
AGENDA for the REGULAR MEETING  
OF THE TRUSTEES OF JEFFERSON HIGH SCHOOL DISTRICT # 1 

* 6:30 p.m. April 16, 2019 *              Jefferson High School Library 
(Board packet available upon request at the Central Office.) 

This agenda is subject to changes until the Friday preceding the meeting.  Please check the school website at 
www.jhs.k12.mt.us for the most current agenda and the packet of associated materials for the meeting. 

A. Call to order-Chairperson 
1. Pledge of Allegiance 

B. Announcements and Public Comment. Please see information printed on the back of the agenda and in the brochure at 
the entrance to the meeting about speaking to the board during this time.  
 
C. Student Report 
 
D. Staff Report   
 
E. Committee Reports - brief review 
 
F. Administration Reports – The board briefly reviews the written reports provided in board packet. Some specific, antici-
pated items are listed below.  The Board will not take action on items in a report unless the item appears as an action item 
in the new or unfinished business sections of the agenda. 

1. Clerk/Business Manager  
2. Principal/A.D.  
3. Superintendent 

 
G. Unfinished Business- Action is always possible for Unfinished Business items. 
 
H. New Business – Action is always possible for New Business items. 

1. Personnel – Action 
a. Substitute applications –  
b. Resignation(s) – C. Layng – Boys’ Basketball 
c. Approval of Certified Staff 
d. Approval of Classified Staff 

a) Stacey Burton – Janitorial 
b) Chantel Lyon - Janitorial 

e. Approval of Admin and Support Staff 
f. Superintendent Evaluation – Possible Executive Session 

2. Approval of Attendance Agreements – AYA/Elk Park/North end    
3. SRO (School Resource Office) update 
4. Approval of Prickly Pear Coop Representative 
5. Certified employee retirement intention 
6. Risk Management Program Policy 8300 
7. Special Education Application Policy 2161P 
8. 1st Reading of Policies 

a. 7320 Purchasing 
b. 5010  Equal Employment Opportunity and Non-discrimination   
c. 5460 Electronic Resources and Social Networking  
d. 3225 Sexual Harassment, Sexual Intimidation, and Sexual Misconduct 
e. 1610 Annual Goals and Objectives 

9. 2nd Reading of Policies 
a. 3300 Suspension & Expulsion – Corrective Action & Punishment  
b. 5330 Maternity Leave   
c. 5329 and 5329(P) Long-term Illness/Temporary Disability/Maternity Leave  
d. 5500 Payment of Wages Upon Termination  
e. 7530 Procurement of Supplies or Services  
f. 1112 Resignation 
g. 1113 Vacancies  
h. 1425 Abstentions from Voting  

http://www.jhs.k12.mt.us/


i. 1512 Conflict of Interest 
j. 1700 Uniform Complaint Procedure 
k. 2100 School Year Calendar and Day 
l. 2160 Title 1 Parent and Family Parent Engagement 
m. 2167 Correspondence Courses 
n. 2168 Distance, Online, and Technology-Delivered Learning 
o. 3110 Entrance, Placement, and Transfer 
p. 3125 Education of Homeless Children 
q. 4301 Visitors to Schools 
r. 4315 Visitor and Spectator Conduct 
s. 4340 Public Access to District Records 
t. 4410 Relations with Law Enforcement and Child Protective Agencies 
u. 5012 Sexual Harassment, Sexual Intimidation, and Sexual Misconduct in the Workplace 
v. 5223 Personal Conduct 
w. 5256 Reduction in Force 
x. 8225 Tobacco Free Policy 
y. 8425, 8425P, and 8425F Service Animals 
z. 2410P High School Graduation Requirements 
aa. 5120P Fingerprint Background Handling Procedure (Option 2) 

 
I. Communication and Comments 

1. Letters to the Board  -  Resignation(s) 
 

J. Commendations and Recognition 
 
K. Consent Agenda 

1. Approval of Previous Minutes and High School Claims and Accounts – action 
L. Follow-up/Adjournment – upcoming months 

1. Chair/Superintendent article for paper 
2. May – Election canvass, Board reorganization, MTSBA liaison appointment, 
 
 

NEXT REGULARLY SCHEDULED HIGH SCHOOL BOARD MEETING May 14. 2019 6:30 P.M.  Board chair-approved agenda items are 
due in the district office by the last Friday of the month prior to the board meeting.   
All board meetings are held in the Jefferson High School Library, on the third Tuesday of each month at 6:30 p.m.  (Exceptions often occur in 
May and August to follow legal requirements.)  For updates, call the district office at 225-3740. 
 
Jefferson High School Board Members 
Sabrina Steketee, chair (Boulder area position)  Kevin Harris, (At-Large 1 position) Vacancy (Basin area position)  
Travis Pierce vice-chair (At-Large 2 position)  Cami Robson (Clancy area position) Denise Brunett (MT City area position) 
Larry Rasch (At-Large 3 position) 
 
Announcements and Public Comment.  The board welcomes and encourages public comment and wishes the public com-
ment process to be fair and orderly.  Written comments may be submitted to the board through the District Clerk’s office.  
Individuals wishing to address the board at the board meeting must sign in on the sheet provided.  The clerk will collect the 
sheet when the meeting begins.  Comments on topics that are on the agenda may be made when the meeting reaches that 
item’s point on the agenda.  Comments on non-agenda items may be made during the “Public Comment” agenda item.  To 
avoid violations of individual rights of privacy, a member of the public wishing to address the Board during this time will 
not be allowed to make comments that would infringe upon the privacy rights of any student, staff member, or member of 
the public during his/her designated time to speak.  Abusive or obscene comments will not be allowed.  Time allowed for 
comments may be limited.  Individuals will only be called upon twice for the same topic after all persons have been called 
upon and as time permits.  The Board may not respond to and will not take action on non-agenda topics at this meeting but 
may schedule the topic on the agenda of a subsequent meeting.  
 
Mission Statement 
The Jefferson High School District #1’s mission is to provide the best possible education for our youth for whatever path of 
life they choose; to be the school of choice for students, teachers, and staff; and to be the heart of the communities we serve. 
Our vision for the future: 
Students: 



– Achieve high test scores and graduation rates that are 
competitive nationally; 
– Graduate with a plan for life that they feel well 
equipped to pursue; 
– Choose our school over others because of our solid 
reputation; 

– Feel happy, challenged, safe, and supported throughout 
their time here;  
– Appreciate and fully engage in our activities that aug-
ment our core curriculum; and 
– Have access to technology that enhances their learning 
opportunities. 

