of any IRS examinations for bond financings. 

 
3. Proper Use of Proceeds.  
The Coordinator shall review the resolution authorizing issuance for each tax-exempt obligation 
issued by the Maquoketa Community School District and that the Treasurer of the Board shall: 

a) obtain a computation of the yield on such issue from the Maquoketa Community School 
District’s financial advisor;  

b) create a separate Project Fund (with as many sub-funds as shall be necessary to allocate 
proceeds among the projects being funded by the issue) into which the proceeds of issue 
shall be deposited; 

c) review all requisitions, draw schedules, draw requests, invoices and bills requesting 
payment from the Project Fund; 

d) determine whether payment from the Project Fund is appropriate, and if so, make 
payment from the Project Fund (and appropriate sub-fund if applicable); 

e) maintain records of the payment requests and corresponding records showing payment; 
f) maintain records showing the earnings on, and investment of, the Project Fund; 
g) ensure that all investments acquired with proceeds are purchased at fair market value; 
h) identify bond proceeds or applicable debt service allocations that must be invested with a 

yield-restriction and monitor the investments of any yield-restricted funds to ensure that 
the yield on such investments does not exceed the yield to which such investments are 
restricted; 

i) maintain records related to any investment contracts, credit enhancement transactions, 
and the bidding of financial products related to the proceeds; 

 
4. Timely Expenditure and Arbitrage/Rebate Compliance.  
The Coordinator shall review the Tax-Exemption Certificate (or equivalent) for each tax-exempt 
obligation issued by the Maquoketa Community School District and the expenditure records 
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provided in Section 2 of this policy, above, and shall: 
a) monitor and ensure that proceeds of each such issue are spent within the temporary 

period set forth in such certificate; 
b) if the Maquoketa Community School District does not meet the “small issuer” exception 

for said obligation, monitor and ensure that the proceeds are spent in accordance with one 
or more of the applicable exceptions to rebate as set forth in such certificate; 

c) not less than 60 days prior to a required expenditure date confer with bond counsel and a 
rebate consultant if the Maquoketa Community School District will fail to meet the 
applicable temporary period or rebate exception expenditure requirements of the Tax-
Exemption Certificate; and 

d) in the event the Maquoketa Community School District fails to meet a temporary period 
or rebate exception: 

i. procure a timely computation of any rebate liability and, if rebate is due, file a 
Form 8038-T and arrange for payment of such rebate liability; 

ii. arrange for timely computation and payment of “yield reduction payments” (as 
such term is defined in the Code and Treasury Regulations), if applicable. 

 
5. Proper Use of Bond Financed Assets.  
The Coordinator shall: 

a) maintain appropriate records and a list of all bond financed assets. Such records shall 
include the actual amount of proceeds (including investment earnings) spent on each of 
the bond financed assets; 

b) with respect to each bond financed asset, the Coordinator will monitor and confer with 
bond counsel with respect to all proposed: 

i. management contracts, 
ii. service agreements, 
iii. research contracts, 
iv. naming rights contracts, 
v. leases or sub-leases, 
vi. joint venture, limited liability or partnership arrangements, 
vii. sale of property; or 
viii. any other change in use of such asset; 

c) maintain a copy of the proposed agreement, contract, lease or arrangement, together with 
the response by bond counsel with respect to said proposal for at least three (3) years 
after retirement of all tax-exempt obligations issued to fund all or any portion of bond 
financed assets; and 

d) In the event the Maquoketa Community School District takes an action with respect to a 
bond financed asset, which causes the private business tests or private loan financing test 
to be met, the Coordinator shall contact bond counsel and ensure timely remedial action 
under IRS Regulation Sections 1.141-12. 

 
6. General Project Records.  
For each project financed with tax-exempt obligations, the Coordinator shall maintain, until three 
(3) years after retirement of the tax-exempt obligations or obligations issued to refund those 
obligations, the following: 

a) appraisals, demand surveys or feasibility studies, 
b) applications, approvals and other documentation of grants, 
c) depreciation schedules, 
d) contracts respecting the project. 

 
7. Advance Refundings.  
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The Coordinator, shall be responsible for the following current, post issuance and record retention 
procedures with respect to advance refunding bonds: 

a) Identify and select bonds to be advance refunded with advice from internal financial 
personnel, and a financial advisor; 

b) The Coordinator shall identify, with advice from the financial advisor and bond counsel, 
any possible federal tax compliance issues prior to structuring any advance refunding; 

c) The Coordinator shall review the structure with the input of the financial advisor and 
bond counsel, of advance refunding issues prior to the issuance to ensure  

i. that the proposed refunding is permitted pursuant to applicable federal tax 
requirements if there has been a prior refunding of the original bond issue; 

ii. that the proposed issuance complies with federal income tax requirements which 
might impose restrictions on the redemption date of the refunded bonds;  

iii. that the proposed issuance complies with federal income tax requirements which 
allow for the proceeds and replacement proceeds of an issue to be invested 
temporarily in higher yielding investments without causing the advance 
refunding bonds to become “arbitrage bonds”; and  

iv. that the proposed issuance will not result in the issuer’s exploitation of the 
difference between tax exempt and taxable interest rates to obtain an financial 
advantage nor overburden the tax exempt market in a way that might be 
considered an abusive transaction for federal tax purposes.  

d) The Coordinator shall collect and review data related to arbitrage yield restriction and 
rebate requirements for advance refunding bonds. To ensure such compliance, the 
Coordinator shall engage a rebate consultant to prepare a verification report in connection 
with the advance refunding issuance. Said report shall ensure said requirements are 
satisfied. 

e) The Coordinator shall, whenever possible, purchase SLGS to size each advance 
refunding escrow. The financial advisor shall be included in the process of subscribing 
SLGS. To the extent SLGS are not available for purchase, the Coordinator shall, in 
consultation with bond counsel and the financial advisor, comply with IRS regulations. 

f) To the extent as issuer elects to the purchase a guaranteed investment contract, the 
Coordinator shall ensure, after input from bond counsel, compliance with any bidding 
requirements set forth by the IRS regulations. 

g) In determining the issue price for any advance refunding issuance, the Coordinator shall 
obtain and retain issue price certification by the purchasing underwriter at closing. 

h) After the issuance of an advance refunding issue, the Coordinator shall ensure timely 
identification of violations of any federal tax requirements and engage bond counsel in 
attempt to remediate same in accordance with IRS regulations. 

 
8. Continuing Disclosure.  
The Coordinator shall assure compliance with each continuing disclosure certificate and annually, 
per continuing disclosure agreements, file audited annual financial statements and other 
information required by each continuing disclosure agreement. The Coordinator will monitor 
material events as described in each continuing disclosure agreement and assure compliance with 
material event disclosure. Events to be reported shall be reported promptly, but in no event not 
later than ten (10) Business Days after the day of the occurrence of the event. Currently, such 
notice shall be given in the event of: 

a) Principal and interest payment delinquencies; 
b) Non-payment related defaults, if material; 
c) Unscheduled draws on debt service reserves reflecting financial difficulties; 
d) Unscheduled draws on credit enhancements relating to the bonds reflecting financial 

difficulties; 
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e) Substitution of credit or liquidity providers, or their failure to perform; 
f) Adverse tax opinions, the issuance by the Internal Revenue Service of proposed or final 

determinations of taxability, Notices of Proposed Issue (IRS Form 5701-TEB) or other 
material notices or determinations with respect to the tax-exempt status of the bonds, or 
material events affecting the tax-exempt status of the bonds; 

g) Modifications to rights of Holders of the Bonds, if material; 
h) Bond calls (excluding sinking fund mandatory redemptions), if material, and tender 

offers; 
i) Defeasances of the bonds; 
j) Release, substitution, or sale of property securing repayment of the bonds, if material; 
k) Rating changes on the bonds; 
l) Bankruptcy, insolvency, receivership or similar event of the Issuer; 
m) The consummation of a merger, consolidation, or acquisition involving the Issuer or the 

sale of all or substantially all of the assets of the Issuer, other than in the ordinary course 
of business, the entry into a definitive agreement to undertake such an action or the 
termination of a definitive agreement relating to any such actions, other than pursuant to 
its terms, if material; and 

n) Appointment of a successor or additional trustee or the change of name of a trustee, if 
material. 

 
 
 
 
 



  704.3 

MCSD         Code No. 704.3 
May 2017 
Chapter 7 – Non-instructional Operations & Business Services 
 
Policy Title:  Investments 
 
School district funds in excess of current needs shall be invested in compliance with this 
policy.  The goals of the school district’s investment portfolio in order of priority are: 
 

• To provide safety of the principal; 
• To maintain the necessary liquidity to match expected liabilities; and 
• To obtain a reasonable rate of return. 

 
In making investments, the school district will exercise the care, skill, prudence, and 
diligence under the circumstances then prevailing that a prudent person acting in a like 
capacity and familiar with such matters would use to meet the goals of the investment 
program. 
 
School district funds are monies of the school district, including operating funds.  
“Operating funds” of the school district are funds which are reasonably expected to be 
used during a current budget year or within fifteen months of receipt.  When investing 
operating funds, the investments must mature within three hundred and ninety-seven days 
or less.  When investing funds other than operating funds, the investments must mature 
according to the need for the funds. 
 
The Board authorizes the treasurer to invest funds in excess of current needs in the 
following investments. 
 

• Interest bearing savings, money market, and checking accounts at the school 
district’s authorized depositories; 

 

• Iowa Schools Joint Investment Trust Program (ISJIT) 
 

• Obligations of the United States government, its agencies and 
instrumentalities;  

 

• Certificates of deposit and other evidences of deposit at federally insured Iowa 
depository institutions. 

 
It shall be the responsibility of the treasurer to oversee the investment portfolio in 
compliance with this policy and the law. 
 
Legal Reference: Iowa Code §§ 11.2, .6; 12.62; 12B.10; 12C; 22.1, .14; 28E2; 257; 

279.29; 283A; 285; 502.701; 633.123 (2013) 
 
Previous Date of Adoption  09-10-90 
Revision Discussion   07-20-92 
Second and Final Reading  08-10-92 
Reviewed by Policy Committee 10-23-00, 04-10-06, 03-28-11, 05-15-17 
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MCSD         Code No. 704.4 
May 2017 
Chapter 7 – Non-instructional Operations & Business Services 
 
Policy Title:  Gifts, Grants, and Bequests 
 
The board believes gifts, grants, and bequests to the school district maybe accepted when 
they will further the interests of the school district.  The board will have sole authority to 
determine whether the gift furthers the interests of the school district. 
 
Gifts, grants, and bequests are approved by the board.  Once it has been approved by the 
board, a board member or the superintendent may accept the gift on behalf of the school 
district. 
 
Gifts, grants, and bequests once accepted on behalf of the school district become the 
property of the school district.  Gifts, grants, and bequests are administered in accordance 
with terms, if any, agreed to by the board. 
 
 
 
 
Legal Reference:  Iowa Code §§ 279.42; 565.6 (2013) 
 
 
 
 
Cross Reference:  217 Gifts to Board of Directors 
   402.4 Gifts to Employees 
 
 
 
 
 
 
Previous Date of Adoption  10-12-81 
Revision Discussion   02-09-87 
Adoption of Revision   02-16-87 
Reviewed by Policy Committee 07-01-89, 10-23-00, 04-10-06, 03-28-11, 05-15-17 
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MCSD         Code No. 704.5 
May 2017 
Chapter 7 – Non-instructional Operations & Business Services 
 
Policy Title:  Activity Advertising, Promotions and Activity Purchasing 
 
Whenever possible, all activities will purchase advertising and supplies locally.  It may 
be done with bid sheets or price comparisons but attempts shall be made to keep money 
flowing within the community.  
 
Revenue raised by students or from student activities (advertising, selling, donations, or 
others) is deposited and accounted for in the student activities fund.  This revenue is the 
property of and is under the financial control of the board.  Expenditures from student 
activities can be made only when authorized by the proper sponsor or the principal. 
 
It will be the responsibility of the building principal to discuss questionable orders or 
excessive amounts with the Superintendent of Schools for final consideration. 
 
It is the responsibility of the board secretary to keep student activity accounts up-to-date 
and complete. 
 
Any unencumbered class or activity account balances will automatically revert to the 
activity fund when a class graduates or an activity is discontinued. 
 
 
 
 
Legal Reference: Iowa Code §§ 11.23; 279.8 (2013) 
 
 
Cross Reference: 504.5 Student Fundraising 
   701.3 Financial Accounting System 
 
 
 
 
 
 
Previous Date of Adoption  10-12-81 
Revision Discussion   02-09-87 
Adoption of Revision   02-16-87 
Reviewed by Policy Committee 07-01-89, 10-23-00, 04-10-06, 03-28-11, 05-15-17 
 



704.6 

MCSD          Code No. 704.6 
May 2017 
Chapter 7:Non-instructional Operations & Business Services 

Policy Title:  Online Fundraising Campaigns-Crowdfunding 

The Maquoketa Board of Education believes online fundraising campaigns, including crowdfunding 
campaigns, may further the interests of the district. Any person or entity acting on behalf of the district 
and wishing to conduct an online fundraising campaign for the benefit of the district shall begin the 
process by seeking prior approval from the Superintendent. Money or items raised by an online 
fundraising campaign will be the property of the district only upon acceptance by the board, and will be 
used only in accordance with the terms for which they were given, as agreed to by the board. 

Approval of requests shall depend on factors including, but not limited to: 
• Compatibility with the district’s educational program, mission, vision, core values, and beliefs; 
• Congruence with the district and school goals that positively impact student performance; 
• The district’s instructional priorities; 
• The manner in which donations are collected and distributed by the crowdfunding platform; 
• Equity in funding; and 
• Other factors deemed relevant or appropriate by the district. 

If approved, the requestor shall be responsible for preparing all materials and information related to the 
online fundraising campaign and keeping district administration apprised of the status of the campaign. 

The requestor is responsible for compliance with all state and federal laws and other relevant district 
policies and procedures. All items and money generated are subject to the same controls and regulations 
as other district property and shall be deposited or inventoried accordingly. No money raised or items 
purchased shall be distributed to individual employees. 

Legal Reference: Iowa Code §§ 279.8; 279.42; 565.6. 

Cross Reference: 504.5 Student Fundraising 
704.4 Gifts – Grants – Bequests  
904.2 Advertising and Promotion 

 

New Policy for Discussion  10-17-16 
First Reading    10-17-16 
Second and Final Reading  11-21-16, 05-15-17  
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MCSD Code No. 704.7 
May 2017 
Chapter 7 – Non-instructional Operations & Business Services 
 
Policy Title:  Activity Fund Interest Money 
 
Interest earned by an Activity Fund will be deposited into the Activity Fund. 
 
Recognizing that activity interest money is made possible as a result of student enterprise 
and fees charged of them, and recognizing further that activity advisors contribute to the 
success of activities, the Board of Education authorizes that interest earned will be 
credited (receipted) back to the activity account that generated the interest earning. 
 
Utilizing monthly interest statements, the Business Office will distribute interest earnings 
on a percentage basis to each account maintaining a positive balance.  Earned interest 
will be credited to the appropriate account on a monthly basis. 
 
 
Previous Date of Adoption 04-10-06 
Revision Discussion 06-12-06 
Adoption of Revision 06-12-06 
Reviewed by Policy Committee 06-12-06, 03-28-11, 05-15-17 



MCSD         Code No. 705.1 
November 2011 
Chapter 7 – Non-instructional Operations & Business Services 
 
Policy Title:  Purchasing – Bidding Policy 
 
The board supports economic development in Iowa.  Purchases by the school district will 
be made in Iowa for Iowa goods and services from a locally-owned business located 
within the school district or from an Iowa based company which offers these goods or 
services if the cost and other considerations are relatively equal and they meet the 
required specifications.  When spending federal Child Nutrition Funds, geographical 
preference is allowed only for unprocessed agricultural food items. 
 
Prior to August 15 of each year and after analyzing the School District’s anticipated 
procurement level for the current fiscal year, the School Board shall set a goal of ten 
percent of the anticipated procurement level to be purchased from certified targeted small 
businesses.  In determining the procurement level, the cost of utilities (heat, electricity, 
telephone, and natural gas) and employees’ costs shall not be included.  After the goal 
has been established, the Superintendent will file the required Targeted Small Business 
Procurement form with the Department of Education by August 15th. (No longer required 
by the Iowa Department of Education.) 
 
Requisitions for equipment, supplies, and services are to be made on the properly 
authorized forms or purchase orders.  The authorized requisition form must be signed by 
officially designated personnel before being processed. 
 
By July 31 of each year, the Superintendent will file a report with the Department of 
Education outlining purchases of goods and services from targeted small businesses for 
the previous fiscal year.  (No longer required by the Iowa Department of Education.) 
 
The school board and superintendent will encourage targeted small businesses which are 
not certified with the Department of Inspections and Appeals to become certified targeted 
small businesses. 
 
The Superintendent of Schools or the Superintendent’s designated officer shall approve 
all purchases made in the name of the School District except those authorized by direct 
action of the Board of Education.  The superintendent may coordinate and combine 
purchases with other governmental bodies to take advantage of volume price breaks.  
Joint purchases with other political subdivisions will be considered in the purchase of 
equipment, accessories or attachments with an estimated cost of $50,000 or more. 
 
The superintendent will have the authority to authorize purchases without competitive 
bids for goods and services costing under $10,000 without prior board approval.  For 
goods and services costing more the $10,000 and less than $25,000, the superintendent 
will receive quotes of the goods and services to be purchased prior to approval of the 
board.  Competitive sealed bids are required for purchases, other than emergency MCSD  
November 2011       Code No. 705.1 
Chapter 7 – Non-instructional Operations & Business Services 
 
Policy Title:  Purchasing – Bidding Policy, continued 
 
purchases, for goods and services that cost $25,000 or more, including construction 
contracts and school buses. 
 



The purchase will be made from the lowest responsible bidder based upon total cost 
considerations, including, but not limited to the cost of the goods and services being 
purchased, availability of service and/or repair, delivery date, the targeted small business 
procurement goal, and other factors deemed relevant by the board. 
 
The board and superintendent will have the right to reject any or all bids, or any part 
thereof, and to re-advertise.  If it is determined that a targeted small business which bid 
on the project may be unable to perform the contract, the superintendent will notify the 
Department of Economic Development.  The board will enter into such contract or 
contracts as the Board deems in the best interest of the district. 
 
No official may make a purchase or contract in the name of the School District exceeding 
ten thousand dollars ($10,000.00) for any single item or group of items without 
competitive price quotes.   
 
No official may purchase one or more items of equipment or accessories or attachments 
to equipment, the total cost of which is estimated to be $50,000.00 or more without first 
considering making the purchase with at least one other local political subdivision.  The 
Board minutes will identify the political subdivision contacted. 
 
Legal Reference:   Iowa Code §§ 23A; 26; 28E; 72.3; 73; 285.10(3), 
   .10(7); 301 (2009) 
   261 I.A.C. 54 
   281 I.A.C. 43.25 
   481 I.A.C. 25 
   1984 Op. Att’y Gen. 115 
   1974 Op. Att’y Gen. 171 
 
 
Cross Reference: 801.4 Site Acquisition 
    
 
Previous Date of Adoption  11-14-88  
Second Reading and Adoption 08-10-92 
Revision Discussion   04-22-02 
Reviewed by Policy Committee 04-10-06, 04-11-11 
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MCSD         Code No. 705.2 
May 2017 
Chapter 7 – Non-instructional Operations & Business Services 
 
Policy Title:  Purchasing on Behalf of Employees 
 
Generally, the school district will not purchase items on behalf of employees.  The school 
district may in unusual and unique circumstances do so.  It is within the discretion of the 
board to determine when unique and unusual circumstances exist. 
 
No purchase is made unless the employee has paid the school district prior to the order 
being placed and the employee has agreed to be responsible for any taxes or other 
expenses due. 
 
 
 
 
 
Legal Reference: Iowa Code § 279.8  
 
 
Cross Reference: 703.1 Budget Planning 
   703.2 Budgeting as a Spending Plan 
 
 
 
Adoption of Policy   04-10-06 
First Reading of Policy  04-10-06 
Second and Final Reading  04-24-06, 05-15-17 
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MCSD         Code No. 705.3 
May 2017 
Chapter 7 – Non-instructional Operations & Business Services 
 
Policy Title: Approval and Payment of Goods and Services 
 
The Board authorizes the issuance of warrants for payment of claims against the school district 
for goods and services.  The Board will allow the warrants after the goods and services have 
been received and accepted in compliance with board policy and the claims audited by the 
Board. 
 
Claims for payment of freight, drayage, express, postage, printing, water, lights, telephone, rents, 
and payment of salaries pursuant to the terms of a written contact may be paid by the board 
secretary prior to formal audit and approval by the Board.  In addition, the secretary, upon 
approval of the board president, may issue warrants for approved registrations, claims offering a 
discount for early payment, approved travel expenses, approved goods and services delivered 
C.O.D. and other verified bills filed with the secretary when the board is not in session prior to 
payment of these claims and prior to audit and approval by the Board.  The board secretary shall 
examine the claims and verify bills. 
 
All claims and salaries for which warrants have been issued prior to audit and allowance by the 
board as provided herein shall be passed upon by the Board at the first meeting thereafter, at 
which they address bills, and shall be entered on record in the regular minutes of the secretary. 
 
The secretary will determine to the secretary’s satisfaction that the claims presented to the board 
are in order and are legitimate expenses of the school district.  It is the responsibility of the 
secretary to bring claims to the board. 
 