Teachers: 
– Actively support students with their time, attention and 
obvious commitment; 
– Have the tools and resources necessary to do optimal 
work; 
– Are proud to work here and of their contribution to the 
school; 

– Are committed to continuing education and the use of 
best practices;  
– Look at our District as a long-term career commitment; 
and 
– Feel confident about the Board’s decisions and plans. 

Our Administration and Board 
-Commit to be knowledgeable about best practices 
– Establish, devote themselves to, and evaluate their priority goals on a regular basis; and 
– Work as a collaborative team to make decisions that always focus on what is best for students, teachers and our commu-
nities. 
Our communities: 
– Are knowledgeable of and highly respect our commitment to excellence; and 
– Support our work in many ways – their time, funds, levy votes, ideas, and enthusiasm about our students and their activi-
ties. 
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Purchasing 1 

 2 

Authorization and Control 3 

 4 

The Superintendent is authorized to direct expenditures and purchases within limits of the 5 

detailed annual budget for the school year.  The Board must approve purchase of capital outlay 6 

items, when the aggregate total of a requisition exceeds $850,0000 (cannot exceed $50,000), 7 

except the Superintendent shall have the authority to make capital outlay purchases without 8 

advance approval when necessary to protect the interests of the District or the health and safety 9 

of staff or students.  The Superintendent will establish requisition and purchase order procedures 10 

to control and maintain proper accounting of expenditure of funds.  Staff who obligate the 11 

District without proper authorization may be held personally responsible for payment of such 12 

obligations. 13 

 14 

Bids and Contracts 15 

 16 

Whenever the cost of any supplies, equipment, or work shall exceed Twenty-FiveEightyFifty 17 

Thousand Dollars ($850,000), the District will call for formal bids by issuing public notice as 18 

specified in statute.  Specifications will be prepared and made available to all vendors interested 19 

in submitting a bid.  The contract shall be awarded to the lowest responsible bidder, except that 20 

the trustees may reject any or all bids.  The Board, in making a determination as to which vendor 21 

is the lowest responsible bidder, the Board will take into consideration not only the amount of 22 

each bid, but will also consider the skill, ability, and integrity of a vendor to do faithful, 23 

conscientious work and to promptly fulfill the contract according to its letter and spirit.  Bidding 24 

requirements do not apply to a registered professional engineer, surveyor, real estate appraiser, or 25 

registered architect; a physician, dentist, pharmacist, or other medical, dental, or health care 26 

provider; an attorney; a consulting actuary; a private investigator licensed by any jurisdiction; a 27 

claims adjuster; or an accountant licensed under Title 37, Chapter 50. 28 

 29 

Advertisement for bid must be made once each week for two (2) consecutive weeks, and a 30 

second (2nd) publication must be made not less than five (5) nor more than twelve (12) days 31 

before consideration of bids. 32 

 33 

The Superintendent will establish bidding and contract-awarding procedures.  Bid procedures 34 

will be waived only as specified in statute.  Any contract required to be let for bid shall contain 35 

language to the following effect: 36 

 37 

In making a determination as to which vendor is the lowest responsible bidder, if 38 

any, the District will take into consideration not only the pecuniary ability of a 39 

vendor to perform the contract, but will also consider the skill, ability, and 40 

integrity of a vendor to do faithful, conscientious work and promptly fulfill the 41 

contract according to its letter and spirit.  References must be provided and will 42 

be contacted.  The District further reserves the right to contact others with whom 43 

 44 
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a vendor has conducted business, in addition to those listed as references, in 1 

determining whether a vendor is the lowest responsible bidder.  Additional 2 

information and/or inquiries into a vendor’s skill, ability, and integrity are set 3 

forth in the bid specifications. 4 

 5 

Cooperative Purchasing 6 

 7 

The District may enter into cooperative purchasing contracts with one or more districts for 8 

procurement of supplies or services.  A district participating in a cooperative purchasing group 9 

may purchase supplies and services through the group without complying with the provisions of 10 

20-9-204(3), MCA if the cooperative purchasing group has a publicly available master list of items 11 

available with pricing included and provides an opportunity at least twice yearly for any vendor, 12 

including a Montana vendor, to compete, based on a lowest responsible bidder standard, for 13 

inclusion of the vendor's supplies and services on the cooperative purchasing group's master list. 14 

 15 

Purchasing will be done locally when it is in the best interest of the school district. 16 

 17 

 18 

 19 

Legal Reference: §§ 18-1-101, et seq., MCA Public Contracts 20 

   §§ 18-1-201, et seq., MCA Bid Security 21 

   § 20-9-204, MCA  Conflicts of interest, letting contracts, and 22 

calling for bids 23 

   Debcon v. City of Glasgow, 305 Mont. 391 (2001) 24 

 25 

Policy History: 26 

Adopted on: May 6, 2002 27 

Revised on: February 2007, November 15, 2011, XX/XX2018 28 

 29 

Note: Lines 9-14, Page 2, were added based on the 2011 Legislative session. 30 

2018 revision to clean up contradictory statements and other language. 31 
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Equal Employment Opportunity and Non-Discrimination 1 

 2 

The District will provide equal employment opportunities to all persons, regardless of their race, 3 

color, religion, creed, national origin, sex, age, ancestry, marital status, military status, 4 

citizenship status, use of lawful products while not at work, physical or mental handicap or 5 

disability, if otherwise able to perform essential functions of a job with reasonable 6 

accommodations, and other legally protected categories. 7 

 8 

The District will make reasonable accommodation for an individual with a disability known to 9 

the District, if the individual is otherwise qualified for the position, unless the accommodation 10 

would impose undue hardship on the District. 11 

 12 

A person with an inquiry regarding discrimination should direct their questions to the Title IX 13 

Coordinator.  A person with a specific written complaint should follow the Uniform Complaint 14 

Procedure. 15 

 16 

Retaliation against an employee who has filed a discrimination complaint, testified, or 17 

participated in any manner in a discrimination investigation or proceeding is prohibited. 18 

 19 

Cross Reference: 1700 Uniform Complaint Procedure 20 

 21 

Legal Reference: Age Discrimination in Employment Act, 29 U.S.C. §§ 621, et seq. 22 