The board president and board secretary may sign warrants by use of a signature plate or rubber 
stamp.  If the board president is unavailable to personally sign warrants, the vice president may 
sign warrants on behalf of the president. 
 
Checks that are issued by this school district, if still outstanding after one year, will be written 
off as null and void and cleared from our accounts. 
 
Legal Reference: Love v. City of Des Moines, 210 Iowa 90, 230 N.W. 373 (1930) 
   Iowa Code §§ 279.8, .29, .30, .36; 291.12; 721.2(5)  
   281 I.A.C. 12.3(1) 
   1980 Op. Att’y Gen. 102, 160, 720 
   1976 Op. Att’y Gen. 69 
   1972 Op. Att’y Gen. 130, 180, 392, 456, 651 
   1936 Op. Att’y Gen. 375 
 
 
Previous Date of Adoption   08-10-92 
Revision Discussion   11-10-97 
First Reading on Revision  11-10-97 
Second Reading - Adoption  12-15-97 
Reviewed by Policy Committee 10-23-00, 04-10-06, 03-28-11, 05-15-17 
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MCSD         Code No. 706.1 
May 2017 
Chapter 7 – Non-instructional Operations &Business Services 
 
Policy Title:  Payroll Periods 
 
It shall be the policy of the Board of Education that all personnel of the school district by 
paid semi-monthly in accordance with the provisions of the Master Contract and/or the 
individual contract provisions.  Pay dates will normally occur on the 1st and the 15th of the 
month. 
 
Exceptions may be made according to agreements with bargaining groups and in certain 
holiday situations. 
 
 
 
 
 
 
 
 
Previous Date of Adoption  10-12-81 
Revision Discussion   02-09-87 
Adoption of Revision   02-16-87 
Reviewed by Policy Committee 07-01-89, 10-23-00, 04-10-06, 03-28-11, 05-15-17 
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MCSD         Code No. 706.2 
May 2017 
Chapter 7 – Non-instructional Operations & Business Services 
 
Policy Title:  Payroll Deductions 
 
Payroll deductions are made for federal income tax withholding, Iowa income tax 
withholding, social security, and medicare withholding and the Iowa Public Employees’ 
Retirement System.   
 
Any employee may elect to have payments withheld for insurance and/or annuity 
programs as per the master contracts or settlement conditions.  
 
 
 
Legal Reference: Iowa Cody §§ 91A.2(4), .3; 294.8-.9, .15 - .16; 
 
Cross Reference: 406.6 Annuities/Income Protection Insurance 
   706.1 Payroll Periods 
 
 
 
 
 
 
 
 
 
Previous Date of Adoption  02-16-87 
Revision Discussion   07-20-92 
First Reading on Revision  07-20-92 
Second and Final Reading  08-10-92 
Reviewed by Policy Committee 10-23-00, 04-10-06, 06-08-09, 04-11-11, 05-15-17 
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MCSD         Code No:  706.3 
May 2017 
Chapter 7 - Auxiliary Services 
 
Policy Title:  Pay Deductions 
 
The district provides leaves of absences to allow employees to be absent from work to 
attend to important matters outside of the workplace.  As public employers, school 
districts are expected to record and monitor the work that employees perform and to 
conform to principles of public accountability in their compensation practices. 
 
Consistent with principles of public accountability, it is the policy of the district that, 
when an employee is absent from work for less than one work day and the employee does 
not use accrued leave for such absence, the employee’s pay will be reduced or the 
employee will be placed on leave without pay if: 
 

• The employee has not sought permission to use paid leave for this partial-day 
absence, 

• The employee has sought permission to use paid leave for this partial-day 
absence and permission has been denied, 

• The employee’s accrued paid leave has been exhausted, or 
• The employee chooses to use leave without pay. 

 
In each case in which an employee is absent from work for part of a work day, a 
deduction from compensation will be made or the employee will be placed on leave 
without pay for a period of time that is equal to the employee’s absence from the 
employee’s regularly scheduled hours of work on that day. 
 
 
Legal Reference:  29 U.S.C. Sec. 213(a)  
    29 CFR Part 541  
 
 
 
 
Date of Adoption   09-12-05 
First Reading of Policy  09-12-05 
Second and Final Reading  09-26-05 
Reviewed by Policy Committee  04-11-11, 05-15-17 
 
 
 
 
 
 
 



 
 
MCSD         Policy No:  706.3R1 
 

Pay Deduction Regulation 
 

The district complies with all applicable laws with respect to payment of wages and 
benefits to employees including laws as the federal Fair Labor Standards Act and the 
Iowa Wage Payment Collection Act.  The district will not make pay deductions that 
violate either the federal or state laws. 
 
Any employee who believes that the district has made an inappropriate deduction or has 
failed to make proper payment regarding wages or benefits is encouraged to immediately 
consult with the appropriate supervisor.  Alternatively, any employee may file a formal 
written complaint with the Business Manager / Board Secretary. Within 15 business days 
of receiving the complaint the Business Manager / Board Secretary will consult with the 
Superintendent to make a determination as to whether the pay deductions were 
appropriate and provide the employee with a written response that may include 
reimbursement for any pay deductions that were not appropriately made. 
 
This complaint procedure is available in addition to any other complaint process that also 
may be available to employees. 
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MCSD         Code No. 707.1 
May 2017 
Chapter 7 – Non-instructional Operations & Business Services 
 
Policy Title:  Secretary’s Monthly Report 
 
 
The Secretary of the Board will file with the Board of Education each month a complete 
financial statement of the preceding month’s business.  This statement will be enclosed 
with the agenda sent to the members of the Board prior to the regular monthly meeting. 
 
 
 
 
Legal Reference: Iowa Code §§ 279.8; 291.7 
 
 
 
 
Cross Reference: 206.3 Secretary 
   206.4 Treasurer 
   210.1 Annual Meeting 
 
 
 
 
 
 
 
 
 
 
Date of Adoption    03-10-75 
Revision Discussion    09-21-81 
First Reading     09-28-81 
Second Reading – Adoption   10-12-81 
Reviewed by Policy Committee 01-19-87, 07-01-89, 10-23-00, 04-10-06,  

04-11-11, 05-15-17 
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MCSD         Code No. 707.2 
May 2017 
Chapter 7 – Non-instructional Operations & Business Services 
 
Policy Title:  Treasurer’s Annual Report 
 
The Treasurer of the Board of Education will make an annual report to the Board of 
Education after the end of the fiscal year and prior to the Organizational Meeting, which 
will show the amount of the general fund and the schoolhouse fund held over, received, 
paid out, and on hand, the several accounts to be separately stated. 
 
The treasurer will also furnish the board with a sworn statement from each depository 
showing the balance then on deposit. 
 
 
 
Legal Reference: Iowa Code §§ 279.31, .33 
 
 
Cross Reference: 206.3 Secretary 
   206.4 Treasurer 
   210.1 Annual Meetings 
 
 
 
 
 
 
 
 
Previous Date of Adoption  02-16-87 
Revision Discussion   08-13-90 
Adoption of Revision   09-10-90 
Reviewed by Policy Committee 10-23-00, 04-10-06, 05-22-06, 04-11-11, 05-15-17 
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MCSD         Code No.  707.3 
May 2017 
Chapter 7 –Non-instructional Operations & Business Services 
 
Policy Title:  Publication of Financial Reports      
 
The minutes of each school board meeting will be submitted to the local newspaper 
within two weeks of the adjournment of that meeting. 
 
The publication of said proceeding shall be brief and give simple descriptions of 
discussion topics and board actions. 
 
A schedule of bills and claims paid by action of the board of education shall be published 
monthly.  Such publication shall include the name of the person or company making the 
claim and the amount and purpose of said claim. 
 
The salaries of the district’s regular employees shall be published once annually. 
 
It is the responsibility of the board secretary to publish these reports in a timely manner. 
 
 
 
Legal Reference: Iowa Code §§ 279.35, .36; 618 
   1952 Op. Att’y Gen. 133. 
 
 
 
 
Cross Reference: 206.3 Secretary 
  
 
 
 
 
 
 
Previous Date of Adoption   02-16-87 
First Reading on Revision   08-10-87 
Second Reading & Adoption   09-14-87 
Reviewed     02-11-02 
Reviewed by Policy Committee  04-10-06, 04-11-11, 05-15-17 
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MCSD         Code No. 707.4 
May 2017 
Chapter 7 – Non-instructional Operations  & Business Services 
 
Policy Title:  Audits 
 
The Board of Education shall cause to be initiated by the state auditor or private auditors 
endorsed by the State an annual audit of the financial affairs of the school district.  Such 
audit shall be conducted in accordance with the school statutes of the State of Iowa. 
 
Such annual audit reports shall remain on permanent file in the administrative office of 
the school district. 
 
 
Legal Reference: Iowa Code § 11.6  
 
 
Cross Reference: 701.3 Financial Accounting System 
   707.1 Secretary’s Monthly Report 
   707.2 Treasurer’s Annual Report 
 
 
 
 
 
Previous Date of Adoption  02-16-87 
Revision Discussion   06-12-89 
First Reading on Revision  06-26-89 
Second and Final Reading  07-17-89 
Reviewed by Policy Committee 10-23-00, 04-10-06, 04-11-11, 05-15-17 
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MCSD         Code No. 707.5 
May 2017 
Chapter 7 – Non-instructional Operations & Business Services 
 
Policy Title:  Internal Controls 
 
The Board expects all board members, employees, volunteers, consultants, vendors, contractors, 
students and other parties maintaining any relationship with the school district to act with 
integrity, due diligence, and in accordance with all laws in their duties involving the school 
district's resources.  The board is entrusted with public dollars and no one connected with the 
school district should do anything to erode that trust. 

 

  

 

 

 

 

 

Internal control is the responsibility of all employees of the school district. The superintendent, 
business manager, and board secretary shall be responsible for developing internal controls 
designed to prevent and detect fraud, financial impropriety, or fiscal irregularities within the 
school district subject to review and approval by the board.  Administrators shall be alert for any 
indication of fraud, financial impropriety, or irregularity within the administrator's area of 
responsibility. 

 

  

 

 

 

 

 

Any employee who suspects fraud, impropriety, or irregularity shall report their suspicions 
immediately to his/her immediate supervisor, or the Superintendent, or Business Manager or 
Board President.  The Superintendent, or Business Manager, or Board President shall have 
primary responsibility for any necessary investigations and shall coordinate investigative efforts 
with the board's legal counsel, auditing firm, and other internal or external departments and 
agencies, including law enforcement officials, as the Superintendent, or Business Manager, or 
Board President deem appropriate.  

 

  

 

 

 

 

 

Employees bringing forth a legitimate concern about a potential impropriety will not be 
retaliated against and those who do retaliate against such an employee will be subject to 
disciplinary action up to, and including, discharge.  
  

 

 

 

 

 

In the event the concern or complaint involves the Superintendent, the concern shall be brought 
to the attention of the Board President who shall be empowered to contact the board's legal 
counsel, insurance agent, auditing firm, and any other agency to investigate the concern or 
complaint. 

 

  

 

 

 

 

 

Upon approval of the board, the Superintendent, or Business Manager, or Board President may 
contact the State Auditor or elect to employ the school district's auditing firm or State Auditor to 
conduct a complete or partial forensic/internal control/SAS99 audit annually or otherwise as 
often as deemed necessary.  The Superintendent is authorized to order a complete forensic audit 
if, in the superintendent's judgment, such an audit would be useful and beneficial to the school 
district.  The Superintendent, or Business Manager, or Board President shall ensure the State 
Auditor is notified of any suspected embezzlement or theft pursuant to Iowa law.  In the event, 
there is an investigation, records will be maintained for use in the investigation.  Individuals 
found to have altered or destroyed records will be subject to disciplinary action, up to, and 
including termination. 
 

 

Legal Reference: Iowa Code ch 11, 279.8 
 
Adoption of Policy   05-15-17 
First Reading of Policy  05-15-17 
Second & Final Reading  06-19-17 



  707.4 

          Code No. 707.5R1 
 
INTERNAL CONTROLS PROCEDURES  

  
 
Fraud, financial improprieties, or irregularities include, but are not limited to:   
  

 
 

 
 
 •  Forgery or unauthorized alteration of any document or account belonging to the district.    

 
 

 
 
 •  Forgery or unauthorized alteration of a check, bank draft, or any other financial document.    

 
 

 
 
 •  Misappropriation of funds, securities, supplies, or other assets.    

 
 

 
 
 •  Impropriety in the handling of money or reporting of financial transactions.    

 
 

 
 
 •  Profiteering because of "insider" information of district information or activities.    

 
 

 
 
 •  Disclosing confidential and/or proprietary information to outside parties.    

 

 

 

 
 
•  Accepting or seeking anything of material value, other than items used in the normal 
course of advertising, from contractors, vendors, or persons providing services to the district.  
  

 

 

 

 
 
•  Destroying, removing, or inappropriately using district records, furniture, fixtures, or 
equipment.  
  

 
 

 
 
 •  Failing to provide financial records to authorized state or local entities.    

 
 

 
 
 •  Failure to cooperate fully with any financial auditors, investigators or law enforcement.    

 
 

 
 
 •  Any other dishonest or fraudulent act involving district monies or resources.    

 

 

 

 

 

The Superintendent, or Business Manager, or Board President shall investigate reports of 
fraudulent activity in a manner that protects the confidentiality of the parties and the facts.  All 
employees involved in the investigation shall be advised to keep information about the 
investigation confidential. 

 

  

 

 

 

 

 

If an investigation substantiates the occurrence of a fraudulent activity, the Superintendent, or 
Business Manager, or Board President shall issue a report to the board and appropriate 
personnel.  The final disposition of the matter and any decision to file or not file a criminal 
complaint or to refer the matter to the appropriate law enforcement and/or regulatory agency for 
independent investigation shall be made in consultation with district legal counsel.  The results 
of the investigation shall not be disclosed to or discussed with anyone other than those 
individuals with a legitimate right to know until the results are made public. 
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MCSD         Code No: 708 
May 2017 
Chapter 7 – Non-instructional Operations & Business Services 
 
Policy Title:  Care, Maintenance, and Disposal of School District Records 
 
School District records are housed in the administrative offices of the school district 
except for recordings of closed meetings, which are kept in a lock box at the local bank.  
It is the responsibility of the board secretary to oversee the maintenance and accuracy of 
the records.  The following records are kept and preserved, according to the schedule 
below: 
 
 Secretary’s financial records     Permanently 
 Treasurer’s financial records     Permanently 
 Open meeting minutes of the Board of Directors  Permanently 
 Recordings and minutes of closed meetings   1 year 
 Annual audit reports      Permanently 
 Annual budget       Permanently 
 Permanent record of individual pupil    Permanently 
 School election results     Permanently 
 Real property records (e.g. deeds, abstracts)   permanently 
 Records of payment of judgments against 
  the school district     20 years 
 Bonds and bond coupons after maturity   11 years after   
         maturity, cancellation, 
         transfer, redemption,  
         and/or replacement 
 Written contracts      10 years 
 Canceled warrants, check stubs, bank statements, 
  bills, invoices, and related records   5 years 

Program grants As determined by the 
grant 

Non payroll personnel records 10 years after leaving 
the district 

Employment applications 2 years 
Payroll records 3 years 
School meal programs accounts/records 3 years after 

submission of the 
final claim for 
reimbursement 

 
In the event that any federal or state agency requires a record be retained for a period of 
time longer than that listed above for audit purposes or otherwise, the record shall be 
retained beyond the listed period as long as is required for the resolution of the issue by 
the federal or state agency. 
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Personnel records are housed in the administrative offices of the school district.  The 
superintendent or the superintendent’s designee will maintain the personnel records. 
 
An inventory of the furniture, equipment, and other non-consumable items other than real 
property of the school district shall be conducted annually under the supervision of the 
superintendent.  This report is filed with the board secretary. 
 
A perpetual inventory shall be maintained on consumable property of the school district. 
 
The permanent and cumulative records of students currently enrolled in the school district 
are housed in the administrative office of the attendance center where the student attends.  
Permanent records must be housed in a fireproof vault or electronically with a secure 
backup file.  The building principal is responsible for keeping these records current.  
Permanent records of students who have graduated or are no longer enrolled in the school 
district are housed at the high school and will be retained permanently.  The principal’s 
secretary will maintain these records. 
 
Special education records shall be maintained in accordance with law. 
 
The board secretary may digitize or otherwise electronically retain school district records 
and may destroy paper copies of the records.  An electronic record which accurately 
reflects the information set forth in the paper record after it was first generated in its final 
form as an electronic record, and which remains accessible for later reference meets the 
same legal requirements for retention as the original paper record. 
 
Legal Reference: City of Dubuque v. Telegraph Herald, Inc., 297 N.W.2d 523 (Iowa 
   1980) 
   City of Sioux City v. Greater Sioux City Press Club, 421 N.W.2d  
   523 (1988) 
   Iowa Code §§ 22.3, .7, 91A.6, 279.8, 291.6; 554D.114; 554D.119;  
   614.1(13)  
   281 I.A.C 12.3(4); 41.624 
   7 C.F.R. § 210.23(c) 
  
Cross Reference: 206.3 Secretary 
   401.5 Personnel & School Record Maintenance & Release 
    Guidelines 
   506.1 Student Records Access 
   901 Examination of Public Records 
 
Previous Date of Adoption  02-16-87 
Revision Discussion   06-12-89 
First Reading on Revision  06-26-89 
Second Reading & Adoption  07-17-89 
Revision Discussion & Adoption 02-25-02 
Reviewed by Policy Committee 04-10-06, 04-11-11, 02-08-16, 05-15-17 
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MCSD         Code No. 709 
May 2017 
Chapter 7 – Non-instructional Operations & Business Services 
 
Policy Title:  Insurance Program 
 
The board will maintain a comprehensive insurance program to provide adequate 
coverage against major types of risk, loss, or damage, as well as legal liability.  The board 
will purchase insurance at replacement values, when possible, after reviewing the costs 
and availability of such insurance.  The comprehensive insurance program is reviewed 
once every three years.  Insurance will only be purchased through legally licensed Iowa 
insurance agents. 
 
The school district will assume the risk of property damage, legal liability, and 
dishonesty in cases in which the exposure is so small or dispersed that a loss does not 
significantly affect the operation of the education program or financial condition of the 
school district. 
 
Insurance of buildings, structures, or property in the open will not generally be purchased 
to cover loss exposures below $5,000 unless such insurance is economically feasible via 
group purchase policy or required by statute or contract. 
 
The board may retain a private organization for fixed assets management services. 
 
Administration of the insurance program, making recommendations for additional 
insurance coverage, placing the insurance coverage and loss prevention activities is the 
responsibility of the superintendent.  The business manager is responsible for maintaining 
the fixed assets management system, processing claims, and maintaining loss records. 
 
Legal Reference: Iowa Code §§ 20.9; 85.2; 279.12, .28; 285.5(6), .10(6); 296.7; 

298A; 517A.1; 670.7  
   1974 Op. Att’y Gen. 171 
   1972 Op. Att’y Gen. 676 
    
 
Cross Reference: 205.1 Board Member Liability 
 
  
 
 
 
Previous Date of Adoption  10-12-81 
Revision Discussion   02-09-87 
Adoption of Revision   02-16-87 
Reviewed by Policy Committee 04-24-06, 04-11-11, 05-15-17 
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MCSD          Code No.  710.1 
May 2017 
Chapter 7 – Non-instructional Operations & Business Services 
 
Policy Title:  Scope of Food Service Program 
 
The school district will operate a school nutrition program in each attendance center.  The 
school nutrition program will include meals through participation in the National School Lunch 
Program.  Students may bring their lunches from home and purchase milk and other incidental 
items. 
 
School nutrition program facilities are provided to serve students and employees when school 
is in session and during school-related activities. They may also be used under the supervision 
of the Food Service Director for food service to employee groups, parent-teacher meetings, 
civic organizations meeting for the purpose of better understanding the schools, and senior 
citizens in accordance with law and board policy.  
 
The school nutrition program is operated on a nonprofit basis.  The revenues of the school 
nutrition program will be used only for the operation or improvement of such programs.  
Supplies of the school nutrition program will only be used for the school nutrition program. 
 
The board will set, and annually review, the prices for school nutrition programs.  It is the 
responsibility of the superintendent to make a recommendation regarding the prices of school 
nutrition programs, in accordance with federal and state law. 
 
It is the responsibility of Food Service Director to administer the program and to cooperate 
with the superintendent and appropriate personnel for the proper functioning of the school 
nutrition program. 
 
 
Legal Reference: 42 U.S.C. §§ 1751 et seq.  
 7 C.F.R. §§ Pt. 210 et seq.  
 Iowa Code §. 283A  
 281 I.A.C. 58. 
 
 
Cross Reference: 710.2 Free and Reduced Cost Meals Eligibility 
 710.3 Competitive School Foods Rule 
 710.4 Meal Charge Policy 
 905.1 Use of School Facilities by Community 
 
 
First Reading of Policy  10-16-81 
Adoption of Policy   11-09-81 
Reviewed by Policy Committee 07-01-89, 10-23-00, 04-10-06, 03-28-11, 05-15-17 
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MCSD          Code No.  710.2 
May 2017 
Chapter 7 – Non-instructional Operations & Business Services 
 
Policy Title:  Free and Reduced Cost Meals Eligibility 
 
Students enrolled and attending school in the school district, who meet the United States 
Department of Agriculture (USDA) eligibility guidelines will be provided the school nutrition 
food program services at no cost or at a reduced price.  The school district will make every effort 
to eliminate any social stigma attached to, and prevent the overt identification of, students who 
are eligibility for free and reduced price meals. 
 
The district shall annually notify all families of the availability, eligibility criteria, and application 
procedures for free or reduced price meals in accordance with state and federal law. 
 
It is the responsibility of the district registrar to determine the eligibility of students for free or 
reduced price school nutrition programs, in accordance with criteria established by state and 
federal law.  If school personnel have knowledge of a student who is in need of free or 
reduced-price meals, school personnel shall contact the building principal.  
 
 
Employees, students not qualified for free meals and others will be required to make deposits in 
their meal accounts for meals consumed. 
 
 
Legal Reference: 42 U.S.C. §§ 1751 et seq. 
   7 C.F.R. §§ 210 et seq.  
   Iowa Code § 283A 
   281 I.A.C. 58. 
 
Cross Reference: 710.1 Scope of Food Service Program 
   710.3 Competitive School Foods Rule 
   710.4 Meal Charge Policy 
    
 
Adoption of Policy   04-24-06 
First Reading of Policy  04-24-06 
Second & Final Reading  05-08-06 
Reviewed by Policy Committee 04-11-11, 05-15-17 
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MCSD         Code No. 710.3 
May 2017 
Chapter 7 – Non-instructional Operations & Business Services 
 
Policy Title:  Competitive School Foods Rule 
 
Competitive foods may not be sold on school premises during the lunch period or 
periods.  Exceptions to this may be made when a restricted item is served as part of the 
district’s planned lunch program. 
 
All foods and beverages sold in the school must comply with the requirements of Board 
Policy 507.9 – Wellness Policy. 
 
 
Legal Reference: 42 U.S.C. §§ 1751 et seq.  
   7 C.F.R. Pt. 210 et seq. 
   Iowa Code ch. 283A  
   281 I.A.C. 58 
 
 
 
Cross Reference: 504.5 Student Fundraising 
   507.9 Wellness Policy 
    
 
 
 
 
Previous Date of Adoption  11-09-81 
Revision Discussion   01-26-87 
Adoption of Revision   02-09-87 
Reviewed by Policy Committee 04-24-06, 04-11-11, 05-15-17 
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MCSD         Code No. 710.4 
May 2017 
Chapter 7 – Non-instructional Operations & Business Services 
 
Policy Title:  Meal Charges 
 
In accordance with state and federal law, the Maquoketa Community School District 
adopts the following policy to ensure school district employees, families, and students 
have a shared understanding of expectations regarding meal charges.  The policy seeks to 
allow students to receive the nutrition they need to stay focused during the school day, 
prevent the overt identification of students with insufficient funds to pay for school 
meals, and maintain the financial integrity of the nonprofit school nutrition program. 
 
Payment of Meals 
Students have use of a meal account.  When the balance reaches negative $10.00 a 
student may charge no more to this account.  When an account reaches this limit, a 
student shall not be allowed to charge further meals or a la carte items until the negative 
account balance is paid.  Parents may add money to student accounts via online payment 
application or pay at the school office. 
 
Students who qualify for free meals shall never be denied a reimbursable meal, even if 
they have accrued a negative balance from previous purchases.  Students with 
outstanding meal charge debt shall be allowed to purchase a meal if the student pays for 
the meal when it is received.  The school district may provide an alternate meal that 
meets federal and state requirements to students who have charged the maximum 
allowance to the student account and cannot pay out of pocket for a meal. 
 
Employees may use a charge account for meals, but must always maintain a positive 
balance.  Employee shall not be allowed to charge meals or a la carte items if funds are 
not available (ie. No negative balances). 
 
Negative Account Balances 
 
The school district will make reasonable efforts to notify families when meal account 
balances are low.  Additionally, the school district will make reasonable efforts to collect 
unpaid meal charges classified as delinquent debt. The school district will coordinate 
communications with families to resolve the matter of unpaid charges.  Families will be 
notified of a low balance once the account reaches a positive balance of $10.00.   
    
Communication of the Policy 
 
The policy and supporting information regarding meal charges shall be provided in 
writing to: 

• All households at or before the start of each school year; 
• Students and families who transfer into the district, at time of transfer; and 
• All staff responsible for enforcing any aspect of the policy. 
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Records of how and when the policy and supporting information were communicated to 
households and staff will be retained. 
 
The superintendent may develop an administrative process to implement this policy. 
 
 
 
Legal Reference: 42 U.S.C. §§ 1751 et seq.  
   7 C.F.R. § 210 et seq. 

U.S. Dep’t of Agric., SP 46-2016, Unpaid Meal Charges: Local 
Meal Charge Policies (2016) 
U.S. Dep’t of Agric., SP 47-2016, Unpaid Meal Charges: 
Clarification on Collection of Delinquent meal Payments (2016) 
U.S. Dep’t of Agric., SP 57-2016, Unpaid Meal Charges: Guidance 
and Q&A (2016) 

   Iowa Code ch. 283A  
   281 I.A.C. 58 
 
 
 
Cross Reference: 710.1 Scope of Food Service Program 
   710.2 Free & Reduced Cost Meal Eligibility 
   710.3 Competitive School Foods Rule 
    
 
 
 
 
Adoption of Policy   05-15-17 
First Reading of Policy  05-15-17 
Second & Final Reading  06-19-17 
Reviewed by Policy Committee  
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MCSD          Code No. 710.5 
May 2017 
Chapter 7 – Non-instructional Operations & Business Services 
 
Policy Title:  Selection, Employment and Dismissal of Food Service Staff  
 
The Food Service Director will be responsible for the selection, hiring, and dismissing of all 
regular and substitute food service staff.  It will be the responsibility of the Food Service 
Director to develop minimum criteria for qualifications as a food service personnel. This criteria 
will be reviewed periodically with the Superintendent. After consultation with the 
Superintendent of Schools, the Food Service Director may suspend or dismiss personnel who do 
not comply with the responsibilities of the job. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Previous Date of Adoption  02-09-87 
Revision Discussion   07-19-93 
First Reading on Revision  07-19-93 
Adoption of Revision   08-09-93  
Reviewed by Policy Committee 04-24-06, 04-11-11, 05-15-17   
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MCSD          Code No. 710.6 
May 2017 
Chapter 7 – Non-instructional Operations & Business Services 
 
 
Policy Title:   In-Service Training of Food Service Staff  
 
 
Food service staff shall receive annual in-service training directed by the Food Service Director.  
It will be the responsibility of the Food Service Director to provide opportunities for staff 
members to attend clinics that will improve their skills. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Previous Date of Adoption  02-09-87 
Revision Discussion   07-19-93 
First Reading on Revision  07-19-93 
Adoption of Revision   08-09-93 
Reviewed by Policy Committee 04-24-06, 04-11-11,05-15-17 
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MCSD         Code No.  711.1  
May 2017 
Chapter 7 – Non-instructional Operations & Business Services 
 
Policy Title:  School Bus Boundaries/Routing Procedures 
 
The Maquoketa Community School District will provide transportation for all resident students 
attending public or private schools within the district, special education preschool, kindergarten 
through grade twelve, if their home residence meets the following requirements: 
 

• Secondary students (9-12) who are more than three miles from attendance centers... 
(Iowa Code 285, 2009). 

• Elementary and middle school (K-8) students who are more than 2 miles from the 
attendance centers (Iowa Code 285, 2009). 

• All students who live west of highway 61. 
• All students who live east of highway 62. 
• All students who live in Rosemere III. 
• All students K-8 who live in Fairview apartments, Heartland Court, and Maquoketa 

Park apartments. 
• All students K-8 who live west of Western Avenue. (Pickup point will be at Summit 

and East Angus.) 
• All elementary students K-5 who live south of Summit Street. (Pickup point will be 

at 5th and Circle Drive.) 
• All K-8 North of Pershing Road.  (Pickup point will be Pershing and Walnut) 
• Special Education and handicapped students whose handicap is such that 

transportation is necessary. 
 
Shuttles will be provided between Briggs and Cardinal. 
 
The district will also provide transportation to those who qualify under provisions of the Iowa 
Open Enrollment law. 
 
The Transportation Director is delegated the responsibility of establishing “reasonable “routes” 
for application of part (b) above.  The Director is also delegated the responsibility of establishing 
reasonable pick up points within Maquoketa for implementation of parts (b) . 
 
Bus routes will be maintained to the homes of those rural students living on surfaced and 
maintained country roads where the patron provides a school approved turn around.  In cases 
where students live off this kind of a designated road, or at locations designated as “unapproved 
stop areas”, compliance with Iowa Code 321-372 will be followed:  “Any pupil may be required 
to meet a bus on the approve route a distance of not to exceed three-fourths of a mile without 
reimbursement.”  The Transportation Director is delegated responsibility to change routes and 
stops as may become necessary either to assure the safety of students and/or to stay in compliance 
with Iowa Law. 
 
The board may require the parent to transport their children up to two miles to connect with 
school bus vehicles at the expense of the school district when conditions deem it advisable.  It is 
within the discretion of the board to determine such conditions.  Parents of students who live 
where transportation by bus is impracticable or unavailable may be required to furnish 
transportation to and from the designated attendance center at the expense of the school district.  
Parents, who transport their children at the expense of the school district, are reimbursed at the 
rate per mile set by the state. 
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MCSD         Code No.  711.1  
May 2017 
Chapter 7 – Non-instructional Operations & Business Services 
 
POLICY TITLE:  School Bus Boundaries/Routing Procedures, continued 
 
Transportation of students who require special education services will generally be provided as 
for other students, when appropriate.  Specialized transportation of a student to and from a special 
education instructional service is a function of that service and, therefore, an appropriate 
expenditure of special education instructional funds generated through the weighting plan. 
 
Transportation of a student to and from a special education support service is a function of that 
service, and is specified in the individualized education program (IEP) or the individualized 
family service plan (IFSP).  When the IEP or IFSP team determines that unique transportation 
arrangements are required and the arrangements are specified in the IEP or IFSP, the school 
district will provide one or more of the following transportation arrangements for instructional 
services and the AEA for support services: 
 

• Transportation from the student’s residence to the location of the special education 
and back to the student’s residence, or child care placement for students below the 
age of six. 

• Special assistance or adaptations in getting the student to and from and on and off the 
vehicle, en route to and from the special education. 

• Reimbursement of the actual costs of transportation when by mutual agreement the 
parents provide transportation for the student to and from the special education. 

 
The school district is not required to provide reimbursement to parents who elect to provide 
transportation in lieu of agency-provided transportation. 
 
Transportation arrangements made by agreement with a neighboring school district will follow 
the terms of the agreement.  Students, who choose to attend a school in a school district other than 
their resident school district, will provide transportation to and from the school at their own 
expense. 
 
Students living in population clusters such as small villages and towns will be picked up at pick-
up points to be established by the Transportation Director. 
 
The Transportation Director may revise an approved bus route to account for road conditions 
which make the regular route unsafe or impossible to negotiate.  The alteration shall be approved 
by the Superintendent and the patrons affected shall be notified 24 hours in advance of the 
approved change, when possible. 
 
Legal Reference: 20 U.S.C.§§ 1401, -1701 et seq.  
   34 C.F.R. Pt. 300 et seq.  
   Iowa Code §§ 256B.4; 285; 321  
   281 I.A.C. 41.412 
 
Cross Reference;   501.16 Homeless Children and Youth 
   507.8 Student Special Health Services 
   603.3 Special Education Services and Programs 
 
Previous Date of Adoption  09-11-89 
Second and Final Reading  12-14-92 
Revised     09-22-03 
Reviewed by Policy Committee  04-24-06, 04-11-11, 05-15-17 
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MCSD           Code No.  711.2 
May 2017 
Chapter 7 – Non-instructional Operations & Business Services 
 
Policy Title:  Student Bus Conduct Requirements 
 
It will be the responsibility of the Transportation Director with the consultation of the Superintendent of Schools to 
develop written student bus and transportation discipline rules and regulations. 
 
These rules and regulations shall be distributed to all students and/or their parents or guardians at the time of student 
registration. 
 
The board supports the use of video cameras on school buses used for transportation to and from school as well as for 
field trips, curricular or extracurricular events.  The video cameras will be used to monitor student behavior and may be 
used as evidence in a student disciplinary proceeding.  The videotapes are student records subject to school district 
confidentiality, board policy, and administrative regulations. 
 
Should a student violate any of those rules and regulations, the Transportation Director has the authority to suspend the 
student from transportation privileges for up to three days.  The driver shall immediately notify the Transportation 
Director if a suspension is to be considered.  The Transportation Director shall notify the student’s parents or guardians of 
the suspension.  A hearing with the student’s parents or guardians may be arranged at their request.  This meeting shall 
include the driver, the Transportation Director, and may also include the school principal.  This hearing shall be for the 
twofold purpose of discussing the nature of the violation and to explain that further offenses may result in a suspension of 
transportation privileges of up to two weeks. 
 
After this hearing, the Transportation Director and/or principal shall address a letter to the parent or guardian restating the 
offense as well as a consequence of future violations. 
 
Should a second offense occur, the transportation privilege may be suspended up to two weeks (10 school days) by the 
Transportation Director and/or school principal.  A letter shall immediately be sent to the parents or guardians explaining 
the offense, stating the length of the suspension, and indicating that a further offense may result in suspension of the 
transportation privilege for the remainder of the semester or six weeks whichever is greater. 
 
Should an appeal be requested, it shall be heard by a hearing committee composed of the Superintendent, a member of the 
Board of Education, and a principal who has not previously been involved in the case. 
 
The hearing committee’s decision may include upholding, modifying or denying the suspension. 
 
 
Legal Reference: Iowa Code §§ 279.8; 285; 321 
    
Cross Reference;   503.1 Student Conduct 
   503.4 Good Conduct Rule 
 
Previous Date of Adoption  02-09-87 
Revision Discussion   07-19-93 
First Reading on Revision  07-19-93 
Adoption of Revision   08-09-93 
Reviewed by Policy Committee  01-25-99, 04-24-06, 04-11-11, 05-15-17 
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         Code No. 711.2R1 
 

STUDENT CONDUCT ON SCHOOL TRANSPORTATION REGULATION 
 

All persons riding in school district vehicles will adhere to the following rules.  The driver, sponsor, or chaperones are to 
follow the school bus discipline procedures for student violations of this policy. 
 

• No pop, candy, food, or gum may be eaten on the bus. 
• No electronic games or toys played on bus. 
• No getting up to throw away garbage or passing garbage to the front. 
• Students will not open or close the bus windows without permission from the driver. 
• Radios, CD players, and tape players are allowed with headsets only. 
• No fighting on the bus or at the bus pick-up points. 
• Students will not throw objects about the bus or out of the windows. 
• Students will remain seated at all times (including at the exchange). 
• Students will converse in normal tones; loud or vulgar language is prohibited. 
• When bus is crossing a railroad track, all conversation must stop until the bus has crossed the tracks. 
• Students will enter and leave the bus at school loading stations and at highway bus stops in an orderly fashion and 

in accordance with instructions. 
• Students will refrain from talking to the driver while the bus is in motion. 
• Students will keep their feet off the seats and out of the aisle. 
• If students must cross the highway to enter or leave the bus, they shall pass in front of the bus and proceed to 

cross the highway only on a signal from the driver. 
• The bus driver is not allowed to discharge pupils at places other than the regular bus stop, unless written request is 

received from the student’s parents. 
• Bus riders will be at the designated loading pint before the bus arrival time. 
• Bus riders will wait until the bus comes to a complete stop before attempting to enter. 
• Riders must not extend arms or heads out of the windows at any time. 
• All bus riders will load through the right front door.  The emergency door is for emergencies only. 
• A rider may be assigned a seat by the driver. 
• Riders who damage seats or other equipment will reimburse the district for the cost of the repair or replacement. 
• Waste containers are provided on all buses for the bus riders’ use. 
• Classroom conduct is to be observed by students by students while riding the bus except for ordinary 

conversation. 
• The driver is in charge of the students and the vehicle, and the driver is to be obeyed promptly and cheerfully. 
• Students will assist in looking after the safety and comfort of younger students. 
• Shooting paper wads, squirt guns, or other material in the vehicle is not permitted. 
• Roughhousing in the vehicle is prohibited. 
• Students will refrain from crowding or pushing. 
• The use or possession of alcohol, tobacco or look-alike substances is prohibited in the vehicle. 
• The Good Conduct Rule is in effect. 
• The bus driver will expect good conduct from all students and may have other rules in order to maintain a safe bus 

ride for everyone. 
 
Exceptions to some of these rules may be made for activity and field trips. 
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Code No. 711.2R2 
 

USE OF VIDEO CAMERAS ON SCHOOL BUSES REGULATION 
 

The board supports the use of video cameras on school buses as a means to monitor and maintain a safe environment for 
students and employees.  The video cameras may be used on buses used for transportation to and from school, field trips, 
curricular events and extra curricular events.  The contents of the videotapes may be used as evidence in a student 
disciplinary proceeding. 
 
Student Records 
 
The content of the videotapes is a student record subject to board policy and administrative regulations regarding 
confidential student records.  Only those persons with a legitimate educational purpose may view the videotapes.  In most 
instances, those individuals with a legitimate educational purpose may be the superintendent, building principal, 
transportation director, bus driver and special education staffing team.  A videotape recorded during a school-sponsored 
trip, such as an athletic event, may also be accessible to the sponsor or coach of the activity.  If the content of the 
videotape becomes the subject of a student disciplinary proceeding, it will be treated like other evidence in the 
proceeding. 
 
Notice 
 
The school district will annually provide the following notice to students and parents: 
 

The Maquoketa Community School District Board of Directors has authorized the use of video cameras on school 
district buses.  The video cameras will be used to monitor student behavior to maintain order on the school buses 
to promote and maintain a safe environment.  Students and parents are herby notified that the content of the 
videotapes may be used in a student disciplinary proceeding.  The content of the videotapes are confidential 
student records and will be retained with other student records.  Videotapes will only be retained if necessary for 
use in a student disciplinary proceeding or other matter as determined necessary by the administration.  Parents 
may request to view videotapes of their child if the videotapes are used in a disciplinary proceeding involving 
their child. 

 
The following notice will also be placed on all school buses equipped with a video camera. 
 
 This bus is equipped with a video/audio monitoring system. 
 
Review of Videotapes 
 
The school district will review videotapes when necessary as a result of an incident reported by a bus driver or student.  
The videotapes may be re-circulated for erasure after ten (10) days. 
 
Viewing of videotapes is limited to the individuals having a legitimate educational purpose.  A written log will be kept of 
those individuals viewing the videotapes stating the time, name of individual viewing and the date the videotape was 
viewed. 
 
Video Monitoring System 
 
Video cameras will be used on only a select number of school district buses. 
 
Student Conduct 
 
Students are prohibited from tapering with the video cameras on the school buses.  Students found in violation of this 
regulation will be disciplined in accordance with the school district discipline policy and Good Conduct Rule and will 
reimburse the school district for any repairs or replacement necessary as a result of the tampering. 
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MCSD         Code No. 711.3 
May 2017 
Chapter 7 – Non-instructional Operations & Business Services 
 
Policy Title:  Busing for Activities and Field Trips 
 
All activities sponsored by the school and requiring student transportation will utilize the 
services of a school bus.  Exceptions may be made depending on the unique nature of the 
situation.  Such exceptions must be approved through the building principal. 
 
Students participating in extracurricular events, other than those held at the school district 
facilities, may be transported to the extracurricular event by school district transportation 
vehicles or by another means approved by the superintendent.   
 
Students, who are provided transportation in school district transportation vehicles for 
extracurricular events, will ride both to and from the event in the school vehicle unless 
arrangements have been made with the coach(es) to the event.  A student’s parent may 
personally appear and request to transport the student home from a school-sponsored 
event in which the student traveled to the event on a school district transportation vehicle. 
 
It is the responsibility of the superintendent to make a recommendation to the board 
annually as to whether the school district will provide the transportation authorized in this 
policy.  In making the recommendation to the board, the superintendent will consider the 
financial condition of the school district, the number of students who would qualify for 
such transportation, and other factors the board or superintendent deem relevant. 
 
 
Legal Reference: Iowa Code §§ 256B.4; 285.1-.4; 321 
   281 I.A.C. 41.412 
 
 
 
Previous Date of Adoption  11-09-81 
Revision Discussion   01-26-87 
Adoption of Revision   02-09-87 
Reviewed by Policy Committee 07-01-89, 01-25-99, 04-24-06, 04-11-11, 05-15-17 
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MCSD         Code No. 711.6 
May 2017 
Chapter 7 – Non-instructional Operations & Business Services 
 
Policy Title:  Transportation of Nonschool Groups 
 
Only in unusual circumstances will the board make school district transportation vehicles 
available to local nonprofit entities which promote cultural, educational, civic, 
community, or recreational activities for transporting to and from nonschool-sponsored 
activities in the state. 
 
In the event school district transportation vehicles are made available to local nonprofit 
entities, it is the responsibility of the superintendent and Director of Transportation to 
develop administrative regulations for application for, use of, and payment for using the 
school district transportation vehicles. 
 
Legal Reference: Iowa Code §§ 285.1(21), .10(9), (10) 
   281 I.A.C. 43.10 
   281 I.A.C.41.412 
 
 
Adoption of Policy   04-24-06 
First Reading of Policy  04-24-06 
Second and Final Reading  05-08-06 
Reviewed by Policy Committee 04-11-11, 05-15-17 



  711.7 

MCSD         Code No. 711.7 
May 2017 
Chapter 7 – Non-instructional Operations & Business Services 
 
Policy Title:  School Bus Safety Instruction 
 
The school district will conduct school bus safe riding practices instruction and 
emergency safety drills once a year for students who utilize school district transportation. 
 