   Americans with Disabilities Act, Title I, 42 U.S.C. §§ 12111, et seq. 23 

   Equal Pay Act, 29 U.S.C. § 206(d) 24 

   Immigration Reform and Control Act, 8 U.S.C. §§ 1324(a), et seq. 25 

   Rehabilitation Act of 1973, 29 U.S.C. §§ 791, et seq. 26 

   Title VII of the Civil Rights Act, 42 U.S.C. §§ 2000(e), et seq., 29 C.F.R., 27 

   Part 1601 28 

   Title IX of the Education Amendments, 20 U.S.C. §§ 1681, et seq., 34 29 

   C.F.R., Part 106 30 

   Montana Constitution, Art. X, § 1 - Educational goals and duties 31 

   § 49-2-101, et. al., MCA Human Rights Act 32 

   § 49-3-102, MCA  What local governmental units affected 33 

   § 49-2-303, MCA  Discrimination in Employment    34 

§49-3-201, MCA   Employment of state and local government  35 

    personnel.  36 

 37 

Policy History: 38 

Adopted on:  February 2007 39 

Revised on: March 2018 40 

 41 

Revision Note: 2018- Lines 17, 18, 35, and 36 added. 42 
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           5 
Electronic Resources and Social Networking 6 
 7 
The __________ School District recognizes that an effective public education system develops 8 
students who are globally aware, civically engaged, and capable of managing their lives and 9 
careers.  The District also believes that students need to be proficient users of information, 10 
media, and technology to succeed in a digital world. 11 
 12 
Public school employees are held to a high standard of behavior. The Montana Department of 13 
Education Professional Educators of Montana Code of Ethics requires District staff to maintain a 14 
professional relationship with each student, both in and outside the classroom. The District 15 
encourages all staff to read and become familiar with the Code of Ethics.   16 
 17 
The school district staff shall not socialize with students on social networking websites (during 18 
school or out-of-school) in a manner contrary to this policy.  Staff are reminded that the same 19 
relationship, exchange, interaction, information, or behavior that would be unacceptable in a 20 
non-technological medium, is unacceptable when done through the use of technology. In fact, 21 
due to the vastly increased potential audience digital dissemination presents, extra caution must 22 
be exercised by staff to ensure they don’t cross the line of acceptability.      23 
 24 
Specifically, the following forms of technology-based interactivity or connectivity are expressly 25 
forbidden when used in a manner not related to the delivery of educational services or district 26 
operations.  (DISTRICT MUST CHOOSE WHICH BULLETS ARE FORBIDDEN) 27 
 28 

• Sharing personal landline or cell phone numbers with students for non-educational 29 
purposes; 30 

• Text messaging students for non-educational purposes; 31 
• Emailing students other than through and to school controlled and monitored accounts; 32 
• Soliciting students as friends or contacts on social networking sites for non-educational 33 

purposes; 34 
• Accepting the solicitation of students as friends or contacts on social networking sites for 35 

non-educational purposes; 36 
• Creation of administratively approved and sanctioned “groups” on social networking sites 37 

that permit the broadcast of information without granting students access to staff 38 
member’s personal information; 39 

• Sharing with student’s access information to personal websites or other media through 40 
which the staff member would share personal information and occurrences. 41 

 42 
Accessing social networking websites for individual use during school hours is prohibited, unless 43 
asked to do so by administration. Except in an emergency, staff shall not access social 44 
networking sites using district equipment or personal equipment, including during breaks or  45 
             46 
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 3 
preparation periods. All school district employees who participate in social networking websites, 4 
shall not post any school district data, documents, photographs, logos, or other district owned or 5 
created information on any website.  Further, the posting of any private or confidential school 6 
district material on such websites is strictly prohibited.  7 
 8 
The Board directs the Superintendent or his/her designee to create strong electronic educational 9 
systems that support innovative teaching and learning, to provide appropriate staff development 10 
opportunities and to develop procedures to support this policy. 11 
 12 
Staff should contact the administration if they would like to establish an educational related 13 
social media presence. 14 
 15 
 16 
 17 
 18 
 19 
 20 
Cross Reference:  5015  Bullying/Harassment/Intimidation 21 
    5223  Personal Conduct 22 
    5255  Disciplinary Action 23 
    Professional Educators of Montana Code of Ethics 24 
 25 
Policy History: 26 
Adopted on:   27 
Reviewed on: 28 
Revised on: 29 
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Sexual Harassment/Intimidation of Students 1 

 2 

Sexual harassment is a form of sex discrimination and is prohibited. An employee, District agent, 3 

or student engages in sexual harassment whenever that individual makes unwelcome advances, 4 

requests sexual favors, or engages in other verbal, non-verbal, or physical conduct of a sexual or 5 

sex-based nature, imposed on the basis of sex, that: 6 

 7 

1. Denies or limits the provision of educational aid, benefits, services, opportunities, or 8 

treatment, or that makes such conduct a condition of a student’s academic status; or 9 

 10 

2. Has the purpose or effect of: 11 

 12 

 a. Substantially interfering with a student’s educational environment; 13 

 b. Creating an intimidating, hostile, or offensive educational environment; 14 

c. Depriving a student of educational aid, benefits, services, opportunities, or 15 

treatment; or 16 

 d. Making submission to or rejection of such unwelcome conduct the basis for 17 

academic decisions affecting a student. 18 

 19 

The terms “intimidating,” “hostile,” and “offensive” include conduct that has the effect of 20 

humiliation, embarrassment, or discomfort.  Examples of sexual harassment include, but are not 21 

limited to, unwelcome touching, crude jokes or pictures, discussions of sexual experiences, 22 

pressure for sexual activity, intimidation by words, actions, insults, or name calling, teasing 23 

related to sexual characteristics, and spreading rumors related to a person’s alleged sexual 24 

activities. 25 

 26 

Students who believe that they may have been sexually harassed or intimidated should consult a 27 

counselor, teacher, Title IX coordinator, or administrator, who will assist them in a complaint 28 

process.  Supervisors or teachers who knowingly condone or fail to report or assist a student to 29 

take action to remediate such behavior of sexual harassment or intimidation may themselves be 30 

subject to discipline. 31 

 32 

Any District employee who is determined, after an investigation, to have engaged in sexual 33 

harassment will be subject to disciplinary action up to and including discharge.  Any student of 34 

the District who is determined, after an investigation, to have engaged in sexual harassment will 35 

be subject to disciplinary action, including, but not limited to, suspension and expulsion 36 

consistent with the District’s discipline policy.  Any person who knowingly makes a false 37 

accusation regarding sexual harassment likewise will be subject to disciplinary action up to and 38 

including discharge with regard to employees or suspension and expulsion with regard to 39 

students. 40 

 41 

The District will make every effort to ensure that employees or students accused of sexual 42 