Each school bus vehicle will have, in addition to the regular emergency safety drill, a 
plan for helping those students who require special assistance to safety during an 
emergency.  This will include, but not limited to, students with disabilities. 
 
School district vehicle drivers are required to attend each safety drill. 
 
Employees are responsible for instructing the proper techniques to be followed during an 
emergency, as well as safe riding practices. 
 
 
Legal Reference: Iowa Code §§ 279.8; 321  
   281 I.A.C. 43.40 
   281 I.A.C. 41.412 
 
 
Adoption of Policy   04-24-06 
First Reading of Policy  04-24-06 
Second and Final Reading  05-08-06 
Reviewed by Policy Committee 04-11-11, 05-15-17 



  711.8 

MCSD         Code No:  711.8 
May 2017 
Chapter 7 – Non-instructional Operations & Business Services 
 
Policy Title: Suspension of Transportation Service Due To Weather Conditions 
 
Weather conditions from fog, blowing and drifting snow, ice, etc., maybe so severe at times as to 
necessitate the cancellation of school and transportation for the day, delaying the start of school 
and the pick-up of students, or dismissing early and transporting students home. 
1. The final decision will be made by the school Superintendent, or the Superintendent’s 

designee, assisted by the Transportation Director, and others that the Superintendent may 
believe could be helpful.  (District also transports non-public students.)  Bus driver 
opinions on weather conditions will be considered. 

 
2. As soon as a decision is made the local radio station and others in the area will be called 

and advised of the emergency weather announcement. 
 
3. As necessary and appropriate, alternate bus stops and/or group pick-up and discharge 

locations may be established by the Transportation Director and driver, to be used when 
it is not possible to travel roads to each stop on the route. 

 
4. If school opening is delayed, morning early childhood special education classes will not 

meet. 
 
Weather conditions may be adverse enough in some portions of the district to affect a bus 
stopping on the highway, but good enough in other portions of the district to have school and to 
have bus transportation in full operation. 

 
When weather conditions cause a driver to question having 300 feet visibility at a bus stop, the 
driver will need to use their best judgment in making a decision to stop for pick-up or discharge 
of students.  The driver will need to consider not only the distance of visibility but also other 
factors which prevail at the time. 
 
If a driver makes a decision that it is unsafe to stop for pick-up of a student, the school district 
will not have the responsibility to provide other transportation to school for the student.  The 
driver should immediately report their decision by bus radio to the transportation office. 
 
If a driver makes a decision that it is unsafe to stop for discharging a student, the driver will then 
immediately call by bus radio to the transportation office, so a phone call can be made to the 
family home to report the situation and to indicate where the student will be discharged from the 
bus.  The driver may need to decide to return the student by bus to town to a school building. 
 
Legal Reference:  Iowa Code § 279.8 
 
Previous Date of Adoption  02-09-87 
Revision Discussion   07-19-93 
First Reading on Revision  07-19-93 
Adoption of Revision   08-09-93 
Reviewed by Policy Committee 01-25-99, 04-24-06, 04-11-11, 05-15-17 



  711.9 

MCSD         Code No. 711.9 
May 2017 
Chapter 7 – Non-instructional Operations & Business Services 
 
Policy Title:  Exceptions to Bus Service to Other Than Official Residence 
 
Parents who have students eligible for bus service (according to 711.1) may request an 
exception to being served at their official residence.  This request shall be in writing and 
be presented to the building principal.  Conditions under which request will be granted 
are: 
 

a) does not cause additional route miles 
b) does not overload that bus 
c) does not require a bus to leave its designated route 

 
The building principal will confer with the Transportation Director before a decision is 
made. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Previous Date of Adoption  11-09-81 
Revision Discussion   01-26-87 
Adoption of Revision   02-09-87 
Reviewed by Policy Committee 04-24-06, 04-11-11, 05-15-17 
 
 
 



  711.10 

MCSD         Code No.  711.10 
May 2017 
Chapter 7 – Non-instructional Operations & Business Services 
 
Policy Title:  Restrictions on School Bus Usage 
 
It is recognized that the basic transportation function of this school district shall remain as 
was the intent in Iowa Code Chapter 285.11, Section 6.  That is, that school bus usage 
will normally be restricted to transporting students to and from school and to school 
sponsored activities. 
 
In recognition of the Subsection 21, Chapter 285.1, the Board of Education delegates to 
the administration the discretion to furnish school buses and the service of qualified 
drivers to organizations who sponsor activities for senior citizens, children, or 
handicapped persons in the state.  Because of Interstate Commerce restrictions, such 
outside groups as above may not be transported beyond state lines. 
 
The following conditions are specified for outside group usage: 
 

1. Arrangements for transportation must be made in advance with the 
Transportation Director. 

2. Route pick-ups will only be made at regular route stops. 
3. Pick-ups will only be made if space is available on the bus. 
4. Groups must arrange at least two weeks in advance. 

 
Cost of the transportation will be at the rate sufficient to reimburse the district for actual 
cost.  This rate shall be computed on the basis of the average cost per mile for operation 
of vehicles for the year.  This rate shall be determined by the Transportation Director and 
Superintendent of Schools. 
 
 
Legal Reference: Iowa Code §§ 285.11  
   
 
 
Previous Date of Adoption  02-09-87 
Revision Discussion   07-19-93 
First Reading on Revision  07-19-93 
Adoption of Revision   08-09-93 
Reviewed by Policy Committee 01-25-99, 04-24-06, 04-26-11, 05-15-17 



  711.11 

MCSD         Code No.  711.11 
May 2017 
Chapter 7 – Non-instructional Operations & Business Services 
 
Policy Title:  Employment and Training of School Bus Drivers 
 
School bus drivers shall receive annual in-service training directed by the Transportation 
Director as outlined by the Department of Education.  Applicants for school bus driving 
positions will be required to pass a test under the supervision of the Transportation 
Director prior to being awarded a contract. 
 
All drivers shall attend state sponsored workshop whenever they occur in the area.  
Drivers will be paid for attendance at in-service sessions at a rate established in their 
settlement conditions except when such workshops are required in order to meet 
minimum licensing requirements. 
 
   
 
 
 
Previous Date of Adoption  09-11-89 
Revision Discussion   07-19-93 
First Reading on Revision  07-19-93 
Adoption of Revision   08-09-93 
Reviewed by Policy Committee 01-25-99, 04-24-06, 04-26-11, 05-15-17 



  711.12 

MCSD         Code No.  711.12 
May 2017 
Chapter 7 – Non-instructional Operations & Business Services 
 
Policy Title:  Selection, Employment, Dismissal of Bus Drivers and Substitute Drivers 
 
The Transportation Director will be responsible for the selection, hiring and dismissing of 
all regular and substitute drivers.  It will be the responsibility of the Transportation 
Director to develop minimum criteria for qualifications as a bus driver.  This criteria will 
be reviewed periodically with the Superintendent.  After consultation with the 
Superintendent of Schools, the Transportation Director may suspend or dismiss drivers 
who do not comply with the responsibilities of the job. 
   
 
 
 
Previous Date of Adoption  02-09-87 
Revision Discussion   07-19-93 
First Reading on Revision  07-19-93 
Adoption of Revision   08-09-93 
Reviewed by Policy Committee 04-24-06, 04-26-11, 05-15-17 



  711.13 

MCSD         Code No.  711.13 
May 2017 
Chapter 7 – Non-instructional Operations & Business Services 
 
Policy Title:  Extra-Curricular Driving and Remuneration 
 
The Transportation Director shall be responsible for assignment of drivers to extra trips.  
The Transportation Director shall be allowed the discretion of making common sense 
rotation changes as long as they are fair and equal.  Trips shall be assigned the day before 
the trip and no changes will be made in assignments due to cancellations or last minute 
trips.  In case of cancellation that driver will get the next trip.  Overnight trips will be 
assigned three days in advance with no changes.  Any trading of trips among drivers must 
be approved by the Transportation Director.  Remuneration for extra-curricular trips shall 
be established annually at the time that salaries for transportation personnel are set. 
   
 
 
 
Previous Date of Adoption  08-10-92 
Revision Discussion   07-19-93 
First Reading on Revision  07-19-93 
Adoption of Revision   08-09-93 
Reviewed by Policy Committee 01-25-99, 04-24-06, 04-26-11, 05-15-17 



  711.14 

MCSD         Code No.  711.14 
May 2017 
Chapter 7 – Non-instructional Operations & Business Services 
 
Policy Title:  Garaging School Buses 
 
The driver shall park the school bus at the Bus Maintenance Park unless specifically 
authorized by the Transportation Director to do otherwise. 
 
Drivers may be permitted to drive buses to their residence only for the express purpose of 
economy of time and/or mileage. 
 
Drivers permitted to drive buses to their residence must assure the Transportation 
Director that they will take the necessary precautions to assure winter starting. 
 
 
 
 
Previous Date of Adoption  11-09-81 
Revision Discussion   07-19-93 
First Reading on Revision  07-19-93 
Adoption of Revision   08-09-93 
Reviewed by Policy Committee 01-25-99, 04-24-06, 04-26-11, 05-15-17 



  711.15 

MCSD         Code No. 711.15 
May 2017 
Chapter 7 – Non-instructional Operations & Business Services 
 
Policy Title:  School Bus Purchasing 
 
The Transportation Director shall maintain a five year projection on school bus needs so 
that long-ranged planning can be effected. 
 
All school buses shall be purchased in accordance with bidding procedures stipulated in 
the Iowa Code.  An up-to-date set specifications shall be developed and maintained by 
the Transportation Director.  These specifications must conform to all requirements as set 
forth by the Division of Transportation of the Department of Education.  Unless 
otherwise directed by the Board of Education, the purchase of buses for the succeeding 
year will take place not later than March of the preceding year. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Previous Date of Adoption  02-09-87 
Revision Discussion   07-19-93 
First Reading on Revision  07-19-93 
Adoption of Revision   08-09-93 
Reviewed by Policy Committee 01-25-99, 04-24-06, 04-26-11, 05-15-17 
 
 
 



  712.1  

Maquoketa Community School District    Code No. 712.1 
May 2017 
Chapter 7 – Non-instructional Operations & Business Services 
 
Policy Title:  Use of Automatic External Defibrillator (AED) 

 
Maquoketa School District has made a commitment to being a viable link in this 
community’s chain of survival.  In response to this commitment, the Maquoketa School 
District will have available, within the district, Automatic External Defibrillators for use 
by trained lay responders.  The device will not be administered by anyone without 
training. 
 
This Public Access Defibrillator program will be managed/administered by the building 
principal or his/her designee (most likely the school nurse). 
 
The Public Access Defibrillator program will be registered with the Iowa Department of 
Public Health Bureau of Emergency Medical Services, as required by law, and all 
applicable documents will be submitted to the designated contact person or the Bureau 
Chief of the Department of Public Health. 
 
The specific regulations and procedures for use of the Public Access Defibrillators will 
be included in the Emergency Procedure Handbook.  
 
 
 
Date of Adoption   02-24-03 
First Reading    02-24-03 
Second and Final Reading  03-10-03 
Reviewed by Policy Committee 04-24-06, 04-26-11, 05-15-17 
 



  712.2 

MCSD         Code No. 712.2 
May 2017 
Chapter 7 – Non-instructional Operations & Business Services 
 
Policy Title:  Maintenance and Control of Instructional Materials 
 
All instructional materials and equipment of the district shall be classified and 
catalogued. 
 
All instructional materials purchased by and in the possession of the district shall be and 
remain district property.  Building principals shall be responsible for instructional 
material assigned to teachers, and for conducting an inventory of all instructional material 
at the end of the school year. 
 
Each teacher shall keep an accurate record of books issued to students.  When 
instructional material is lost, the student responsible shall be required to pay for that item. 
 
All instructional material issued shall bear the stamp of the district. 
 
All media materials and equipment shall be adequately maintained.  Obsolete materials 
and worn-out equipment will be replaced on a regular basis. 
 
 
 
 
 
 
Previous Date of Adoption  11-09-81 
Revision Discussion   01-26-87 
Adoption of Revision   02-09-87 
Reviewed by Policy Committee 07-01-89, 01-25-99, 04-24-06, 04-26-11, 05-15-17 
 



  712.3  

MCSD         Code No. 712.3 
May 2017 
Chapter 7 – Non-instructional Operations & Business Services 
 
Policy Title:  Printing and Duplicating Services (Copyrighted Materials) 
 
The Board of Education realizes that Title XVII of the United States Code makes it 
illegal for anyone to duplicate copyrighted materials without permission.  The Board 
further realizes that severe penalties are provided for unauthorized copying of audio, 
visual, or printed materials unless the copying falls within the bounds of the “fair use” 
doctrine. 
 
Any duplication of copyrighted materials by Maquoketa Community School employees 
must be done with permission of the copyright holder or within the bounds of “fair use”. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Previous Date of Adoption  11-09-81 
Revision Discussion   01-26-87 
Adoption of Revision   02-09-87 
Reviewed by Policy Committee 07-01-89, 01-25-99, 04-24-06, 04-26-11, 05-15-17 



  712.4 

MCSD         Code No. 712.4 
May 2017 
Chapter 7 – Non-instructional Operations & Business Services 
 
Policy Title:  Mail and Delivery Service 
 
A mail service system shall be maintained within the district in order that in-district 
communications and communications from outside sources are delivered to the intended 
recipient in the most practical way. 
 
The use of district mail facilities and personnel for the distribution of materials and 
communications shall be restricted mainly to those materials and communications that 
further the educational purpose of the district.  The superintendent may, by regulation, 
authorize certain exceptions without defeating the intent of this policy. 
 
Political materials shall not be distributed through district mail boxes or school mail 
systems unless received through the United States mail. 
 
 
 
 
 
 
 
 
 
 
 
Previous Date of Adoption  11-09-81 
Revision Discussion   01-26-87 
Adoption of Revision   02-09-87 
Reviewed by Policy Committee 07-01-89, 01-25-99, 04-24-06, 04-26-11, 05-15-17 



  712.5 

MCSD         Code No. 712.5 
May 2017 
Chapter 7 – Non-instructional Operations & Business Services 
 
Policy Title:  Telephone Services (Authorized Use) 
 
Telephones and cell phones should be used by staff members for making or receiving 
calls regarding students and other school business. 
 
Telephones and cell phones are not to be used for personal business calls, except in cases 
of emergency. 
 
Cell phones should not be utilized (for personal reasons) during instructional or work 
time. 
 
 
 
 
 
 
 
 
 
 
 
 
Previous Date of Adoption   11-09-81 
Revision Discussion    04-09-84 
First Reading     04-23-84 
Second Reading – Adoption   06-11-84 
Reviewed by Policy Committee 01-05-87, 07-01-89, 01-25-99, 04-24-06,  

04-26-11, 05-15-17 
 



  712.6 

MCSD         Code No. 712.6 
May 2017 
Chapter 7 – Non-instructional Operations & Business Services 
 
Policy Title:  Authorized Use of School-Owned Materials 
 
The Board of Education shall permit school equipment to be used by staff members when 
such use is directly related to their employment, and to students when the equipment is to 
be used in connection with their studies or extra-curricular activities.  Permission shall be 
obtained from the building principal for such use.  Proper controls shall be established to 
assure the borrower’s responsibility for, and return of, all such equipment. 
 
Use of school-owned materials and/or equipment for personal use is prohibited. 
 
Use of school equipment by outside groups such as service clubs or other not for profit 
organizations that provide services to the school or community may be approved or 
disapproved by the proper principal or supervisor. 
 
 
 
 
 
 
 
 
 
 
 
 
Previous Date of Adoption  11-09-81 
Revision Discussion   01-26-87 
Adoption of Revision   02-09-87 
Reviewed by Policy Committee 07-01-89, 01-25-99, 04-24-06, 04-26-11, 05-15-17 
 
 



  712.7 

MCSD          Code No. 712.7 
May 2017 
Chapter 7 – Non-instructional Operations & Business Services 
 
 
Policy Title:  Educational Material Fees   
    
The Superintendent of Schools or the Superintendent’s designated officer shall set up the 
necessary regulations to administer the assessment of fees and the sale of educational supplies 
and materials to students of the school.  These regulations shall include the methods used to 
determine the selling prices of the items to be sold and fees assessed.  The Board of Education 
shall officially adopt the regulations governing the sale of supplies and materials. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Previous Date of Adoption  02-16-87 
Revision Discussion   07-19-93 
First Reading on Revision  07-19-93 
Adoption of Revision   08-09-93 
Reviewed by Policy Committee 10-23-00, 04-24-06, 04-26-11, 05-15-17 



  712.8 

MCSD         Code No. 712.8 
May 2017 
Chapter 7 – Non-instructional Operations & Business Services 
 
Policy Title:  Special Assessments 
 
The Board of Education, when it is deemed necessary, shall seek the advice of its 
attorney in all cases of special assessments against the school district.  The 
recommendation of the attorney shall be given consideration as it relates to the 
recommended action of the Board of Education in any special assessment case. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Previous Date of Adoption  10-12-81 
Revision Discussion   02-09-87 
Adoption of Revision   02-16-87 
Reviewed by Policy Committee 07-01-89, 10-23-00, 04-24-06, 04-26-11, 05-15-17 
 
 



  712.9 

MCSD         Code No. 712.9 
May 2017 
Chapter 7 – Non-instruction Operations & Business Services 
 
Policy Title:  Competition With Private Enterprise 
 
Although private enterprise may offer similar goods and services, the school district is 
authorized to provide: 
 
1. Goods and services that are directly and reasonably related to the educational 

mission(s) of the school district. 
2. Goods and services which are offered only to students, employees, and guests of 

the school district and which cannot be provided by private enterprise in as 
economically beneficial manner to all parties involved. 

3. Goods and services which are not otherwise available in the quantity or quality 
required by the school district. 

4. Facilities for fitness and recreation. 
5. Food service and sales. 
6. The sale of books, records, tapes, software, educational equipment and supplies. 
7. Student transportation and use of vehicles for charter trips offered to the public or 

temporary students. 
8. Facilities for cultural and athletic events. 
9. Items displaying the emblem, mascot, or logo of the school district. 
10. Souvenirs and programs relating to events sponsored by the school district. 
11. Goods, products, and professional services which are produced, created or sold 

incidental to the school district’s teaching mission. 
12. Telecommunications other than radio or television stations. 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy Proposed for Discussion  10-10-88 
First Reading on Proposed Policy  10-24-88 
Second Reading and Adoption  11-14-88 
Reviewed by Policy Committee  07-01-89, 10-23-00, 04-24-06, 04-26-11,  

05-15-17 



  712.10   71 

MCSD         Code No:  712.10 
May 2017 
Chapter 7 – Non-instructional Operations & Business Services 
 
Policy Title:  Student Activity Trips  
 
Student activity trips are restricted according to the following provisions. 
 
 
1. Activities that are required as a result of Athletic/ Activities Conference 

membership or by district membership in state organizations that govern school 
activities may be monetarily sponsored by combination of district general fund 
and the appropriate activity fund.  The activity fund shall be responsible for 
payment of bus driver’s salary, benefits, meals, and rooms.  The general fund and 
the activity fund shall be responsible for payment of vehicle mileage related costs. 

 
2. Activities that reach beyond the dictates of the above, such as regional 

conferences or tournaments that go beyond the normal radius of the conference 
must be approved by the administrative team.  It is to be understood that activities 
in this category shall be the financial responsibility of the activity and/or 
organization or the students thereof.  Funds for this category of activities shall be 
available in the proper activity account prior to final administrative approval of 
said trip or activity. 

 
3. Activities involving eight (8) students or fewer are encouraged to travel via 

district van and the van shall be driven by a school employee, preferably the 
activity sponsor. 

 
4. Field trips are paid out of the general fund. 
 
 
 
Date of Policy Discussion  12-14-87 
First Reading Approval  01-11-88 
Second Reading Approval  01-25-88 
Revision Date    01-27-03 
Reviewed by Policy Committee 04-24-06, 04-26-11, 05-15-17 
 



  712.11 

MCSD         Code No. 712.11 
May 2017 
Chapter 7 – Non-instructional Operations & Business Services 
 
Policy Title:  Safety Program 
 
The practice of safety shall be considered a facet of the instructional plan of the district 
schools.  It is to include instruction in traffic and pedestrian safety, driver education, fire 
prevention and emergency procedures of various natures.  Such instruction is to be geared 
appropriately for students at the different grade levels and, in addition, will be included in 
certain courses such as science and industrial arts. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Previous Date of Adoption  11-09-81 
Revision Discussion   01-26-87 
Adoption of Revision   02-09-87 
Reviewed by Policy Committee 04-24-06, 04-26-11, 05-15-17 



  712.12 

MCSD         Code No. 712.12 
May 2017 
Chapter 7 – Non-instructional Operations & Business Services 
 
Policy Title:  Emergency Plans 
 
The Maquoketa Community School District will maintain an Emergency Procedure 
Handbook.  This handbook shall include procedures that reflect the unique needs of 
handicapped pupils.  The district shall require periodical review by administrators and 
staff of these procedures. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Previous Revision Discussion  09-21-81 
First Reading    09-21-81 
Second Reading – Adoption  09-28-81 
Reviewed by Policy Committee 01-05-87, 04-24-06, 04-26-11, 05-15-17 
 



  800 

MCSD         Code No. 800 
September 2017 
Chapter 8 – Objectives of Buildings and Sites 
 
Policy Title:  Statement of Guiding Principles 
 
The primary purpose of the school building program is to provide means of achieving the 
educational objectives of the school district. 
 