 43 

 44 

 45 
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harassment or intimidation are given an appropriate opportunity to defend themselves against 1 

such accusations. 2 

 3 

To the greatest extent possible, the District will treat complaints in a confidential manner.  The 4 

District realizes that limited disclosure may be necessary in order to complete a thorough 5 

investigation.  Retaliation against persons who file a complaint is a violation of law prohibiting 6 

discrimination and will lead to disciplinary action against an offender. 7 

 8 

Any individual seeking further information should consult the Superintendent for the name of the 9 

current Title IX Coordinator for the District.  The Superintendent will ensure that student and 10 

employee handbooks include the name, address, and telephone number of an individual 11 

responsible for coordinating District compliance efforts. 12 

 13 

An individual with a complaint alleging a violation of this policy should follow the Uniform 14 

Complaint Procedure. 15 

 16 

 17 

 18 

Cross Reference: 1700 Uniform Complaint Procedure 19 

 20 

Legal References: Art. X, Sec. 1, Montana Constitution 21 

   §§ 49-3-101, et seq., MCA Montana Human Rights Act 22 

Title IX of the Educational Amendments, 20 U.S.C. § 1681, et seq. 23 

34 CFR Part 106 Nondiscrimination on the Basis of Sex in 24 

Education Programs or Activities Receiving 25 

Federal Financial Assistance 26 

 27 

Policy History: 28 

Adopted on:  February 2007 29 

Revised on: 30 



Jefferson High School District #1         R 

 

THE BOARD OF TRUSTEES         1610 
 

 

Annual Goals and Objectives 1 

 2 

Each year, at the regular October Board meeting, the Board will formulate annual objectives for 3 

the District and will have available a written comprehensive philosophy of education with goals 4 

that reflect the District’s philosophy of education.  The philosophy of education and goals shall 5 

be in writing and shall be available to all. 6 

 7 

At the conclusion of the year at the regular June Board meeting, the Superintendent shall submit 8 

a report to the Board which reflects the degree to which annual objectives have been 9 

accomplished. 10 

 11 

Legal Reference:  10.55.701, ARM  Board of Trustees 12 

 13 

Policy History: 14 

Adopted on:  February 2007 15 

Revised on:  February 15, 2011 16 
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Suspension and Expulsion – Corrective Actions and Punishment 1 

 2 

The Board recognizes that every student is entitled to due process rights that are provided by 3 

law. 4 

 5 

Suspension 6 

 7 

  “Suspension” means the exclusion of a student from attending individual classes or 8 

school and participating in school activities for an initial period not to exceed ten (10) 9 

school days.  An administrator may order suspension of a student. 10 

 11 

The procedure set forth below will be followed when a proposed punishment of a student is to 12 

include denial of the right of school attendance from any single class or from a full schedule of 13 

classes for at least one (1) day. 14 

 15 

Before any suspension is ordered, a building administrator will meet with a student to explain 16 

charges of misconduct, and the student will be given an opportunity to respond to the charges. 17 

 18 

When a student’s presence poses a continuing danger to persons or property or poses an ongoing 19 

threat of disruption to the educational process, a pre-suspension conference will not be required, 20 

and an administrator may suspend a student immediately.  In such cases, a building administrator 21 

will schedule a conference as soon as practicable following the suspension and notify the student 22 

and parent or guardian of the conference. 23 

 24 

A building administrator will report any suspension immediately to a student’s parent or legal 25 

guardian.  An administrator will provide a written report of suspension that states reasons for a 26 

suspension, including any school rule that was violated, and a notice to a parent or guardian of 27 

the right to a review of a suspension.  An administrator will send a copy of the report and notice 28 

to the Superintendent. 29 

 30 

The Superintendent will conduct a review of any suspension on request of a parent or legal 31 

guardian.  A student and parent or legal guardian may meet with the Superintendent to discuss 32 

suspension.  After the meeting and after concluding a review, the Superintendent will take such 33 

final action as appropriate. 34 

 35 

Upon a finding by a school administrator that the immediate return to school by a student would 36 

be detrimental to the health, welfare, or safety of others or would be disruptive of the educational 37 

process, a student may be suspended for one (1) additional period not to exceed ten (10) school 38 

days, if the student is granted an informal hearing with the school administrator prior to the 39 

additional suspension, and if the decision to impose the additional suspension does not violate the 40 

Individuals with Disabilities Education Act (IDEA) or Rehabilitation Act. 41 

 42 

Students who are suspended from any class or from school entirely have the right to make up any 43 

work missed according to the student handbook. 44 

 45 

 ”Expulsion” is any removal of a student for more than twenty (20) school days without 46 



Jefferson High School District #1 R 

 

STUDENTS            3300 

Page 2 of 3 

 

the provision of educational services.  Expulsion is a disciplinary action available only 1 

to the Board. 2 

 3 

The Board, and only the Board, may expel a student from school and may do so only after 4 

following due process procedures set forth below. 5 

 6 

The Board will provide written notice to a student and parent or legal guardian of a hearing to 7 

consider a recommendation for expulsion, which will be sent by registered or certified mail at 8 

least five (5) school days before the date of the scheduled hearing.  The notice will include time 9 

and place of hearing, information describing the process to be used to conduct the hearing, and 10 

notice that the Board intends to conduct the hearing in closed session unless a parent or legal 11 

guardian waives the student’s right to privacy. 12 

 13 

Within the limitation that a hearing must be conducted during a period of student suspension, a 14 

hearing to consider expulsion may be rescheduled when a parent or legal guardian submits a 15 

request showing good cause to the Superintendent at least two (2) school days before a hearing 16 

date as originally scheduled.  The Superintendent will determine if a request shows good cause 17 

to reschedule a hearing. 18 

 19 

At hearing the student may be represented by counsel, present witnesses and other evidence, 20 

and cross-examine witnesses.  The Board is not bound by formal rules of evidence in 21 

conducting the hearing. 22 

 23 

Each school shall maintain a record of any disciplinary action that is educationally related, with 24 

explanation, taken against the student.  When the Board of Trustees takes disciplinary action 25 

against a student, the Board must keep a written record of the action taken, with detailed 26 

explanation, even if the disciplinary action is decided during a closed session.  A disciplinary 27 

action that is educationally related is an action that results in the expulsion or out-of-school 28 

suspension of the student.  This record must be maintained/destroyed consistent with Montana 29 

Local Government Records Schedule 7, and is subject to transfer to a local education agency, 30 

accredited school, or nonpublic school pursuant to 20-1-213, MCA. 31 

  32 

Procedures for Suspension and Expulsion of Students with Disabilities 33 

 34 

The District will comply with provisions of the Individuals with Disabilities Education Act 35 

(IDEA) and Rehabilitation Act when disciplining students.  The Board will not expel any 36 

special education student when the student’s particular act of gross disobedience or misconduct 37 

is a manifestation of the student’s disability.  The Board may expel pursuant to its expulsion 38 

procedures any special education student whose gross disobedience or misconduct is not a 39 

manifestation of the student’s disability.  A disabled student will continue to receive education 40 

services as provided in the IDEA or Rehabilitation Act during a period of expulsion. 41 

 42 

A building administrator may suspend a child with a disability from the child’s current 43 

placement for not more than ten (10) consecutive school days for any violations of school rules, 44 

and additional removals of not more than ten (10) consecutive school days in that same school 45 

year for separate incidents of misconduct, as long as those removals do not constitute a change 46 
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of placement under 34 CFR 300.519(b), whether or not a student’s gross disobedience or 1 

misconduct is a manifestation of a student’s disabling condition.  Any special education student 2 

who has exceeded or who will exceed the (10) days of suspension may temporarily be excluded 3 

from school by court order or by order of a hearing officer, if the District demonstrates that 4 

maintaining the student in the student’s current placement is substantially likely to result in 5 

injury to the student or to others.  After a child with a disability has been removed from his or 6 

her placement for more than ten (10) school days in the same school year, during any 7 

subsequent days of removal the public agency must provide services to the extent required 8 

under 34 CFR300.121(d). 9 

 10 

An administrator may remove from current placement any special education student who has 11 

carried a weapon to school or to a school function or who knowingly possesses or uses illegal 12 

drugs or sells or solicits the sale of a controlled substance while at school or a school function.  13 

The District will place such student in an appropriate interim alternative education setting for no 14 

more than forty-five (45) school days in accordance with the IDEA or Rehabilitation Act. 15 

 16 

The trustees shall annually, at the regularly scheduled June meeting, review this policy and 17 

update this policy as determined necessary by the trustees based on changing circumstances 18 

pertaining to school safety 19 

 20 

Legal Reference:  21 

20 U.S.C. 1400, et seq.  Individuals with Disabilities Education Act 22 

34 CFR 300.519-521  Procedural Safeguards 23 

§ 20-1-213, MCA Transfer of School Records 24 

§ 20-4-302, MCA   Discipline and punishment of pupils –25 

definition of corporal punishment – penalty – 26 

defense 27 

§ 20-4-402, MCA  Duties of district superintendent or county 28 

high school principal 29 

§ 20-5-105, MCA  Attendance officer – powers and duties 30 

§ 20-5-106, MCA  Truancy 31 

§ 20-5-201, MCA  Duties and sanctions 32 

§ 20-5-202, MCA  Suspension and expulsion 33 

ARM 10.16.3346  Aversive Treatment Procedures 34 

ARM 10.55.910 Student Discipline Records 35 

Goss v. Lopez, 419 US 565 (1975) 36 

Section 504 IDEA 37 

 38 

Policy History: 39 

Adoption on:  February 2007 40 

Revised on:  July 2013, January 2016 41 

 42 

Note:  Revisions included lines 9-14, 19-24 and 29-31.  43 

January 2016 revisions were a substantial rewrite of this policy in conformance with language 44 

from statute.  Of particular note is the insertion of a paragraph regarding maintenance of 45 

records even if done in closed session. 46 
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Maternity Leave 1 

 2 

Long-term illness or temporary disability shall be construed to include pregnancy, miscarriage, 3 

childbirth and recovery therefrom.  Maternity leave includes only continuous absence 4 

immediately prior to delivery, absence for delivery, and absence for post-delivery recovery, or 5 

continuous absence immediately prior to and in the aftermath of miscarriage or other pregnancy-6 

related complications.   7 

 8 

It is unlawful for an employer to refuse to grant an employee a reasonable leave of absence for 9 

pregnancy.  In determining the reasonableness which shall apply to a request for a leave of 10 

absence for a pregnancy, an employer shall apply standards at least as inclusive as those which 11 

have been applied to requests for leave of absence for any other valid medical reason.  Jefferson 12 

High School will follow the language in the current collective bargaining agreement as it relates 13 

to maternity leave unless mandated otherwise by the employee’s physician.    14 

 15 

It is also unlawful for an employer to deny to the employee who is disabled as a result of 16 

pregnancy any compensation to which the employee is entitled as a result of the accumulation of 17 

disability or leave benefits accrued pursuant to plans maintained by the employer, provided that 18 

the employer may require disability as a result of pregnancy to be verified by medical 19 

certification that the employee is not able to perform employment duties. 20 

 21 

As a disabling condition, maternity leave is not available to fathers. 22 

 23 

An employee who has signified her intent to return at the end of her maternity leave of absence 24 

shall be reinstated to her original job or an equivalent position with equivalent pay and 25 

accumulated seniority, retirement, fringe benefits, and other service credits. 26 

 27 

Legal Reference: § 49-2-310, MCA Maternity leave – unlawful acts of employers 28 

   § 49-2-311, MCA Reinstatement to job following pregnancy-related 29 

leave of absence 30 

   Admin. R. Mont. 24.9.1201—1207 Maternity Leave 31 

 32 

 33 

Legal Reference: 34 

    35 

Policy History: 36 

Adopted on:  37 

Revised on:  38 

 39 

Revision Note: 40 
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Long-Term Illness/Temporary Disability/Maternity Leave 1 

 2 

Employees may use sick leave for long-term illness or temporary disability, and, upon the 3 

expiration of sick leave, the Board may grant eligible employees leave without pay if requested.  4 

Medical certification of the long-term illness or temporary disability may be required, at the 5 

Board’s discretion. 6 

 7 

Long-term illness or temporary disability shall be construed to include pregnancy, miscarriage, 8 

childbirth and recovery therefrom.  Maternity leave includes only continuous absence 9 

immediately prior to delivery, absence for delivery, and absence for post-delivery recovery, or 10 

continuous absence immediately prior to and in the aftermath of miscarriage or other pregnancy-11 

related complications.  Such leave shall not exceed six (6) weeks unless prescribed by a 12 

physician. 13 

 14 

Leave without pay arising out of any long-term illness or temporary disability, including 15 

pregnancy, miscarriage, childbirth and recovery therefrom, shall commence only after sick leave 16 

has been exhausted.  The duration of leaves, extensions, and other benefits for privileges such as 17 

health and long-term illness or temporary disability plans in the event of maternity leave, shall 18 

apply under the same conditions as other long-term illness or temporary disability leaves. 19 