The Board of Education shall have full and final responsibility for the selection of sites, 
employment of personnel, contracting for services, approval of plans, authorization and 
acceptance of bids, payment for work performed on contractual agreements, and final 
acceptance or rejection of work done.  All of the actions pertaining to the above shall be 
formalized by Board resolution after hearing the recommendations of district 
administrators and/or consultants at legal board meetings. 
 
The Superintendent shall be responsible for organizing the efforts of the various 
individuals and groups to best achieve the established educational objectives in the 
building program and for making coordinating recommendations to the Board of 
Education. 
 
 
 
 
 
 
 
 
 
Previous Date of Adoption  11-30-81 
Revision Discussion   02-23-87 
Adoption of Revision   03-09-87 
Reviewed by Policy Committee 05-08-06, 05-09-11, 12-19-11, 09-18-17 
 



 

  801.2 

MCSD         Code No. 801.2 
September 2017 
Chapter 8 – Objectives of Buildings and Sites 
 
Policy Title:  School Facilities Surveys 
 
The board may engage the services of consultants or other personnel to study the needs of 
the school district’s buildings and sites in providing the education program.  The results 
of these services will be considered in planning the education program and in making 
decisions about the improvement and acquisition of additional buildings and sites. 
 
It is the responsibility of the superintendent to make recommendation to the board 
regarding the need for such services and who should perform such services for the board. 
 
 
 
 
Legal Reference:  Iowa Code §§ 280.3, .14; 297  
 
 
Cross Reference: 103   Long-Range Needs Assessment 
   801.3 Educational Specifications for Buildings 
   801.4 Site Acquisition 
 
 
 
 
 
 
 
 
Previous Date of Adoption  11-30-81 
Revision Discussion   02-23-87 
Adoption of Revision   03-09-87 
Reviewed by Policy Committee 05-08-06, 12-19-11, 09-18-17 



 

  801.3 

MCSD         Code No. 801.3 
September 2017 
Chapter 8 – Objectives of Buildings and Sites 
 
Policy Title:  Educational Specifications for Building 
 
Buildings and sites considered for purchase or construction by the board or currently 
owned by the school district and used for the education program must meet, or upon 
improvement be able to meet, the specifications set by the board.  The board will make 
this determination. 
 
Prior to remodeling or other construction of buildings and sites, the board may appoint a 
committee of consultants, employees, citizens, or others to assist the board in developing 
the specifications for the new or improved buildings and sites.  These specifications will 
be consistent with the education program, and they will provide the architect with the 
information necessary to determine what is expected from the facility.  It is within the 
discretion of the board to determine whether a committee is appointed. 
 
The education specifications will include, but not limited to, the financial resources 
available for the project, the definition and character of classrooms, the functional use to 
be made of the rooms, description of specialized needs, and other pertinent information 
as the board deems necessary. 
 
It is the responsibility of the superintendent to make a recommendation to the board 
regarding the specifications of buildings and sites. 
 
Legal Reference: Cedar Rapids Community School District, Linn County v. City of  
   Cedar Rapids, 252 Iowa 205, 106 N.W.2d 655 (1960) 
   Iowa Code §§ 8A, 280.3, .14; 26; 297; 544A 
   1974 Op. Att’y Gen. 529 
 
 
 
Previous Date of Adoption  11-30-81 
Revision Discussion   02-23-87 
Adoption of Revision   03-09-87 
Reviewed by Policy Committee 05-08-06, 12-19-11, 09-18-17 



 

  801.4 

MCSD         Code No. 801.4 
September 2017 
Chapter 8 – Objectives of Buildings and Sites 
 
Policy Title:  Site Acquisition 
 
Sites acquired by the board will meet or, upon improvement, be able to meet the 
specifications set out by the board prior to using the site for the education program.  The 
board may meet in closed session to discuss potential purchases of sites. 
 
It is the responsibility of the superintendent to assist the board and to make 
recommendations concerning the acquisition of sites. 
 
The Superintendent of Schools shall present to the Board of Education a master site 
acquisition plan to meet the needs and purposes of the school district for future years. 
 
The master site acquisition plan shall be subject to periodic review and updating.  The 
administration may request the assistance of the school district architect, a real estate 
committee, the zoning commission, and any other urban planning organization in making 
the master site acquisition plan. 
 
It shall be the responsibility of the Board of Education to establish a priority calendar for 
the acquisition of the various sites. 
 
Elementary schools shall be centered, insofar as possible, within natural residential areas 
and located so that children do not have to cross main traffic arteries and railroads. 
 
All provisions as specified by the Code of Iowa shall be followed in site negotiation and 
acquisition. 
 
Legal Reference: Iowa Code §§ 21.5(j); 297 
 
Cross Reference: 212  Executive (closed) Session 
   705.1 Purchasing – Bidding 
    
 
 
 
 
 
 
Original Date of Adoption  11-30-81 
Revision Discussion   02-23-87 
Adoption of Revision   03-09-87 
Reviewed by Policy Committee 05-08-06, 12-19-11, 09-18-17 



  801.5   80 5  

MCSD          Code No.  801.5 
September 2017 
Chapter 8 – Objectives of Building and Site    
 
Policy Title:  Building and Grounds Maintenance, Contracting and Bidding    
 
The board supports economic development in Iowa, particularly in the school district 
community.  Construction contracts will be made in the school district community or in 
Iowa from Iowa-based companies if the bids submitted are comparable in quality and can 
be received without additional cost in comparison to those submitted by other bidders.  
The board will have the authority to approve or retain construction contracts. 
 
Public, competitive sealed bids are required for construction projects, including 
renovation and repair, with a cost exceeding the statutory minimums required by law.  
The public, competitive sealed bid requirement is waived in the case of emergency 
repairs when the repairs are necessary to prevent the closing of a school.  The AEA 
administrator will certify that the emergency repairs are necessary to prevent the closing 
of a school.  The superintendent will comply with the competitive quote process for those 
projects subject to the competitive quote law.  The superintendent will determine the 
process for obtaining quotes for projects below the competitive quote limit.  The board 
shall approve the quote for the project. 
 
The award of construction contracts will, generally, be made to the lowest responsible 
bidder.  The board, in its discretion, after considering factors relating to the construction, 
including, but not limited to, the cost of the construction, availability of service and/or 
repair, completion date, and any other factors deemed relevant by the board, may choose 
a bid other than the lowest bid.  The board will have the right to reject any or all bids, or 
any part thereof, and to enter into the contract or contracts deemed to be in the best 
interests of the school district. 
 
It is the responsibility of the superintendent to make a recommendation and the reason for 
it to the board for construction contract bids.  The superintendent or board secretary shall 
recommend, to the board, which bid to accept. 
 
Legal Reference: Iowa Code §§ 26; 72; 73; 297.7-.8 
 
 
Previous Date of Adoption  11-30-81 
Adopted    01-28-02 
Revision    01-28-02 
Reviewed by Policy Committee 05-08-06, 11-13-06, 12-19-11, 09-18-17 
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Chapter 8 – Objectives of Buildings and Sites 
 
Policy Title:  Selection of an Architect 
 
Architects shall be interviewed by the Superintendent and all other personnel designated 
by him/her.  His/her recommendation shall be presented to the Board of Education for 
their consideration and official approval. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Previous Date of Adoption  11-30-81 
Revision Discussion   02-23-87 
Adoption of Revision   03-09-87 
Reviewed by Policy Committee 05-08-06, 12-19-11, 07-17-17, 09-18-17 
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Chapter 8 – Objectives of Buildings and Sites 
 
Policy Title:  Preliminary Building Specifications 
 
The architect shall proceed with preparation of the preliminary plans and specifications 
after receiving authorization from the Board of Education. 
 
The Superintendent shall provide the architect with educational specifications, financial 
data, and other pertinent information necessary to his/her planning. 
 
The architect shall make revisions to the plans until a consensus of opinion is reached and 
approval is given by the Board of Education. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Previous Date of Adoption  11-30-81 
Revision Discussion   02-23-87 
Adoption of Revision   03-09-87 
Reviewed by Policy Committee 05-08-06, 12-19-11, 09-18-17 
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Chapter 8 – Objectives of Buildings and Sites 
 
Policy Title:  Final Building Specifications 
 
The architect shall proceed with preparation of the final working drawings, 
specifications, and contract documents after receiving authorization from the Board of 
Education. 
 
The Superintendent, staff, and Board of Education shall continue to provide information 
and decisions necessary for the architect to finalize the plans. 
 
It shall be the responsibility of the architect to obtain approval of the final plans by the 
Department of Education, State Fire Marshall, Local Building Authorities, and the Board 
of Education before releasing the plans for bid purposes. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Previous Date of Adoption  11-30-81 
Revision Discussion   02-23-87 
Adoption of Revision   03-09-87 
Reviewed by Policy Committee 05-08-06, 12-19-11, 09-18-17 
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Chapter 8 – Objectives of Buildings and Sites 
 
Policy Title:  Financing Sites and Construction  
 
 
The Board of Education shall utilize such means of financing construction and site 
purchase as needed and allowed by the Code of Iowa.  Possibilities include bond issues, 
the Physical Plant and Equipment Levy (PPEL), Local Option Sales and Service Taxes 
(LOSST), and the Playground Levy. The Board may also utilize money received from 
gifts and money derived from the sale of school facilities and/or sites. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Previous Date of Adoption  03-09-87 
Revision Discussion   07-19-93 
First Reading on Revision  07-19-93 
Adoption of Revision   08-09-93 
Reviewed by Policy Committee 05-08-06, 12-19-11, 09-18-17 
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Chapter 8 – Objectives of Buildings and Sites 
 
Policy Title:  Maintenance of Buildings and Grounds  
 
 
The routine weekly and daily maintenance of buildings and grounds is to be carried out 
under the direction of the Director of Transportation/Manager of Support Operations. 
 
The school district buildings and sites, including the grounds, buildings and equipment, 
will be kept clean and in good repair.  Employees should notify the building principal 
when something is in need of repair or removal, including graffiti. 
 
It is to be understood that this routine maintenance can best be achieved through close 
cooperation between the building principal and the Director of Transportation/Manager 
of Support Operations. 
 
Such long range building and maintenance care as involves major expenditures for 
remodeling and repairs are to be developed into a five year plan by the Superintendent of 
Schools in cooperation with the Director of Transportation/Manager of Support 
Operations, other administrators, faculty and maintenance personnel. 
 
 
 
Legal Reference:  Iowa Code §§ 279.8; 280.3, .14 
    
 
Cross Reference: 502.2  Care of School Property/Vandalism 
   502.5  Student Lockers 
 
 
 
 
 
Previous Date of Adoption  03-09-87 
Revision Discussion   07-19-93 
First Reading on Revision  07-19-93 
Adoption of Revision   08-09-93 
Reviewed by Policy Committee 05-08-06, 12-19-11, 09-18-17 
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Chapter 8 – Objectives of Buildings and Sites 
 
Policy Title:  Requests for Improvements 
 
 
Generally, except for emergency situations, requests for improvements or repairs are 
made thru proper lines of authority and the proper sequence of organization.  
Requirements for requests outlined in the maintenance schedule will be followed. 
 
Minor improvements, not exceeding a cost of $10,000, may be approved by the 
superintendent.  Improvements exceeding $10,000 must be approved by the board.  
Routine maintenance and repairs outlined in the maintenance schedule will be followed. 
 
 
Legal Reference: Iowa Code §§ 279.8; 280.3, .14  
 
Cross Reference: 802.1 Maintenance Schedule 
   802.3 Emergency Repairs 
 
 
 
 
 
 
 
 
 
Previous Date of Adoption  05-12-75 
Revision Discussion   02-23-87 
Adoption of Revision   03-09-87 
Reviewed by Policy Committee 05-08-06, 12-19-11, 09-18-17 
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Chapter 8 – Objectives of Buildings and Sites 
 
Policy Title:  Emergency Repairs 
 
In the event an emergency requiring repairs in excess of $25,000 to a school facility are 
necessary to correct or control the situation and to prevent the closing of school, the 
provisions relating to bidding will not apply. 
 
It is the responsibility of the superintendent to obtain certification from the area education 
agency (AEA) administrator stating such repairs in excess of $25,000 were necessary to 
prevent the closing of school. 
 
It is the responsibility of the superintendent to notify the board as soon as possible 
considering the circumstances of the emergency. 
 
Legal Reference: Iowa Code §§ 26.3; 280.3, .14; 297.8 
 
Cross Reference: 705.1  Purchasing – Bidding 
   802.1 Maintenance of Buildings and Grounds 
 
 
 
 
 
Previous Date of Adoption  11-30-81 
Revision Discussion   02-23-87 
Adoption of Revision   03-09-87 
Reviewed by Policy Committee 05-08-06, 12-19-11, 09-18-17 
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Chapter 8 – Objectives of Buildings and Sites 
 
Policy Title:  Capital Assets  

 
The school district will establish and maintain a capital assets management system for reporting 
capitalized assets owned or under the jurisdiction of the school district in its financial reports in 
accordance with generally accepted accounting principles (GAAP) as required or modified by law; to 
improve the school district's oversight of capital assets by assigning and recording them to specific 
facilities and programs and to provide for proof of loss of capital assets for insurance purposes.  
 
Capital assets, including tangible and intangible assets, are reported in the government-wide financial 
statements (i.e. governmental activities and business type activities) and the proprietary fund financial 
statements.  Capital assets reported include school district buildings and sites, construction in progress, 
improvements other than buildings and sites, land and machinery and equipment.  Capital assets reported 
in the financial reports will include individual capital assets with an historical cost equal to or greater than 
$2,500.00.  The Federal regulations governing school lunch programs require capital assets attributable to 
the school lunch program with a historical cost of equal to or greater than $500 be capitalized.  
Additionally, capital assets are depreciated over the useful life of each capital asset.   
 
All intangible assets with a purchase price equal to or greater than $100,000.00 with useful life of two or 
more years, are included in the intangible asset inventory for capitalization purposes.  Such assets are 
recorded at actual historical cost and amortized over the designated useful lifetime applying a straight-line 
method of depreciation.  If there are no legal, contractual, regulatory, technological or other factors that 
limit the useful life of the asset, then the intangible asset needs to be considered to have an indefinite 
useful life and no amortization should be recorded. 
 
This policy applies to all intangible assets.  If an intangible asset that meets the threshold criteria is fully 
amortized, the asset must be reported at the historical cost and the applicable accumulated amortization 
must also be reported.  It is not appropriate to “net” the capital asset and amortization to avoid reporting.   
For internally generated intangible assets, outlays incurred by the government's personnel, or by a third-
party contractor on behalf of the government, and for development of internally generated intangible 
assets should be capitalized. 

 
The capital assets management system must be updated annually to account for the addition/acquisition, 
disposal, relocation/transfer of capital assets.  It is the responsibility of the superintendent to count and 
reconcile the capital assets with capital assets management system on June 30 each year. 
 
It is the responsibility of the superintendent to develop administrative regulations implementing this 
policy.  It will also be the responsibility of the superintendent to educate employees about this policy and 
its supporting administrative regulations.    
 
Legal Reference: Iowa Code §§ 257.31(4); 279.8; 297.22-.25; 298A 
 
Cross Reference:   709 Insurance Program 
   701.3 Financial Accounting System 
 
Adoption of Policy   01-28-02 
First Reading    01-28-02 
Second and Final Reading  02-04-02 
Reviewed by Policy Committee  05-22-06, 08-09-10, 12-19-11, 09-18-17 
 
 
 



  802.4 

Code No. 802.4R1 
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A. Capital assets management team. 
 

1. The superintendent will appoint a capital assets management team.  Members of 
the capital assets management team will include: 

  a. Superintendent, chair; 
  b. Business Coordinator; 
  c. Building principals; 
  d. Transportation director; 
  e. One or more facility maintenance personnel; 
  f. One or more technology personnel; and   
  g. Others deemed necessary by the superintendent. 
 

2. The superintendent in conjunction with the capital assets management team, shall: 
  a. Conduct the fixed assets physical count; 
  b. Develop the fixed assets listing; 

c. Tag fixed assets included in the fixed assets management system with a 
bar code identification number;   

d. Make a recommendation of a computer software program for managing 
the fixed assets management system; 

e. Enter the necessary data into the fixed assets management system and 
compile the appropriate reports; 

f. Develop forms and procedures for maintaining the integrity of the fixed 
assets management system; and 

  g. Maintain responsibility for an accurate fixed assets management system.   
 
B. Determining historical cost. 
 

1. The historical cost of a capital asset is based on the actual costs expended in 
making the capital assets serviceable.  For the initial capital assets listing of 
currently owned capital assets, records indicating the actual costs expended in 
making the capital assets serviceable may be available in the central 
administrative office. 

  
2. Gifts of capital assets are valued at the estimated fair market value on the 

addition/acquisition date.   
  

3. Fixed assets purchased under a capital lease are valued at historical cost of the net 
present value of the minimum lease payments on the addition/acquisition date. 

  
4. The historical cost of capital assets in the proprietary funds must include 

capitalized interest and infrastructure. 
  
 5. Fixed assets for which the historical cost cannot be determined. 

a. Search board minutes to determine the approximate acquisition date, 
contract approval date or project approval date.   
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CAPITAL ASSETS REGULATION 
 

b. Search central administrative office records at the time of the presumed 
addition/acquisition date, including those in storage, on microfiche or 
archives, to determine the actual costs expended in making the fixed assets 
serviceable. 

c. If no records can be found to determine the actual costs expended in 
making the fixed assets serviceable the school district may estimate the 
historical cost using back trending/standard costing after consulting with 
the school auditor. 

 
C. Annual capital assets listing reconciliation.  
 

1. The superintendent in conjunction with the capital assets management team, will 
conduct an annual capital assets physical count to develop the annual capital 
assets listing in a manner similar to the initial capital assets listing process in B 
above.  Occasionally, someone other than the person in custody of the capital 
assets in the building/department/room will perform the capital assets physical 
count for the building/department/room.  

 
2. Upon completion of the annual capital assets listing, the capital assets listing is 

reconciled to the capital assets management system data base. 
 

3. Capital assets found to have been excluded from the data base are added to the 
capital assets management system.  The capital assets management system 
process is reviewed to prevent future incidents of excluding a capital asset.  

 
4. Capital assets unaccounted for are reported to the superintendent who contacts the 

supervisor of and the employee/person in charge/control/custody of the capital 
asset.  The employee/person in charge/control/custody of the capital asset has 
thirty days to account for the capital asset.  

 
5. Capital assets unaccounted for after thirty days are reported to the superintendent 

for appropriate action and documentation.  "Appropriate action" may include 
discipline, up to and including discharge, and may require the employee/person in 
charge/ control/custody of the capital asset to replace the asset. 

 
6. The superintendent is responsible for documenting the reasons each asset was not 

reconciled to the capital assets management system. 
 
 
D. Addition/acquisition of machinery and equipment capital assets.   
 

1. The school district's required purchasing administrative regulations and 
procedures must be followed to acquire machinery and equipment capital assets.   
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The school district's required administrative regulations and procedures must be 
followed for receiving a gift of machinery and equipment capital assets.    

  
2. The Machinery and Equipment capital assets Addition/Acquisition Form must be 

completed for each additional machinery and equipment capital assets with an 
addition/acquisition cost of equal to or greater than $2,500 or $500 for proprietary 
funds.  The following information must be collected  

   a. Name of location-building/department/room; 
   b. Location-building/department/room code; 
   c. Balance sheet accounting/class code; 

d. General capital assets account group or proprietary fund asset 
(name proprietary fund); 

   e. Addition/acquisition date; 
   f. Check/purchase order number or gift; 

g. Bar code identification number assigned to and placed on the 
capital asset; 

   h. Serial/model number; 
   i. Cost-historical; 
   j. Fair market value on acquisition date (donated capital assets only); 
   k. Estimated useful life (for proprietary funds only); 
   l. Vendor; 
   m. Purchasing fund and function; 
   n. Description of capital asset; 
   o. Department/person charged with custody,  
   p. Method of addition/acquisition-purchase, trade, gift etc.,  
   q. Quantity; 
   r. Replacement Cost; 
   s. Addition/acquisition authorization; and, 
   t. Function of depreciation. 
     

3. Machinery and equipment capital assets acquired in a month must be entered into 
the capital assets management system in the fiscal year purchased. 

 
 

E. Addition/acquisition of real property capital assets.   
 

1. The school district's required purchasing administrative regulations and 
procedures must be followed to acquire a real property capital asset.  The school 
district's required administrative regulations and procedures must be followed for 
receiving a gift of a real property capital asset.    

  
2. A Capital Assets Addition/Acquisition Form must be completed for each 

additional real property capital asset.  The following information must be 
collected  

   a. Addition/acquisition date; 
   b. Seller; 

Code No. 802.4R1 
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c. Cost-historical/addition/acquisition, cost including legal, architect, 

surveying and related fees; 
   d. Balance sheet accounting/class code; 

e.   Fair market value on a requisition date (donated capital assets 
only); 

  f. Estimated useful life of buildings (for proprietary funds only); 
   g. Legal description, 
    h. Location/address; and 
   i. Addition/acquisition authorization. 
 

3. For real property capital assets in the general capital assets account group, the 
actual costs of construction in progress, other than infrastructure, is entered into 
the capital assets management system in the month in which costs are incurred 
until the total cost of addition/acquisition is entered.  Upon completion of 
construction, the total costs accumulated over the period of construction are 
reclassified to buildings.  

 
4. For real property capital assets in the proprietary funds, the actual costs of 

construction in progress, including infrastructure construction, is entered into the 
capital assets management system in the month in which costs are incurred until 
the total cost of addition/acquisition is entered.  Upon completion of construction, 
the total costs accumulated over the period of construction are reclassified to 
buildings.  