 20 

The Superintendent shall devise procedures within the intent of Title VII of the 1964 Civil 21 

Rights Act as amended in 1978 by the Pregnancy Discrimination Act, and within the scope of 22 

applicable law and court rulings in the state of Montana. 23 

 24 

 25 

 26 

Legal Reference: § 49-2-310, MCA Maternity leave – unlawful acts of employers 27 

   § 49-2-311, MCA Reinstatement to job following pregnancy-related 28 

leave of absence 29 

 30 

Policy History: 31 

Adopted on:  February 2007 32 

Revised on: 33 

 34 

Revision Note: Removes Maternity Leave which becomes it’s own policy number 5330 35 
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Long-Term Illness/Temporary Disability/Maternity Leave 1 

 2 

The following procedures will be used when an employee has a long-term illness or temporary 3 

disability, including maternity: 4 

 5 

1. When any illness or temporarily disabling condition is “prolonged,” an employee will be 6 

asked by the administration to produce a written statement from a physician, stating that 7 

the employee is temporarily disabled and is unable to perform the duties of his/her 8 

position until such a time. 9 

 10 

2.  Maternity leave will be treated as any other disability.  Generally, unless mandated 11 

otherwise by a physician, maternity leave does not exceed six (6) weeks.  As a disabling 12 

condition, maternity leave is not available to fathers. 13 

 14 

32.  In the case of any other extended illness, procedures for assessing the probable duration 15 

of the temporary disability will vary.  The number of days of disability will vary 16 

according to different conditions, individual needs, and the assessment of individual 17 

physicians.  Normally, however, the employee should expect to return on the date 18 

indicated by the physician, unless complications develop which are further certified by a 19 

physician. 20 

 21 

 22 

 23 

Procedure History: 24 

Promulgated on:  February 2007 25 

Revised on: 26 

 27 

Revision Note: Removed Maternity which became its own policy number 5330 28 
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Payment of Wages Upon Termination 1 

 2 

When a District employee quits, is laid off, or is dischargedseparates from employment, wages 3 

owed will be paid on the next regular pay day for the pay period in which the employee left 4 

employment or within fifteen (15) days, whichever occurs first. 5 

 6 

In the case of an employee discharged for allegations of theft connected to the employee’s work, 7 

the District may withhold the value of the theft, provided: 8 

 9 

• The employee agrees in writing to the withholding; or 10 

 11 

• The District files a report of theft with law enforcement within seven (7) business days of 12 

 separation. 13 

 14 

If no charges are filed within thirty (30) days of the filing of a report with law enforcement, 15 

wages are due within a thirty-(30)-day period. 16 

 17 

Legal Reference:  § 39-3-205, MCA  Payment of wages when employee separated from 18 

 employment prior to payday – exceptions 19 

 20 

Policy History: 21 

Adopted on:  February 2007 22 

Revised on: 23 

 24 

Note:  Revision included the change from 15 days to 30 days in lines 15-16. 25 



Jefferson High School District #1 

 

FINANCIAL MANAGEMENT 7530 
 

 

Procurement of Supplies or Services 1 

 2 

The Board adopts the following provisions of the Montana Procurement Act (i.e., § 18-4-101, et 3 

seq., MCA): 4 

 5 

 6 

1. § 18-4-303, MCA – Competitive sealed bidding.  With the exception of construction 7 

contracts, allows the District to negotiate an adjustment of the bid price with the lowest 8 

responsible bidder in order to bring the bid within the amount of available funds, if, and 9 

only if, all bids exceed available funds and the lowest responsible bid does not exceed 10 

available funds by more than five percent (5%). 11 

 12 

2. § 18-4-306, MCA – Sole source procurement.  A contract may be awarded for a supply 13 

or service item without competition when, the District determines in writing that: 14 

 (a)  there is only one source for the supply or service item; 15 

 (b)  only one source is acceptable or suitable for the supply or service item; 16 

or 17 

 (c)  the supply or service item must be compatible with current supplies or 18 

 services. 19 

 20 

3.       § 18-4-307, MCA - Cancellation of invitations for bids or requests for proposals.  An 21 

invitation for bids, a request for proposals, or other solicitation may be cancelled or any or all 22 

bids or proposals may be rejected in whole or in part, as may be specified in the solicitation, 23 

when it is in the best interests of the state.  The reasons therefor must be made part of the 24 

contract file. 25 

 26 

 27 

Legal Reference: § 18-4-121, et seq., MCA Montana Procurement Act 28 

   § 18-4-303, MCA  Competitive Sealed Bidding 29 

   § 18-4-306, MCA  Sole Source Procurement--records 30 

   § 18-4-307, MCA  Cancellation of invitations for bids or  31 

       requests for proposals 32 

   2.5.604, ARM   Sole Source Procurement 33 

 34 

Policy History: 35 

Adopted on: May 21, 2002 36 

Revised on:  February 2007, XX/XX/2018  37 

 38 

Note:  The revision included the addition of lines 15-18 for additional clarification.  2018 39 

revision adds cancellation of bid.   40 
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Resignation 1 

 2 

The resignation of a trustee of the district, must be submitted in writing to the Clerkmust be in 3 

writing, must stipulate an effective date, and must be submitted to the Clerk of the District.  A 4 

resignation is effective seventy-two (72) hours after its submission unless withdrawn during that 5 

period by the trustee through written notification of withdrawal made to the Clerk. 6 

 7 

 8 

Trustees retiring from the Board may be recognized for their service to the District by 9 

presentation of a service plaque or other appropriate activities. 10 

 11 

 12 

 13 

Legal Reference: § 2-16-502, MCA  Resignations 14 

   § 20-3-308, MCA Vacancy of trustee position 15 

 16 

Policy History: 17 

Adopted on:  February 2007 18 

Revised on: January 2016  19 

January 2016 Revision Note: Remove board ratification 20 
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Vacancies 1 

 2 

A trustee position becomes vacant before the expiration of a term, when any of the following 3 

occurs: 4 

 5 

1. Death of the trustee; 6 

2. Resignation, in writing,The effective date stipulated in the written resignation of the 7 

trustee filed with the Clerk; 8 

3. Trustee moves out of the nominating district, establishing residence elsewhere; 9 

4. Trustee is no longer a registered elector of the District under the provisions of § 20-20-10 

301, MCA; 11 

5. Trustee is absent from the District for sixty (60) consecutive days; 12 

6. Trustee fails to attend three (3) consecutive meetings of the trustees without good reason; 13 

7. Trustee has been removed under the provisions of § 20-3-310, MCA; or 14 

8. Trustee ceases to have the capacity to hold office under any other provision of law. 15 

 16 

A trustee position also shall be vacant when an elected candidate fails to qualify. 17 