 
5. Real property capital assets acquired in a month must be entered into the capial 

assets management system in the fiscal year purchased. 
 
F. Relocation/transfer/disposal of machinery and equipment capital assets. 
 

1. A Capital Assets Disposal Form must be completed prior to removing/disposing 
of machinery and equipment capital assets from their current location and/or 
disposal /sale of real property.  The following information must be collected: 

  a. Relocation/transfer date; 
  b. Quantity; 
  c. Bar code identification number;  
  d. Current location-building/department/room code; 
  e. Name of current location-building/department/room; 
  f. New location-building/department/room code; 
  g. Name of new location-building/department/room; 
  h. Date placed at new location-building/department/room; 
  i. Department/person charged with custody;  
  j. Relocation/transfer authorization;  
  k. Disposal method-junk, trade, sale, trade-in, etc. 
  l. Employee/person discovering; 
  m. Filing of police report – yes or no; 
  n. Filing of insurance report – yes or no; 
  o. Sent for repair – yes or no; 
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  p. Date returned from repair; and  
  q. Date returned to location-building/department/room. 
 

2. Machinery and equipment capital assets relocated/transferred in a month must be 
entered into the capital assets management system in the fiscal year of disposal or 
transfer. 

 
G. Lost, damaged or stolen capital assets.  
 
 1. A Lost, Damaged or Stolen Capital Assets Report must be completed when a capital 

asset has been lost, damaged or stolen. The following information must be collected: 
  
  a. Date of loss, damage or theft; 
  b.  Employee/person discovering;  
  c. Quantity; 
  d.  Description of capital asset; 
  e.  Bar code tag identification number;  
  f.  Location-building/department/room;  
  g.  Description of loss, damage, etc.; 
  h.  Filing of police report-yes or no; 
  i.  Filing of insurance report-yes or no; 
  j.  Sent for repair-yes or no; 
  k.  Date returned from repair; 
  l.  Date returned to location-building/department/room;  
  m.  Department/person charged with custody; and, 
  n.  Authorization.  
  
 2.  Capital assets damaged, lost or stolen in a month must be entered into the capital 

assets management system in the same month. 
 
H. Capital assets reports.   
 
 1. Annual reports for June 30 each year. 
  a. Capital assets listing including the following items for the school auditor: 
   (1) Balance sheet accounting/class code; 
   (2) Purchasing fund, function and depreciation function; 
   (3) Bar code tag identification number; 
   (4) Description of the fixed asset; 
   (5) Historical cost or other; 
   (6) Location; 
   (7) Current year depreciation/expense; and 
   (8) Accumulated depreciation/amortization. 
  b. Capital assets listing by location/building; 

c. Capital assets listing by department/employee/person charged with 
custody; and 

  d. Capital assets listing by replacement cost. 
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Back trending/standard costing - an estimate of the historical original cost using a known 
average installed cost for like units as of the estimated addition/ acquisition date.  This cost is 
only applied to the capital assets initially counted upon implementation of the capital assets 
management system when the historical original cost cannot be determined.  It is inappropriate to 
apply the back trending/standard costing method to any capital assets acquired after the assets 
management system implementation date. 
 
Balance sheet accounting/class codes - the codes set out for assets in the Iowa Department of 
Education Uniform Accounting Manual.  They are:  200-capital assets; 211- land and land 
improvements; 221-site improvements; 222-accumulated depreciation on site improvements; 
231-buildings and building improvements; 232-accumulated depreciation on buildings and 
building improvements; 241-machinery and equipment; 242-accumulated depreciation on 
machinery and equipment, 251-works of art and historical treasures; 252-accumulated 
depreciation on works of art and historical treasures, 261-infrastructure, 262-accumulated 
depreciation on infrastructure, and 271-construction in progress. 
 
Book value - the value of capital assets on the records of the school district, which can be the 
cost or, the cost less the appropriate allowances, such as depreciation. 
 
Buildings and building improvements - a capital assets account reflecting the 
addition/acquisition cost of permanent structures owned or held by a government and the 
improvements thereon.  
 
Business-type activities – one of two classes of activities reported in the government-wide 
financial statements.  Business-type activities are financed in the whole or in part by fees charged 
to external parties for goods or services.  These activities are usually reported in enterprise funds.  
 
Capital expenditures/expenses - expenditures/expenses resulting in the addition/acquisition of 
or addition/acquisition to the school district's capital assets. 
 
Capital assets - Capital assets with a value of equal to or greater than ($ 
capitalization threshold) based on the historical cost include:  long-lived assets obtained or 
controlled as a result of past transactions, events or circumstances.  Capital assets include 
buildings, construction in progress, improvements other than facilities, land, machinery and 
equipment, and intangible assets. 
 
Capitalization policy - the criteria used by the school district to determine which capital assets 
will be reported as capital assets on the school district’s financial statements and records 
 
Capitalization threshold - The dollar value at which a government elects to capitalize tangible 
or intangible assets that are used in operations and that have initial useful lives extending beyond 
a single reporting period. 
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Capitalized interest - interest accrued and reported as part of the cost of the capital assets during 
the construction phase of a capital project.  The construction phase extends from the initiation of 
pre-construction activities until the time the asset is placed in service.   

 
CAPITAL ASSETS MANAGEMENT SYSTEM DEFINITIONS 

 
Construction in progress - buildings in the process of being constructed other than 
infrastructure. 
 
Cost - the amount of money or other consideration exchanged for goods or services. 
 
Depreciation/Amortization - expiration in the service life of capital assets, other than wasting 
assets, attributable to wear and tear, deterioration, action of the physical elements, inadequacy 
and obsolescence.  In accounting for depreciation/amortization, the cost of a capital asset, less 
any salvage value, is prorated over the estimated service life of such an asset, and each period is 
charged with a portion of such cost. 
 
Fixtures - attachments to buildings that are not intended to be removed and cannot be removed 
without damage to the buildings.  Those fixtures with a useful life presumed to be as long as that 
of the building itself are considered a part of the building.  Other fixtures are classified as 
machinery and equipment.   
 
General capital assets - capital assets that are not capital assets of any fund, but of the 
governmental unit as a whole.  Most often these capital assets arise from the expenditure of the 
financial resources of governmental funds. 
 
General capital assets account group (GFAAG) - a self-balancing group of accounts 
established to account for capital assets of the school district, not accounted for through specific 
proprietary funds. 
 
Government activities – activities generally financed through taxes, intergovernmental 
revenues, and other non-exchange revenues.  These activities are usually reported in 
governmental funds and internal service funds. 

 
Government-wide financial statements – Financial statements that incorporate all of a 
government's governmental and business-type activities, as well as its nonfiduciary component 
units.  There are two basic government-wide financial statements the statement of net assets and 
the statement of activities.  Both basic government-wide financial statements are presented using 
the economic resources measurement focus and the accrual basis of accounting. 
 
Historical (acquisition) cost - the actual costs expended to place a capital asset into service.  For 
land and buildings, costs such as legal fees, recording fees, surveying fees, architect fees and 
similar fees are included in the historical cost.  For machinery and equipment, costs such as 
freight and installation fees and similar fees are included in the historical cost. 
 
Improvements – In addition made to, or change made in, a capital asset, other than 
maintenance, to prolong its life or to increase the efficiency or capacity.  The cost of the addition 
or change is added to the book value of the asset. 
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Improvements other than buildings - attachments or annexation to land that are intended to 
remain so attached or annexed, such as sidewalks, trees, drives, tunnels, drains and sewers.  
Sidewalks, curbing, sewers and highways are sometimes referred to as "betterments," but the 
term "improvements" is preferred. 
 
Infrastructure – long-lived capital assets that normally are stationary in nature and normally 
can be preserved for a significantly greater number of years than most capital assets.  Examples 
of infrastructure assets include; roads, bridges, tunnels, drainage systems, tater and sewer 
systems, dams, and lighting systems.  
 
Investment in general capital assets - an account in the GFAAG representing the school 
district's investment in general capital assets. The balance in this account generally is subdivided 
according to the source of the monies that finance the capital assets addition/acquisition, such as 
general fund revenues and special assessments.   
 
Land and buildings - real property owned by the school district. 
 
Machinery and equipment - capital assets which maintain their identity when removed from 
their location and are not changed materially or consumed immediately (e.g., within one year) by 
use.  Machinery and equipment are often divided into specific categories such as:  transportation 
machinery and equipment which includes school buses and school district owned automobiles, 
trucks and vans; other motor machinery and equipment which includes lawn maintenance 
machinery and equipment, tractors, motorized carts, maintenance machinery and equipment, 
etc.; other machinery and equipment which includes furniture and machinery and equipment 
contained in the buildings whose original cost is equal to or greater than ($ 
capitalization threshold), and capital assets under capital leases and capital assets being acquired 
under a lease/purchase agreement.  
 
Proprietary funds – Funds that focus on the determination of operating income, changes in net 
assets (or cost recovery), financial position, and cash flows.  There are two different types of 
proprietary funds:  enterprise funds and internal service funds. 
 
Replacement cost - the amount of cash or other consideration required today to obtain the same 
capital assets or its equivalent. 
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Policy Title:  Buildings and Sites Adaptation for Persons with Disabilities 
 
The board recognizes the need for access to its buildings and sites by persons with 
disabilities.  School district buildings and sites currently in use will be altered to be 
accessible to persons with disabilities unless the alteration would cause an undue 
hardship for the school district.  Renovated and new buildings and sites will be accessible 
to persons with disabilities. 
 
It is the responsibility of the superintendent, upon board approval, to take the necessary 
action to ensure school district buildings and sites are accessible to persons with 
disabilities. 
 
Legal Reference: Iowa Code §§ chs. 104A; 216  
   29 U.S.C. §§ 621-634 et seq. 
   42 U.S.C. §§ 12101 et seq. 
 
Cross Reference: 102 Equal Educational Opportunity 
   603.3 Special Education Programs and Services 
 
 
 
Adoption of Policy  05-08-06  
First Reading of Policy 05-08-06 
Second and Final Reading 05-22-06, 12-19-11, 09-18-17 
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Policy Title:  Building and Grounds Management 
 
The care, custody, and safekeeping of all school property shall be the general 
responsibility of the Manager of Support Operations.   The manager shall be responsible 
for (a) the constant review of school building needs and, when a building program has 
been approved by the Board of Education, for the supervision of new construction; (b) 
maintenance of building and grounds property; (c) employment and training of 
maintenance personnel; (d) long range building and grounds management. 
 
The building principals shall retain the co-responsibility for overseeing and supervising 
custodial employees in their building. 
 
 
 
 
 
 
 
 
 
 
 
 
 
Previous Date of Adoption  11-09-81 
Revision Discussion   01-26-87 
Adoption of Revision   02-09-87 
Reviewed by Policy Committee 05-08-06, 12-19-11, 09-18-17 
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Policy Title: Disposal of School Furniture, Materials, and Equipment 
 
School property, such as equipment, furnishings, or supplies (hereafter equipment), will be disposed of 
when it is determined to be of no further use to the school district.  It is the objective of the school 
district in disposing of the equipment to achieve the best available price or most economical disposal. 
 
Obsolete equipment having a value of less than $5,000 will be sold or disposed of in a manner 
determined by the board.  Obsolete equipment may be sent to the warehouse only with the written 
authorization of the Business Manager.  Equipment or material determined to have no monetary value 
may be discarded if approved by the building principal or department manager and the Business 
Manager.  Materials and equipment admitted to the warehouse shall be listed on an inventory record 
prepared by the Business Manager. 
 
A copy of the inventory record shall be sent annually to all schools and shall be reviewed annually by 
the Superintendent and the Business Manager.  This review will determine which items may be 
recommended for sale at either a forthcoming auction or at public bid, or as a trade-in credit toward 
new equipment purchases.  The sale list must be approved by the Board of Education prior to public 
auction or public bid.  However, the sale of equipment, furnishings or supplies disposed of in this 
manner will be published in the newspaper of general circulation.  The publication of the sale or 
disposition will be published with at least one insertion each week for two consecutive weeks.  Any 
other disposition may be done in any other manner so with only one insertion in same newspaper. 
 
A public hearing will be held regarding the disposal of the equipment with a value of $5,000 or more 
prior to the board’s final decision.  The board will adopt a resolution announcing the proposed sale and 
will publish notice of the time and place of the public hearing and the description of the property will 
be in the resolution.  Notice of the public hearing will be published at least once, but not less than 10 
days and not more than 20 days, prior to the hearing date.  Upon completion of the public hearing, the 
board may dispose of the equipment. 
 
Experts may be employed on a fee basis to appraise and evaluate specialized materials and equipment. 
 
Items with an appraised value of more then $300.00 must have authorization by the Business Manager 
and the Board of Education for acceptance of a price less than the appraised value. 
 
District receipts shall be issued per all items sold and all sales shall be noted on the inventory record. 
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September 2017 
Chapter 8 – Objectives of Buildings and Sites 
 
Policy Title: Disposal of School Furniture, Materials, and Equipment 
 
School property, such as equipment, furnishings, or supplies (hereafter equipment), will be disposed of 
when it is determined to be of no further use to the school district.  It is the objective of the school 
district in disposing of the equipment to achieve the best available price or most economical disposal. 
 
Obsolete equipment having a value of less than $5,000 will be sold or disposed of in a manner 
determined by the board.  Obsolete equipment may be sent to the warehouse only with the written 
authorization of the Business Manager.  Equipment or material determined to have no monetary value 
may be discarded if approved by the building principal or department manager and the Business 
Manager.  Materials and equipment admitted to the warehouse shall be listed on an inventory record 
prepared by the Business Manager. 
 
A copy of the inventory record shall be sent annually to all schools and shall be reviewed annually by 
the Superintendent and the Business Manager.  This review will determine which items may be 
recommended for sale at either a forthcoming auction or at public bid, or as a trade-in credit toward 
new equipment purchases.  The sale list must be approved by the Board of Education prior to public 
auction or public bid.  However, the sale of equipment, furnishings or supplies disposed of in this 
manner will be published in the newspaper of general circulation.  The publication of the sale or 
disposition will be published with at least one insertion each week for two consecutive weeks.  Any 
other disposition may be done in any other manner so with only one insertion in same newspaper. 
 
A public hearing will be held regarding the disposal of the equipment with a value of $5,000 or more 
prior to the board’s final decision.  The board will adopt a resolution announcing the proposed sale and 
will publish notice of the time and place of the public hearing and the description of the property will 
be in the resolution.  Notice of the public hearing will be published at least once, but not less than 10 
days and not more than 20 days, prior to the hearing date.  Upon completion of the public hearing, the 
board may dispose of the equipment. 
 
Experts may be employed on a fee basis to appraise and evaluate specialized materials and equipment. 
 
Items with an appraised value of more then $300.00 must have authorization by the Business Manager 
and the Board of Education for acceptance of a price less than the appraised value. 
 
District receipts shall be issued per all items sold and all sales shall be noted on the inventory record. 
 

Procedures for Disposal 
 

Equipment when feasible, may be applied as trade-in credit toward the purchase of new equipment. 
 
All furniture, materials, and equipment, noted for sale on the inventory record will be sold during a 
public sale, at public auction, or by public bid. 
 
Public auctions or public bids will be arranged by the Business Manager. 
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September 2017 
Chapter 8 – Objectives of Buildings and Sites 
 
Policy Title:  Disposal of School Furniture, Materials, and Equipment, continued 
 
No employees of the district, board members, or members of their immediate families shall be allowed 
to purchase school materials and equipment except at an auction or by a formal bid at which time the 
public also participates. 
 
The purchaser shall have the responsibility of removing the purchased property at no cost to the 
District. 
 
 
 
 
Legal Reference: Iowa Code §§ 297.22-.25 
 
 
Cross Reference: 705.1  Purchasing –Bidding Policy  
 
 
New Policy for Discussion  06-12-89 
First Reading on Policy  06-26-89 
Second and Final Reading  07-17-89 
Reviewed by Policy Committee 05-08-06, 12-19-11, 07-21-14, 09-18-17 
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Maquoketa Community School District 
Fixed Asset Disposal / Transfer Form 

 
 

REQUEST TO: __________ Dispose  __________Transfer 
 
Date:  _______________    Requested by:  ____________________________ 
 
FROM:      TO:   Dumpster/Garbage: ____________ 
 
Location: ________________Site #: ______  Location / Storage Shed:________Site #:_______ 
 
Bldg. Lv. Code/Map #: _________________ Bldg. Lv. Code/Map #: _____________________ 
 
Function #:__________________________  Function #:_______________________________ 
 
 
Asset Tag Number: _______________________ Quantity: ____________________________ 
 
Manufacturer: ___________________________ Model: ______________________________ 
 
Serial Number:  __________________________ Make: _______________________________ 
 
Description: ____________________________________________________________________ 
 
_______________________________________________________________________________ 
SPECIAL NOTES TO MAINTENANCE / CENTRAL OFFICE: 
_________________________________________________________________________________________ 
 
_________________________________________________________________________________________ 
 
Approval by Administrator: ______________________________     Date: __________________ 
 
Remove pick copy for your records, send all remaining copies to Central Office for distribution. 
 
*THIS APPROVED FORM WILL SERVE AS THE WORK ORDER TO MOVE THE ASSET. 
 
 
 

C.O use only: 
 
Date sent to Maintenance: ____________________ 
 (yellow copy) 
 
White:  Central Office 
Yellow:  Maintenance 
Gold: Administrator (of bldg receiving the asset) 
Pink:  Administrator (of bldg asset is leaving) 
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Chapter 9 – School-Community Relations 
 
Policy Title:  Statement of Guiding Principles 
 
The Board of Education, in an effort to ensure and enhance the possibilities for 
excellence in the education of our children in a free society, endorses the following 
statement of policy on school and community relations. 
 
The Board of Education believes that the public schools belong to the people who created 
them by consent, and support them by taxation.  The schools are only as strong as the 
intelligent and informed support of the people of the community.  The support of the 
people must be based upon their knowledge of, their understanding of, and their 
participation in the aims and efforts of the public schools. 
 
The Board of Education declares its intent to: 
 
1. Keep the citizens of the district regularly informed through all the channels of 

communications on the policies, programs, problems, and planning of the school 
system.  This policy is to be accomplished by its own efforts and the offices of the 
Superintendent of Schools. 

2. Invite the advice and counsel of the people of the school district at all times and 
especially at all regular and special meetings of the Board of Education, except at 
executive sessions. 

3. Solicit the thinking and advice of the people through advisory committees 
selected from the community and appointed by this Board of Education to 
consider these problems which vitally affect the future of our children. 

 
The Superintendent of Schools shall be responsible for initiating and administrating a 
continuous program of communication within the district.  He/she shall utilize needed 
school personnel and all media available in discharging this responsibility. 
 
 
 
 
Previous Date of Adoption  02-08-82 
Revision Discussion   02-23-87 
Adoption of Revision   03-09-87 
Reviewed by Policy Committee 05-22-06, 01-24-12, 09-18-17 
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Chapter 9 – School-Community Relations 
 
Policy Title Examination of Public Records  
   
Public records of the school district may be viewed by the public during the regular business hours of 
the administrative office of the school district.  These hours are 8:00 A.M. to 4:00 P.M. Monday 
through Friday, except for holidays and recesses. 
 
The board secretary will be the custodian of school district and board records.  The examination and/or 
copying of public records must be done under the supervision of the lawful custodian of the records. 
 
Persons wishing to view the school district’s public records will contact the board secretary and make 
arrangements for the viewing.  The board secretary will make arrangements for viewing the records as 
soon as practicable, depending on the nature of the request. 
 
Persons wanting copies may be assessed a fee for the copy.  Persons wanting compilation of data may 
be assessed a fee for the time of the school district employee to compile such data.  Fees for copies will 
be assessed at a rate of $.20 a copy.  Employee’s hourly rate will be figured at $20.00/hr. 
 
Pursuant to Iowa law, the board has determined certain records need to be confidential as their 
disclosure could jeopardize the safety of persons or property and include, but are not limited to, the 
following: 
 

• Security Procedures 
• Emergency preparedness procedures 
• Evacuation procedures 
• Security codes and passwords 

 
It is the responsibility of the board secretary to maintain accurate and current records of the school 
district.  It is the responsibility of the board secretary to respond in a timely manner to requests for 
viewing and receiving public information of the school district. 
 
Legal Reference:  Iowa Code §§21.4, 22.7, 291.6 (2011). 
    1980 Op. Att’y Gen. 88. 
    1972 Op. Att’y Gen. 158. 
    1968 Op. Att’y Gen. 656. 
 
Previous Date of Adoption  04-24-89 
Revision Discussion   11-11-96 
First Reading on Revision  11-11-96 
Second Reading and Adoption 12-09-96 
Reviewed by Policy  Committee 07-18-05, 05-22-06, 11-13-06, 01-24-12, 03-23-15, 09-18-17 
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Chapter 9 – School-Community Relations 
 
Policy Title:  Public Communications:  Releases to News Media; Board Matters 
 
The Board of Education believe that one of the paramount responsibilities of a board of 
education is to keep the public informed of its problems, deliberations, policies, and 
actions.  Therefore, the Board encourages the attendance of press representatives at all 
open meetings. 
 
A copy of the agenda will be sent in advance to members of the working press who 
request it.  Additionally, all reports approved by the Board shall be considered matters of 
official record and shall also be made available to the press.  However, reports-in-
progress on which the Board has taken no final action shall be released only upon the 
Board’s authority as “tentative reports”. 
 
In order that the Board may transact its business with dispatch, questions from the press 
will not be encouraged while meetings are in progress. 
 
When individual Board members receive requests from news media representatives for 
information about Board meetings, members shall refer the information-seekers to the 
Board President who is the spokesperson for the Board of Education except as he/she 
specifically delegates this responsibility to others.  The superintendent is the 
spokesperson for school district.   
 
Legal Reference:  Iowa Code §§ 21.4; 22; 279.8 (2011) 
 
 
Previous Date of Adoption  02-08-82 
Revision Discussion   02-23-87 
Adoption of Revision   03-09-87 
Reviewed by Policy Committee 05-22-06, 01-24-12. 09-18-17 
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Policy Title:  Public Communications:  Releases to News Media; Internal School News 
 
The Maquoketa Community Schools belong to and are operated for the benefit of the 
citizens of the district. 
 
The superintendent will determine when a news release about internal school district and 
board matters will be issued.  In making this determination, the superintendent will strive 
to keep the media and the school district community accurately and objectively informed.  
Further, the superintendent will strive to create and maintain a positive image for the 
school district.   
 
Information concerning the school and its operation is public information.  The news 
media represent the public interest in reporting information concerning the school.  It is 
in the interest of both the educational community and the citizens that there be free and 
open communications at all times with news media. 
 
Individuals should feel free to contact and to be contacted by news media personnel at 
any time.  Individuals so contacted should feel free to respond within the realm and scope 
of their personal responsibility and knowledge.  Individuals should not answer for other 
offices and discuss topics with which they are not familiar or topics which are outside 
their scope of responsibility. 
 
Such access is important to maintaining and building continuing public confidence in the 
Maquoketa Community Schools.  The Superintendent of Schools or a delegated assistant, 
or assistants, will be responsible for clearance of all news releases originating from the 
school.  Routine matters such as Cardinal Countdown and Coaches’ Talk Shows 
normally do not need such clearance unless the topics involve school board policies or 
decisions, or administrative affairs and regulations. 
 
 
Legal Reference: Widmer v. Reitzler, 182 N.W.2d 177 (Iowa 1970) 
   Dobrovolny v. Reinhardt, 173 N.W.2d 837 (Iowa 1970) 
   Iowa Code §§ 21.4; 22.2 (2011) 
   1980 Op. Att’y Gen. 73 
   1952 Ap. Att’y Gen. 133 
 
 
 
Previous Date of Adoption  02-08-82 
Revision Discussion   02-23-87 
Adoption of Revision   03-09-87 
Reviewed by Policy Committee 05-22-06, 01-24-12, 09-18-17 
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Policy Title:   Live Broadcast or Videotaping 
 
Individuals may broadcast or videotape public school district events, including open board 
meetings, as long as it does not interfere with or disrupt the school district event and it does not 
create an undue burden in adapting the buildings and sites to accommodate the request. 
 
It is within the discretion of the building principal and/or superintendent to determine whether 
the request is unduly burdensome and whether the broadcast or videotaping will interfere with 
or disrupt the school district event. 
 
Videotaping of classroom activities will be allowed at the discretion of the building principal 
and/or superintendent.  
 
It is the responsibility of the superintendent to develop administrative regulations outlining the 
procedures for making the request and the rules for operation if the request is granted. 
 
 
 
 
Legal Reference: Iowa Code §§ 21.4, .7; 22; 279.8 (2011). 
 
 
 
Cross Reference: 506.2 Student Directory Information 
 902.1 News Media Relations 
 903.3 Visitors to School District Buildings and Sites 
 
 
 
Adoption of Policy                   05-22-06 
First Reading of Policy                   05-22-06 
Second and Final Reading 06-12-06, 01-24-12, 09-18-17 
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Chapter 9 – School – Community Relations 
 
Policy Title:  School - Community Groups 
 
The board values the participation and the support of school district-community groups, 
including, but not limited to, the booster club and parent-teacher organizations, which strive for 
the betterment of the school district and the education program.  The board will work closely 
with these groups. 
 
Prior to any purchase of, or fund raising for, the purchase of goods or services for the school 
district, the group will confer with the appropriate Activity Director, building Principal, 
Manager of Support Operations, or Superintendent to assist the group in purchasing goods or 
services to meet the school district's needs. 
 
Funds raised by these groups for the school district may be kept as part of the accounts of the 
school district. 
 
It is the responsibility of the building Principal or Activity Director to be the liaison with the 
school district-community groups affiliated with the building principal's attendance center. 
 
 
Legal Reference: Iowa Code §§ 279.8; 291.13 (2011). 
 
 
Cross Reference: 903.3 Visitors to the Schools 
 903.4 Public Conduct on School Premises 
  
 
 
Adoption of Policy  05-22-06 
First Reading of Policy 05-22-06 
Second and Final Reading 06-12-06, 01-24-12. 09-18-17 
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Chapter 9 – School-Community Relations 
 
Policy Title: Visitors to the Schools 
 
The board welcomes the interest of parents and other members of the school district 
community and invites them to visit the school buildings and sites.  Visitors, which 
include persons other than employees or students, must notify the principal of their 
presence in the facility upon arrival. 
 
Persons who wish to visit a classroom while school is in session are asked to notify the 
principal and obtain approval from the principal prior to the visit so appropriate 
arrangements can be made and so class disruption can be minimized.  Teachers and other 
employees will not take time from their duties to discuss matters with visitors. 
 
Visitors will conduct themselves in a manner fitting to their age level and maturity and 
with mutual respect and consideration for the rights of others while attending school 
events.  Visitors failing to conduct themselves accordingly may be asked to leave the 
premises.  Children who wish to visit a school, must be accompanied by a parent or 
responsible adult. 
 
It is the responsibility of the employees to report inappropriate conduct.  It is the 
responsibility of the superintendent and principals to take the action necessary to cease 
the inappropriate conduct.   If the superintendent or principals are not available, a school 
district employee will act to cease the inappropriate conduct. 
 
Legal Reference: Iowa Code §§ 279.8; 716.7 (2011) 
 
 
 
 
 
 
 
Previous Date of Adoption  02-08-82 
Revision Discussion   02-23-87 
Adoption of Revision   03-09-87 
Reviewed by Policy Committee 05-22-06, 01-24-12, 09-18-17 
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Chapter 9 – Buildings and Sites 
 
Policy Title:  Public Conduct on School Premises 
 
The board expects that students, employees, and visitors will treat each other with 
respect, engage in responsible behavior, exercise self-discipline and model fairness, 
equity and respect.  Individuals violating this policy will be subject to discipline.  
Students will be disciplined consistent with the student conduct policies.  Employees will 
be disciplined consistent with employee discipline policies and laws.  Others will be 
subject to discipline according to this policy. 
 
To protect the rights of students to participate in the education program, or activities 
without fear of interference or disruption and to permit the school employees, employees 
and activity sponsors and officials to perform their duties without interference, or 
disruption, the following provisions are in effect: 
 
• Abusive, verbal, or physical conduct of individuals directed at students, school 

officials, employees, officials, and activity sponsors of sponsored or approved 
activities or at other individuals will not be tolerated. 

• Verbal or physical conduct of individuals that interferes with the performance of 
students, school officials, employees, officials, and activity sponsors of sponsored or 
approved activities will not be tolerated. 

• The use of vulgar, obscene or demeaning expression directed at students, school 
officials employees, officials, and activity sponsors participating in a sponsored or 
approved activity or at other individuals will not be tolerated. 

 
If an individual becomes physically or verbally abusive, uses vulgar, obscene or 
demeaning expression, or in any way interrupts an activity, the individual may be 
removed from the event by the individual in charge of the event and the superintendent  
may recommend the exclusion of the individual at future sponsored or approved 
activities.  Law enforcement may be contacted for assistance. 
 
If an individual has been notified of exclusion and thereafter tries to enter a school 
building or attends a sponsored or approved activity, the individual will be advised that 
his/her attendance will result in prosecution.  The school district may obtain a court order 
for permanent exclusion from school building or from future school sponsored activities. 
 
Legal Reference: Iowa Code §§279.8, .66; 716.7 (2011) 
 
Cross Reference: 205 Board Member Liability 
       
First Reading    01-10-00 
Second Reading and Approval 01-31-00 
Reviewed by Policy Committee 05-22-06, 11-12-07, 01-24-12, 09-18-17 
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Chapter 9 – School Community Relations 
 
Policy Title:  Distribution of Materials  
 
 
The board recognizes that students, employees, parents, or citizens may want to distribute 
materials within the school district that are non-curricular.  Non-curricular materials to be 
distributed must be approved by the building principal and meet certain standards prior to their 
distribution. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference: U.S. Const. amend. I. 
   Hazelwood School District v. Kuhlmeier, 484 U.S. 260 (1988). 
   Bethel School District v. Fraser, 478 U.S. 675 (1986). 
   New Jersey v. T.L.O., 469 U.S. 325 (1985). 
   Tinker v. Des Moines Ind. Comm. Sch. Dist., 393 U.S. 503 (1969). 
   Bystrom v. Fridley High School, 822 F.2d 747 (8th Cir. 1987). 
   Iowa Code §§ 279.8; 280.22 (2011). 
 
 
Cross References: 504.3 School Publications 
   503.1 Student Conduct 
   504.6 Student Activity Program & Eligibility Requirements 
  
 
New Policy for Discussion  06-20-02 
First Reading    06-20-02 
Second and Final Reading  07-22-02 
Reviewed by Policy Committee 05-22-06, 01-24-12, 09-18-17 
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Distribution of Materials 
 
 
 I. Guidelines 
 

Individuals, including students, may have the right to distribute on school premises, at 
reasonable times and places, unofficial written material, petitions, buttons, badges, or 
other insignia, except expression which: 

 
  1. is obscene to minors; 
  2. is libelous; 
  3. contains indecent, vulgar, profane, or lewd language; 
  4. advertises any product or service not permitted to minors by law; 

5. constitutes insulting or fighting words, the very expression of which 
injures or harasses other people (e.g., threats of violence, defamation of 
character or of a person's race, religion, gender, disability, age, or ethnic 
origin); 

6. presents a clear and present likelihood that, either because of its content or 
the manner of distribution, it will cause a material and substantial 
disruption of the proper and orderly operation and discipline of the school 
or school activities, will cause the commission of unlawful acts or the 
violation of lawful school regulations. 

 
 II. Procedures 
 

Anyone wishing to distribute unofficial written material must first submit for approval a 
copy of the material to the building principal at least twenty-four hours in advance of 
desired distribution time, together with the following information: 

 
1. Name and phone number of the person submitting request and, if a 

student, the homeroom number; 
  2. Date(s) and time(s) of day of intended display or distribution; 
  3. Location where material will be displayed or distributed; 
  4. The grade(s) of students to whom the display or distribution is intended. 
 

Within twenty-four hours of submission, the principal will render a decision whether the 
material violates the guidelines in subsection I or the time, place, and manner restrictions 
in subsection III of this policy.  In the event that permission to distribute the material is 
denied, the person submitting the request should be informed in writing of the reasons for 
the denial.  Permission to distribute material does not imply approval of its contents by 
either the school, the administration, the board, or the individual reviewing the material 
submitted. 
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Distribution of Materials 
 

If the person submitting the request does not receive a response within twenty-four hours 
of submission, the person will contact the building principal's office to verify that the lack 
of response was not due to an inability to locate the person.  If the person has made this 
verification and there is no response to the request, the material may be distributed in 
accordance with the time, place, and manner provisions in subsection III. 

 
If the person is dissatisfied with the decision of the principal, the person may submit a 
written request for appeal to the Superintendent.  If the person does not receive a 
response within three school days of submitting the appeal, the person will contact the 
Superintendent to verify that the lack of response is not due to an inability to locate the 
person.  If the person has made this verification and there is no response to the appeal, the 
material may be distributed in accordance with the time, place, and manner provisions in 
subsection III. 

 
At every level of the process the person submitting the request will have the right to 
appear and present the reasons, supported by relevant witnesses and material, as to why 
distribution of the written material is appropriate. 

 
Permission to distribute material does not imply approval of its contents by either the 
school district, the board, the administration, or the individual reviewing the material 
submitted. 

 
III. Time, place, and manner of distribution 
 

The distribution of written material is prohibited when it blocks the safe flow of traffic 
within corridors and entrance ways of the school or otherwise disrupts school activities.  
The distribution of unofficial material is limited to a reasonable time, place, and manner 
as follows: 

 
1. The material will be distributed from a table set up for the purpose in a 

location designated by the principal, which location will not block the safe 
flow of traffic or block the corridors or entrance ways, but which will give 
reasonable access to students. 

2. The material will be distributed either before and/or after the regular 
instructional day. 

3. No written material may be distributed during and at the place of a normal 
school activity if it is reasonably likely to cause a material and substantial 
disruption of that activity. 

 
IV. Definitions 
 

The following definitions apply to the following terms used in this policy: 
 
  1. "Obscene to minors" is defined as: 
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Distribution of Materials 
 
 

(a) The average person, applying contemporary community standards, 
would find that the written material, taken as a whole, appeals to 
the prurient interest of minors of the age to whom distribution is 
requested; 

 
(b) The material depicts or describes, in a manner that is patently 

offensive to prevailing standards in the adult community 
concerning how such conduct should be presented to minors of the 
age to whom distribution is requested, sexual conduct such as 
intimate sexual acts (normal or perverted), masturbation, excretory 
functions, and lewd exhibition of the genitals; and 

(c) The material, taken as a whole, lacks serious literary, artistic, 
political, or scientific value for minors. 

  2. "Minor" means any person under the age of eighteen. 
3. "Material and substantial disruption" of a normal school activity is defined 

as follows: 
(a) Where the normal school activity is an educational program of the 

district for which student attendance is compulsory, "material and 
substantial disruption" is defined as any disruption, which 
interferes with or impedes the implementation of that program. 

(b) Where the normal school activity is voluntary in nature (including, 
without limitation, school athletic events, school plays, and 
concerts, and lunch periods), "material and substantial disruption" 
is defined as student rioting, unlawful seizures of property, 
widespread shouting, or boisterous demonstration, sit-in, stand-in, 
walk-out, or other related forms of activity.   

(c) In order for expression to be considered disruptive, there must 
exist specific facts upon which the likelihood of disruption can be 
forecasted including past experience in the school, current events 
influencing student activities and behavior, and instances of actual 
or threatened disruption relating to the written material in question. 

4. "School activities" means any activity of students sponsored by the school 
and includes, by way of example but not limited to, classroom work, 
library activities, physical education classes, official assemblies, and other 
similar gatherings, school athletic contests, band concerts, school plays, 
and in-school lunch periods. 

5. "Unofficial" written material includes all written material except school 
newspapers, literary magazines, yearbooks, and other publications funded 
and/or sponsored or authorized by the school.  Examples include leaflets, 
brochures, flyers, petitions, placards, and underground newspapers, 
whether written by students or others. 

6. "Libelous" is a false and unprivileged statement about a specific individual 
that tends to harm the individual's reputation or to lower him/her in the 
esteem of the community. 
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7. "Distribution" means circulation or dissemination of written material by 

means of handing out free copies, selling or offering copies for sale, and 
accepting donations for copies.  It includes displaying written material in 
areas of the school, which are generally frequented by students. 

 
V.  Disciplinary action 
 

Distribution by any student of unofficial written material prohibited in subsection 
I. or in violation of subsection III may be halted, and students may be subject to 
discipline including suspension and expulsion.  Any other party violating this 
policy may be requested to leave the school property immediately and, if 
necessary, local law enforcement officials will be called. 

 
VI. Notice of policy to students 
 

A copy of this policy will be published in student handbooks and posted 
conspicuously in school buildings. 



MCSD         Code No. 903.8 
September 2017 
Chapter 9 – School-Community Relations 
 
Policy Title:  Outside Resource People 
 
The Board of Education recognizes that one resource of the school system is the people 
of the community who have special knowledge and talents.  The Board of Education 
encourages the use of community resources and citizens to assist in the furthering the 
educational program. 
 
It is a matter of courtesy as well as a method of providing knowledge of the presence of 
these outside resource people for the classroom teacher to notify his/her principal in 
advance of their scheduled attendance. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Original Date of Adoption  07-14-75 
Revision Discussion   12-14-81 
First Reading on Revision  01-18-82 
Second Reading – Adoption  02-08-82 
Reviewed by Policy Committee 02-02-87, 05-22-06, 01-24-12, 09-18-17 
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Chapter 9– School-Community Relations 
 
Policy Title:  Two-Way Communications Program 
 
This Board of Education believes that a program that allows for two way communication 
between the school system and the public is essential if mutual trust is to be maintained. 
 
It is important for Board and administration to be aware of community attitudes and 
expectations and for the community to be aware of the problems and needs of the school 
system as well as to understand the reasoning behind decisions of community impact.  
Communication with staff also needs to be of a two way nature. 
 
This Board of Education further believes that the objective of an open two way 
communications climate is the promotion of a good instructional program for its students. 
 
Given these values, the Board of Education sets the following goals: 
 

1. Provide the appropriate liaison service between the school district and the 
mass media. 

2. Support, plan, and execute appropriate direct school/public 
communications. 

3. Assess the public’s knowledge and attitudes, and utilize this information 
in planning the public information program. 

4. Provide an organizational framework within which parents, teachers, and 
students will be encouraged to work cooperatively in planning, 
implementing, and evaluating the programs of their school. 

5. Provide the production services required to support and improve the 
instructional program, business, administrative, and personnel services. 

6. Assist with the publicity for all district programs as requested. 
 
 
 
 
 
 
 
Previous Date of Adoption  08-29-93 
Revision Discussion   02-23-87 
Adoption of Revision   03-09-87 
Reviewed by Policy Committee 05-22-06, 01-24-12, 09-18-17 
 



MCSD        Code No. 903.10 
September 2017 
Chapter 9 – School – Community Relations 
 
Policy Title:  Title I Grievance Policy  
   
Grievances or complaints with regard to the Title I program shall be made according to 
the following procedural guidelines: 
 
1. Complaints may be made by parent advisory councils, parents, teachers or  other 
concerned organizations or individuals concerning violations of the Title I program rules 
and regulations. 
 
2. If you wish to file a complaint about the Title I program, you must notify the Title 
I coordinator.  The name of the Title I coordinator is available from the office of the 
Superintendent. 
 
3. The Title I coordinator will have 15 days from receipt of your complaint to 
investigate and attempt to resolve your complaint. 
 
4. If your complaint is not resolved by the Title I coordinator, you may appeal to the 
Board of Directors.  The Board shall, within 15 days, schedule a formal hearing and issue 
a written decision. 
 
5. During the investigation and hearing(s), you and/or your representative will be 
able to present evidence, including an opportunity to question parties involved. 
 
6. You have the right to appeal the Board’s decision to the State Department of 
Education within thirty days after receipt of the written decision. 
 
7. Copies of these procedures shall be made available to all interested parties, 
including all district and school parent advisory councils. 
 
 
 
 
 
Previous Date of Adoption   11-10-86 
Revision Discussion    11-11-96 
First Reading on Revision   11-11-96 
Second and Final Reading on Revision 12-09-96  
Reviewed by Policy Committee  09-08-03, 01-22-07, 01-24-12, 09-18-17 



MCSD          Code No.  904.1 
September 2017 
Chapter 9 – School – Community Relations 
 
Policy Title:  Transporting Students in Private/School Vehicles 
 
Generally, transporting students for school purposes is done in a vehicle owned by the school 
district and driven by a school bus driver.  Students may be transported in private vehicles for 
school purposes.  It is within the discretion of the Transportation Director and/or 
Superintendent to determine when this is appropriate. 
 
Individuals transporting students for school purposes in private or school vehicles must have 
the permission of the Transportation Director and/or Superintendent and meet all applicable 
requirements set by the district which include:  

• The vehicle is in good condition and meets all applicable safety requirements; 
• The driver possesses a valid driver’s license; 
• proof of insurance has been supplied to the Superintendent and the insurance  

     satisfies the minimum coverage requirements for driving personal vehicles in the            
 State of Iowa; and 

• when the parent/guardian of the students to be transported have given written   
 permission to the Transportation Director and/or Superintendent.   

• The parent or guardians transporting students in a school vehicle may do so to an            
extracurricular event. 

• Students transported for academic reasons must be transported by a person holding 
proper licensure (usually CDL) 

 
The school district assumes no responsibility for those students who have not received the 
approval of the Transportation Director and/or Superintendent and who ride in private vehicles 
for school purposes.  If transportation is not provided by the school district, or if transportation 
provided by the school district is declined by the student or parent/guardian, the responsibility 
and corresponding liability for transportation for school purposes shall rest solely with the 
student and parent/guardian. 

 
This policy statement applies to transportation of students for school purposes in addition to 
transporting students to and from their designated attendance center. The superintendent may 
develop an administrative process to implement this policy 
 
 
Legal Reference: Iowa Code §§ 279.8; 285; 321 
 281 I.A.C. 43. 
 
 
Cross Reference: 401.7 Employee Travel Compensation 
 
 
Adoption of Policy   05-22-06 
First Reading of Policy 05-22-06 
Second and Final Reading 06-12-06, 01-24-12, 02-22-16, 09-18-17 
 



MCSD          Code No.  904.2 
September 2017 
Chapter 9 – School – Community Relations 
 
Policy Title:  Advertising and Promotion 
 
The use of students, the school district name, or its buildings and sites for advertising and 
promoting products and/or services of entities and organizations operating for a profit is 
disallowed.  Nonprofit entities and organizations may be allowed to use students, the school 
district name, or its buildings and sites if the purpose is educationally related and prior approval 
has been obtained from the Superintendent. 
 