 18 

When a trustee vacancy occurs, the remaining trustees shall declare such position vacant and fill 19 

such vacancy by appointment.  The Board will receive applications from any qualified persons 20 

seeking to fill the position after suitable public notice.  The Board will appoint one (1) candidate 21 

to fill the position. 22 

 23 

Should the Board fail to fill a vacancy within sixty (60) days from the creation of a vacancy, the 24 

county superintendent shall appoint, in writing, a competent person to fill such vacancy.  An 25 

appointee shall qualify by completing and filing an oath of office with the county superintendent 26 

within fifteen (15) days after receiving notice of the appointment and shall serve until the next 27 

regularly scheduled school election and a successor has qualified. 28 

 29 

 30 

 31 

Cross Reference: 1240 Duties of Individual Trustees 32 

   1112    Resignations 33 

 34 

Legal References: § 2-16-501(3), MCA Vacancies created 35 

   § 20-3-308, MCA Vacancy of trustee position 36 

   § 20-3-309, MCA Filling vacated trustee position – appointee 37 

qualification and term of office 38 

 39 

Policy History: 40 

Adopted on:  February 2007 41 

Revised on:  January 2016 42 

 43 

January 2016 revision notes:  replaced word “incumbent” with “Trustee” 44 
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Abstentions From Voting 1 

 2 

Section 20-3-323(2), MCA, requires the minutes of each Board meeting to include the voting 3 

records of each trustee present.  As a general rule trustees should vote on all issues, unless 4 

casting a vote would be a violation of law.  Under Montana law, instances in which it would be 5 

unlawful or inappropriate for a trustee to cast a vote on a particular issue include, but are not 6 

necessarily limited to, the following:situations when the Board is considering hiring the relative 7 

of a trustee. 8 

 9 

1. When hiring the relative of a trustee; 10 

 11 

2. When casting a vote would directly and substantially affect, to its economic benefit, a 12 

business or other undertaking in which the trustee either has a substantial financial 13 

interest or in which the trustee is engaged as counsel, consultant, representative, or agent; 14 

 15 

3. When casting a vote would directly and substantially affect a business or other 16 

undertaking to its economic detriment, where a trustee has a substantial personal interest 17 

in a competing firm or undertaking; 18 

 19 

4. When casting a vote would cause a trustee to have a pecuniary interest, either directly or 20 

indirectly, in a contract made by the trustee (while acting in the trustee’s official 21 

capacity) or by the Board; and 22 

 23 

5. When casting a vote would put the trustee in the position of an agent or solicitor in the 24 

sale or supply of goods or services to the District. 25 

 26 

In addition, a trustee shall be allowed to abstain from voting to avoid the appearance of 27 

impropriety or the appearance of a perceived conflict.  If a trustee abstains from voting, the 28 

abstention should be recorded in the minutes and may include an explanation of the reasons for 29 

the abstention.  The Board discourages abstentions, unless the reasons are substantiated as 30 

provided herein. 31 

 32 

Legal References: § 2-2-302, MCA Appointment of relative to office of trust or 33 

emolument unlawful – exceptions – publication of 34 

notice 35 

   § 20-3-323, MCA District policy and record of acts 36 

   § 2-2-121, MCA Rules of conduct for public officers and public 37 

employees 38 

   § 2-2-105, MCA Ethical requirements for public officers and public 39 

employees 40 

   § 20-9-204, MCA Conflicts of interests, letting contracts, and calling 41 

for bids 42 

   § 20-1-201, MCA School officers not to act as agents 43 

 44 

Policy History: 45 

Adopted on:  February 2007 46 

Revised on: 47 
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Conflict of Interest 1 
 2 

A trustee may not: 3 
 4 

1. Engage in a substantial financial transaction for the trustee’s private business purpose, 5 

with a person whom the trustee inspects or supervises in the course of official duties. 6 
 7 

2. Perform an official act directly and substantially affecting, to its economic benefit, a 8 

business or other undertaking in which the trustee either has a substantial financial 9 

interest or is engaged as counsel, consultant, representative or agent. 10 
 11 

3. Act as an agent or solicitor in the sale or supply of goods or services to a district. 12 
 13 

4. Have a pecuniary interest, directly or indirectly, in any contract made by the Board, when 14 

the trustee has more than a ten percent (10%) interest in the corporation.  A contract does 15 

not include:  1) merchandise sold to the highest bidder at public auctions; 2) investments 16 

or deposits in financial institutions that are in the business of loaning or receiving money, 17 

when such investments or deposits are made on a rotating or ratable basis among 18 

financial institutions in the community or when there is only one (1) financial institution 19 

in the community; or 3) contracts for professional services other than salaried services or 20 

for maintenance or repair services or supplies when the services or supplies are not 21 

reasonably available from other sources, if the interest of any Board member and a 22 

determination of such lack of availability are entered in the minutes of the Board meeting 23 

at which the contract is considered. 24 
 25 

5. Be employed in any capacity by the District, with the exception of officiating at athletic 26 
competitions under the auspices of the Montana Officials Association.  27 

 28 
6. Perform an official act directly and substantially affecting a business or other undertaking to 29 

its economic detriment when the officer or employee has a substantial personal interest in a 30 
competing firm or undertaking. 31 

 32 
5.7. Perform an official act directly and substantially affecting to its economic benefit a business 33 

or other undertaking in which the officer or employee either has a substantial financial 34 
interest or is engaged as counsel, consultant, representative, or agent. 35 

 36 

6.8.Appoint to a position of trust or emolument any person related or connected by 37 

consanguinity within the fourth (4th) degree or by affinity within the second (2nd) degree. 38 
 39 

a. This prohibition does not apply to the issuance of an employment contract to a 40 

person as a substitute teacher who is not employed as a substitute teacher for more 41 

than thirty (30) consecutive school days. 42 

b. This prohibition does not apply to the renewal of an employment contract of a 43 

person related to a Board member, who was initially hired before the Board 44 

member assumed the trustee position. 45 

c. This prohibition does not apply if trustees comply with the following 46 



Jefferson High School District #1 
 
THE BOARD OF TRUSTEES            1512 

Page 2 of 3 

 

requirements:  1) All trustees, except the trustee related to the person to be 1 

employed or appointed, vote to employ the related person; 2) the trustee related to 2 

the person to be employed abstains from voting; and 3) the trustees give fifteen 3 