 
 
Legal Reference: Iowa Code § 279.8 (2011). 
 
 
Cross Reference: 504.5 Student Fund Raising 
 
 
Adoption of Policy   05-22-06 
First Reading of Policy 05-22-06 
Second and Final Reading 06-12-06, 01-24-12, 09-18-17 



 

  905.1 

MCSD        Code No:   905.1 
June 2020 
Chapter 9 – School - Community Relations 
 
Policy Title:  Use of School Facilities by Community 
 
School facilities and equipment will be made available for use by local non-profit entities 
which promote cultural, educational, civic, community, or recreational activities.  “Entity 
(ies)” will include organizations, groups, and individuals and their agents.  Any district 
employee using district-owned property or facilities for a use outside their duties as an 
employee is doing so as a community member, and not as a district employee.  Prior to 
using district resources for activities outside the scope of their job duties, employees must 
meet the requirements to be considered a qualifying entity. Such use will be permitted 
only when the use does not interfere with or disrupt the education program or a school-
related activity, the use is consistent with state law, and will end no later than midnight.  
It is within the discretion of the board to allow for profit entities to use school district 
facilities and equipment.  The board reserves the right to deny use of the facilities and 
equipment to an entity.  It is within the discretion of the superintendent to allow use of 
school district facilities and equipment on Sundays.   
 
Entities that wish to use school district facilities or equipment must apply at the building 
office.  It is the responsibility of the athletic director or principal to determine whether the 
school district facility or equipment requested is available and whether the application for 
use meets board policy and administrative regulations.  It is the responsibility of the 
athletic director and principal to provide application forms, obtain proof of insurance, and 
draw up the contract for use of school district facilities and equipment. 
 
An application for use of facilities, as well as the Guidelines for Use of School Facilities 
(including the fee schedule), should be obtained from the building office and the 
completed application returned there for approval. 
 
Non-profit youth groups, which are bonafide, recognized organizations and those 
organizations sponsoring activities of youth which are free of charge will be allowed 
rent-free use of school facilities for all activities other than those conducted to raise 
funds.  Activities that are school-sponsored or part of the community education/recreation 
program will be allowed rent-free use of the facilities. 
 
Non-profit organizations, including religious organizations and commercial or other 
groups engaged in money raising activities may use school facilities for a fee to cover 
part of the energy and other costs associated with such use.  In addition, the sponsoring 
group will pay wages for time spent by custodians or other school personnel and for 
repair of damages resulting from such use if such should occur. 
 
The Board of Education directs the Superintendent of Schools to prepare a schedule of 
fees for the use of school facilities.  This schedule will be presented to the Board of 
Education for their final approval. 



 

  905.1 

Policy Title:  Use of School Facilities by Community, continued 
 
 
The schedule of fees for the use of school facilities will be reviewed periodically by the 
Board of Education. 
 
The Superintendent and a member of the administrative staff will judge the 
appropriateness of the request and the availability of the facility.  A response to the 
request for facility usage will be given either by the administrator of the requested facility 
or by the office of the Superintendent. 
 
The scheduling and use of school facilities will rest with the building administrator.  
He/she may exercise judgment as to the use of school facilities for Sunday use by groups 
outside the school’s control.  Availability of adequate supervisory personnel, the nature 
of the activity, and the physical well being of the facilities shall be among those things 
considered in the administrator’s judgment. 
 
Sponsoring organizations will hold the Board harmless from liability for damage to 
persons or property of participants in activities carried out in school facilities. 
 
Administrators, in carrying out the policy, may exercise judgment as to whether a 
requested use may be detrimental to the interest of the school, may be potentially 
damaging to facilities, will be at a time when no school staff would be available to secure 
the premises or would be contrary to law.  Denial of use would be allowed and expected 
in such instances. 
 
A school district employee will supervise use of school district facilities and equipment 
by entities unless special prior arrangements are made with the Superintendent.  The 
school district employee will not accept a fee from the entity using school district 
facilities and equipment.  If appropriate, the school district employee may be paid by the 
school district. 
 
Entities that use school district buildings or sites must leave the building or site in the 
same condition it was in prior to its use.  Entities that use school district equipment must 
return the equipment in the same working condition it was in prior to its use.  
Inappropriate use of school district facilities and equipment may result in additional fees 
charged to, or the inability of, the entity to use school district facilities or equipment in 
the future. 
 
The school district will sponsor education-related organizations’ use of the ICN upon 
approval of the Superintendent or designee.  Sponsored ICN users’ mission must be 
consistent with the mission of the school district.  Costs associated with the use of the 
ICN will be passed on by the school district to the sponsored user. 
 
 
 



 

  905.1 

Policy Title:  Use of School Facilities by Community, continued 
 
Authorized users of the ICN will ensure their use of the ICN is consistent with their 
written mission.  The ICN will not be used for profit making ventures.  Authorized users 
may not resell time on the ICN.  Entities that wish to use the school district’s ICN 
classroom to originate, receive, or broadcast programming must follow the state 
scheduling requirements.  It is recommended that entities that wish to use the school 
district’s ICN classroom to originate, receive, or broadcast programming, contact the 
school district’s ICN scheduler’s office to inform them of their needs. 
 
It is the responsibility of the entities that wish to use the school district’s ICN classroom 
to originate, receive, or broadcast programming in compliance with the law regarding 
authorized use of the content of the programming on the ICN.  The school district 
assumes no responsibility or liability for entities using the ICN classroom in violation of 
the law, the authorized user’s mission or school district policy and its supporting 
administrative regulations.  The school district reserves the right to charge all costs, 
including attorney fees, that may arise to the entity for the entity’s failure to comply with 
the law or school district policy and its supporting administrative regulations. 
 
 
Legal Reference: Iowa Code §§ 8D; 123.46; 276; 278.1(4); 279.8; 297.9-11; 

(2011) 
 1982 Op. Att’y Gen. 561. 
 1940 Op. Att’y Gen. 232. 
 1936 Op. Att’y Gen. 196. 
 
Cross Reference: 802.8  Building and Grounds Management 
 
Previous Date of Adoption  02-28-82 
Adopted  03-09-87 
Reviewed  03-14-02 
Reviewed by Policy Committee 05-22-06, 01-24-12, 09-18-17, 06-15-20 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

  905.1 

 
Code No. 905.1R1 

 
 
COMMUNITY USE OF SCHOOL DISTRICT FACILITIES & EQUIPMENT REGULATION 
 
 
1. Alcoholic beverages will not be brought to or consumed on school grounds. 
 
2. Smoking is prohibited in school district facilities and on school district grounds, including 

in private vehicles. 
 
3. A school district employee must be present while the school district facility or equipment is 

being used by an entity. 
 
4. After a school district facility, site, or equipment has been used by an entity, cleaning, 

including restoring the facility, site or equipment to the condition it was in prior to its use, 
will be done by employees assisted by a committee from the entity.  The fee charged to the 
entity for the use of the facility, site, or equipment will include these costs.  However, if 
excessive costs are involved in cleaning or otherwise restoring the facility, site, or 
equipment to the condition it was in prior to its use, the board reserves the right to charge 
the entity for these excessive costs.   

 
5. Entities are required to stay within the area of the school district facility or site and use only 

the school district equipment authorized by the school district for use by the entity.  Other 
school district facilities, sites, or areas in the school district building or equipment are off 
limits to the entity. 

 
6. A cancellation after the facility or equipment is made ready for the entity will be charged at 

the full rate.  Cancellations made prior to that time will be charged a minimum cancellation 
fee or the costs incurred to the school district in anticipation of the entity's use, whichever is 
greater. 

 
 
 
 
 
 
 



MCSD         Code No. 906.2 
September 2017 
Chapter 9 – School-Community Relations 
 
Policy Title:  Relations with Planning Authorities 
 
The Board of Education will participate in local planning functions that could directly 
affect district schools and their immediate environment. 
 
The Superintendent will keep informed of planning matters bearing directly on the 
operation of district schools or school sponsored programs, and will undertake action on 
behalf of the Board of Education to influence the matter in the best interests of the 
students, the schools, and the district. 
 
 
 
 
 
Previous Date of Adoption  02-08-82 
Revision Discussion   02-23-87 
Adoption of Revision   03-09-87 
Reviewed by Policy Committee 05-22-06, 01-24-12, 09-18-17 



MCSD         Code No. 906.1 
September 2017 
Chapter 9 – School-Community Relations 
 
Policy Title:  Relations with Parents’ Organizations 
 
The Board of Education endorses the creation of parent organizations as an appropriate 
means of achieving effective parent(s)/guardian(s) involvement in the affairs of our 
schools. 
 
These organizations may have as their goals: 
 
1. Involve parent(s)/guardian(s) and school personnel in a cooperative and sustained 

system of activities which will increase the educational opportunities of the 
children in school. 

2. Improve school-home relationships by enabling parents and school personnel to 
discuss concerns. 

3. Provide teachers and administrators with opinions and viewpoints that will lead to 
a better analysis of the needs of students and more relevant program planning. 

 
 
 
 
 
 
 
 
 
Previous Date of Adoption  02-08-82 
Revision Discussion   02-23-87 
Adoption of Revision   03-09-87 
Reviewed by Policy Committee 05-22-06, 01-24-12, 09-18-17 
 
 



MCSD         Code No. 906.2 
September 2017 
Chapter 9 – School-Community Relations 
 
Policy Title:  Relations with Planning Authorities 
 
The Board of Education will participate in local planning functions that could directly 
affect district schools and their immediate environment. 
 
The Superintendent will keep informed of planning matters bearing directly on the 
operation of district schools or school sponsored programs, and will undertake action on 
behalf of the Board of Education to influence the matter in the best interests of the 
students, the schools, and the district. 
 
 
 
 
 
Previous Date of Adoption  02-08-82 
Revision Discussion   02-23-87 
Adoption of Revision   03-09-87 
Reviewed by Policy Committee 05-22-06, 01-24-12, 09-18-17 



MCSD         Code No. 906.3 
September 2017 
Chapter 9 – School-Community Relations 
 
Policy Title:  Relations with Police and Other Outside Agencies 
 
It is the policy of the schools to cooperate with law enforcement and other outside 
agencies in the interest of the welfare of all citizens.  At the same time, schools have the 
responsibility to parent(s) and guardian(s) for the welfare of students while they are in the 
care of the school.  To carry out this responsibility, school officials should observe the 
following: 
 
1. A student may not be interrogated by any authority without the knowledge of a 

school official. 
 
2. Any interrogation must be done in private with an official school representative 

present, except in the case of suspected child abuse.  The school principal or 
his/her representative must then ask, by law, the investigator for permission to be 
present during the interrogation. 

 
3. School officials shall make an attempt to contact the student’s parents or legal 

guardians, prior to interrogation, except in the case of suspected child abuse* 
 
4. A student may not be released into the custody of persons other than parent or 

guardian, unless placed under arrest by legal authority. 
 
5. If a student is removed from the school by legal authority, parents should be 

notified of this action by school officials whenever possible. 
 
6. The official school representative will maintain an informal record of the incident. 
 
 
 
 
*In suspected child abuse cases, school officials will comply with the provisions of the 
Iowa Code, Chapter 235A. 
 
 
Previous Date of Adoption  10-22-84 
Revision Discussion   02-23-87 
Adoption of Revision   03-09-87 
Reviewed by Policy Committee 05-22-06, 01-24-12, 09-18-17 



MCSD         Code No. 906.4 
September 2017 
Chapter 9 – School-Community Relations 
 
Policy Title:  Membership on Local Rescue Squads 
 
Any Maquoketa Community School employee belonging to a local rescue squad may 
leave on occasion to go to fires or rescue calls subject to the following guidelines: 
 
1. The employees job can be covered while responding to the call.  District 

responsibilities will take priority in cases of conflict. 
2. It is necessary that the employee be there because not enough other rescue squad 

members are available. 
3. The employee must check out and in with the employee’s immediate supervisor 

before leaving and after returning to the work site. 
 
 
 
 
 
 
 
 
 
 
 
New Policy Presented for Discussion  07-20-92 
First Reading on Policy   07-20-92 
Second Reading – Adoption   08-10-92 
Reviewed by Policy Committee  05-22-06, 01-24-12, 09-18-17 
 



MCSD          Code No. 906.5 
September 2017 
Chapter  9 - School-Community Relations 
 
Policy Title:  Senior Citizens, Special Considerations   
 
Recognizing that senior citizens have been responsible for supporting our public schools in many 
ways over the span of their lives, the Board of Education authorizes the free admission of 
Maquoketa, Andrew, and Delwood Community School Districts’ senior citizens who are 60 
years of age or older to all  school activities except those fine arts events requiring the payment 
of royalty fees or those events under outside sponsorship such as conference, sectional, or 
district tournaments. 
 
Senior citizens from other school districts will be admitted at the student rate. 
 
 
 
 
 
 
 
 
 
 
 
 
 
Previous Date of Adoption  03-09-87 
Discussion of Revision  04-14-97 
Adoption of Revision   09-22-97  
Reviewed by Policy Committee 05-22-06, 01-24-12, 09-18-17 



907 

MCSD           Code No. 907 
December 2020 
Chapter 9 – School-Community Relations 
 
Policy Title: District Operation During Public Emergencies 
 
The district believes that student learning is the heart of its core mission.  While traditional in-
person teaching continues to provide the greatest learning opportunity to all students, there may 
be rare and unusual circumstances that prevent the school community from convening in 
traditional in-person settings.  At times of a public emergency declared by federal, state or local 
officials, the district will seek guidance and recommendations from federal, state and local 
agencies to assist in determining the safety of convening traditional in-person learning. 
 
During a declared public emergency, the school board delegates to the Superintendent the 
authority to determine whether to close school buildings to traditional in-person learning if the 
Superintendent determines in-person learning would hinder the health and safety of the school 
community.  The district will instead utilize remote or hybrid learning opportunities permitted by 
law. 
 
Following guidance and recommendations from federal, state and local agencies when 
reasonably possible, the administration will create regulations related to district operations 
during a public emergency, including, but not limited to, student, employee and visitor safety and 
security; the use and safeguarding of district property; public meetings and events, and when 
applicable, measures to prevent or slow the spread of infectious disease. 
 
These measures will be enforced for the period of time of the public emergency, or until the 
superintendent, in consultation with federal, state and local agencies determine it is appropriate 
for the safety measures to end. 
 
Legal Reference: Senate File 2310 
   Iowa Code ch. 279.8 
 
Cross Reference: 403.3 Communicable Diseases – Employees 
   507.1 Student Health & Immunization Certificates 
 
 
Adoption of Policy:  12-21-20 
First Reading of Policy: 12-21-20  
Second and Final Reading 01-18-21 
 
 
 
 
 
 
 



907 

MCSD          Code No. 907.R1 
December 2020 
Chapter 9 – School-Community Relations 
 
Policy Title:  District Operations During a Public Health Emergency Regulation 
 
During a public health emergency, the district will seek guidance and recommendations from 
federal, state and local agencies that monitor and respond to the emergency.  The district will 
follow any mandatory closures or other mandatory measures imposed by such agencies. 
 
The superintendent, in conjunction with relevant government agencies and/or athletic and 
activity associations, will determine under what circumstances the district will restrict or cancel 
in-person learning, student events or activities including sporting events, extracurricular clubs or 
meetings for students, and the use of district facilities by outside organizations. 
 
The district will promote and follow other recommended measures and guidance from federal, 
state and local agencies to the extent reasonably practicable under the circumstances.  These 
measures may include, but are not limited to the following: 
 
On-line learning, hybrid models of learning, or modified in-person learning may occur dependent 
on the circumstances and in accordance with applicable law. 
 
Hand washing and any other recommended hygiene practices will be taught to all students and 
employees. 
 
Employees, volunteers and students are encouraged to monitor their temperatures each morning 
prior to traveling to any school building or event.  Individuals with a temperature over 100.3 
degrees may not enter school buildings or attend school events. 
 
Due to the increased cost to the district of providing additional cleaning and disinfecting 
measures, and in order to preserve cleaning supplies for school use during the time of a public 
health emergency, the superintendent has discretion to restrict the use of school buildings and 
facilities for non-school groups in a neutral and non-discriminatory manner. 
 



MCSD          Code No. 907.1 
September 2017 
Chapter 9 – School-Community Relations 
 
Policy Title:  Activity and Extra Curricular Guidelines and Restrictions 
 
In recognition of the fact that time for family activities and spiritual life development are an 
important aspect of students’ total education and growth, this School District agrees not to 
schedule student school activities at the following designated times. 
 
Each Wednesday evening, during the school year, all high school activities should cease no later 
than 6:15 P.M. so as to allow students to leave the school center by 6:30 P.M. for student 
participation in religious education, family or other church activities. 
 
Recognizing that religious education activities for some students in grades K-8 begin early 
Wednesday evening, it is stipulated that all students grades K-8 are to be released immediately 
after school on Wednesday. 
 
It is further the intention of this District to preserve Sunday as a day that students and staff not be 
involved in any organized type of endeavor.  Therefore, no student activities whether mandated 
or optional are to be organized and scheduled for Sundays.  However, it is recognized that due to 
involvement with state association contests and conferences, there may occasionally be a need to 
utilize a minimum amount of time.  It is recognized that the school has no jurisdiction over 
activities organized and scheduled by organizations not directly under the authority of the School 
District.  From an energy conservation consideration, usage of facilities will be kept to a 
minimum on Sundays.  If and when such a school organization may need to utilize a Sunday or  
a Wednesday evening to conduct their activity, a written request must be forwarded to the 
Superintendent of Schools 10 days in advance of the date of the activity.  That request will 
contain the nature of the activity and the reason for holding the activity on Sunday or Wednesday 
evening.  After consultation with all parties involved, the Superintendent will act on the request. 
 
It is the position of this District that no building administrator, teacher, coach, or sponsor 
schedule any activity, mandated or optional, on Wednesday evening (in accordance with times 
mentioned above) or on Sunday. 
 
 
 
Previous Date of Adoption  10-23-89 
Revision Discussion   09-24-01 
First Reading on Revision  09-24-01 
Second Reading on Revision  10-08-01 
Reviewed by Policy Committee 05-22-06, 01-24-12, 09-18-17 
 
 
 
 



Request for Exception 
Wednesday / Sunday School Sponsored Activity 

          Code No: 907.1E1 
Date of Request      
 
School              
 
Sponsoring Organization            
 
Coach / Director / Coordinator           
 
Date of Activity             
 
Begin Time    a.m./p.m. End Time    a.m./p.m. 
 
Type of Activity             
 
              
 
Who will be attending?            
 
              
 
Is this a required activity?            
 
              
 
Could the students participate without it being a “school sponsored” activity?     
 
              
 
Why does this activity warrant an exception to policy 907.1?       
 
              
 
              
 
              
 
Activity Approved           Activity Denied     
 
Reason if denied:             
 
              
 
Superintendent’s Signature:          



MCSD         Code No. 907.2 
September 2017 
Chapter 9 – School-Community Relations 
 
Policy Title:  Public Performances by Students 
 
The Board of Education recognized that worthy and appropriate educational values 
accrue from student participation in civic and community affairs.  As such, the Board of 
Education encourages student participation in public performances when such 
performances contribute to the educational processes and objectives of the school, and 
when it does not unduly interfere with the student program.  All such performances shall 
be approved by the immediate administrator involved. 
 
Extensive travel by a particular group should be discouraged. 
 
 
 
 
 
 
 
 
 
 
 
 
 
Previous Date of Adoption  02-08-82 
Revision Discussion   02-23-87 
Adoption of Revision   03-09-87 
Reviewed by Policy Committee 05-22-06, 01-24-12, 09-18-17 



MCSD         Code No. 907.3 
September 2017 
Chapter 9 – School-Community Relations 
 
Policy Title:  Non-School Sponsored Student Contests 
 
The distribution of information to students concerning local, state, or national contests 
not sponsored by the school shall be under the jurisdiction of the building level 
administrator.  If such contests are deemed by the building level administrator to be 
educationally sound, worthy, and timely, the building principal shall make that 
information available to students in order to allow for voluntary participation. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Previous Date of Adoption  02-08-82 
Revision Discussion   02-23-87 
Adoption of Revision   03-09-87 
Reviewed by Policy Committee 05-22-06, 01-24-12, 09-18-17 
 



MCSD         Code No. 907.4 
September 2017 
Chapter 9 – School-Community Relations 
 
Policy Title:  Sales or Charitable Promotions by Outside Agencies 
 
Students and district employees shall not be used in any manner for the promotions or 
sales of services or products of outside agencies or non-school organizations operating 
for profit.  Exception to this shall be allowed to permit money raising projects by student 
organizations.  Funds so raised must be earmarked for school and/or student benefit. 
 
No agent or person, or persons representing outside agencies shall be permitted to solicit 
funds from any student or district employee for any purpose or take up contributions in 
any school building or on the premises, except by approval from the Superintendent of 
Schools. 
 
Charitable organizations wishing to leave materials at the schools may do so at the 
principal’s discretion.  In that case, announcements will be made about the availability of 
the material for interested students. 
 
School related or non-profit organizations wishing to post handbills, circulars, cards or 
advertisements must secure the principal’s permission to do so. 
 
Participation by students in charitable activities is considered as a desirable part of their 
education.  For that reason charitable causes initiated by students or by school personnel 
will be permitted if approved by the administrative team and/or the Superintendent. 
 
 
 
 
Previous Date of Adoption  01-28-85 
Revision Discussion   02-23-87 
Adoption of Revision   03-09-87 
Reviewed by Policy Committee 05-22-06, 01-24-12, 09-18-17 
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