(15) days written notice of the time and place of their intended action in a 4 

newspaper of general circulation in the county where the school is located. 5 
 6 

7.9.Affinity is the legal relationship arising as the result of marriage.  Relationship by affinity 7 

terminates upon the death of one of the spouses or other dissolution of marriage, except 8 

when the marriage has resulted in issue still living. 9 
 10 

Degrees of Consanguinity 11 
 12 

    
4 

Great Great 

Grandparent 

    

   
3 

Great 

Grandparent 

 
5 

Great Great 

Uncle/Aunt 

   

  
2 

Grandparent 
 

4 

Great 

Uncle/Aunt 

 

6 

Child of 

Great 

Uncle/Aunt 

  

 
1 

Parent 
 

3 

Uncle/Aunt 
 

5 

Child of GG 

Uncle/Aunt 

 

7 

Grandchild 

of GG 

Uncle/Aunt 

 

Trustee  
2 

Brother/Sister 
 

4 

1st Cousin 
 

6 

2nd Cousin 
 

8 
3rd Cousin 

 
1 

Child 
 

3 

Nephew/Niece 
 

5 

1st Cousin 

once removed 

 

7 

2nd Cousin 

once 

removed 

 

  
2 

Grandchild 
 

4 

Grand 

Nephew/Niece 

 

6 

1st Cousin 

twice 

removed 

  

   
3 

Great 

Grandchild 

 
5 

Great Grand 

Nephew/Niece 

   

    

4 

Great Great 

Grandchild 

 

    

  13 
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Degree of Affinity 1 
 2 

   
3 

Great Grandparent-in-law 

  
2 

Grandparent-in-law 
 

 
1 

Parent - in - Law 
 

3 
Uncle/Aunt-in-law 

Trustee 
1 

Spouse 

2 

Brother/Sister-in-law 
 

 
1 

Step Child 
 

3 

Nephew/Niece-in-law 

  
2 

Step Grandchild 
 

   
3 

Step Great Grandchild 
 3 

Policy History: 4 
Adopted on: February 2007 5 
Revised on September 2010 6 
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Uniform Complaint Procedure 1 

 2 

The Board establishes this Uniform Complaint Procedure as a means to address complaints 3 

arising within the District.  This Uniform Complaint Procedure is intended to be used for all 4 

complaints except those involving challenges to educational material and those governed by a 5 

specific process in state or federal law that supersedes this process or collective bargaining 6 

agreement. Matters covered by a collective bargaining agreement will be reviewed in accordance 7 

with the terms of the applicable agreement. 8 

 9 

The District requests all individuals to use this complaint procedure, when the individual 10 

believes the Board or its employees or agents have violated the individual’s rights under:  (1) 11 

Montana constitutional, statutory, or administrative law; (2) United States constitutional, 12 

statutory, or regulatory law; or (3)  state or federal law or Board policy. 13 

 14 

The District will endeavor to respond to and resolve complaints without resorting to this formal 15 

complaint procedure and, when a complaint is filed, to address the complaint promptly and 16 

equitably.  The right of a person to prompt and equitable resolution of a complaint filed 17 

hereunder will not be impaired by a person’s pursuit of other remedies.  Use of this complaint 18 

procedure is not a prerequisite to pursuit of other remedies, and use of this complaint procedure 19 

does not extend any filing deadline related to pursuit of other remedies. 20 

 21 

Deadlines requiring District action in this procedure may be extended for reasons related but not 22 

limited to the District’s retention of legal counsel and District investigatory procedures. 23 

 24 

The Superintendent has the authority to contract with an independent investigator at any time 25 

during the complaint procedure process.  Within fifteen (15) calendar days of the 26 

Superintendent’s receipt of the independent investigator’s report and recommendation, the 27 

Superintendent will respond to the complaint and take such administrative steps as the 28 

Superintendent deems appropriate and necessary. 29 

 30 

Level 1:  Informal 31 

 32 

An individual with a complaint is first encouraged to discuss it with the appropriate teacher, 33 

counselor, employee or building administrator, with the objective of resolving the matter 34 

promptly and informally.  An exception is that a complaint of sexual harassment should be 35 

discussed directly with an administrator not involved in the alleged harassment. 36 

 37 

Level 2:  Building Administrator 38 

 39 

When a complaint has not been or cannot be resolved at Level 1, an individual may file a signed 40 

and dated written complaint stating:  (1) the nature of the complaint; (2) a description of the 41 

event or incident giving rise to the complaint, including any school personnel involved; and (3) 42 

the remedy or resolution requested.  This written complaint must be filed within thirty (30) 43 

calendar days of the event or incident or from the date an individual could reasonably become 44 
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aware of such event or incident. The applicability of the deadline is subject to review by the 1 

Superintendent to ensure the intent of this uniform complaint procedure is honored. 2 

 3 

 When a complaint alleges violation of Board policy or procedure, the building administrator will 4 

investigate and attempt to resolve the complaint.  The administrator will respond in writing to the 5 

complaint, within thirty (30) calendar days of the administrator’s receipt of the complaint. 6 

 7 

If either the complainant or the person against whom the complaint is filed is dissatisfied with 8 

the administrator’s decisionhas reason to believe the administrator’s decision was made in error, 9 

either the complainant may request, in writing, that the Superintendent review the administrator’s 10 

decision.  (See Level 3.)  This request must be submitted to the Superintendent within fifteen 11 

(15) calendar days of the administrator’s decision. 12 

 13 

When a complaint alleges sexual harassment or a violation of Title IX of the Education 14 

Amendments of 1972 (the Civil Rights Act), Title II of the Americans with Disabilities Act of 15 

1990, or Section 504 of the Rehabilitation Act of 1973, the building administrator may turn the 16 

complaint over to a District nondiscrimination coordinator.  The coordinator will complete an 17 

investigation and file a report and recommendation with the Superintendent.  A coordinator may 18 

hire, with the approval of the Superintendent, an independent investigator to conduct the 19 

investigation.  Within fifteen (15) calendar days of the Superintendent’s receipt of the 20 

coordinator’s or independent investigators report and recommendation, the Superintendent will 21 

respond to the complaint and take such administrative steps as the Superintendent deems 22 

appropriate and necessary.  If either the complainant or the person against whom the complaint is 23 

filed is dissatisfied with the Superintendent’s decision, the complainanteither may request, in 24 

writing, that the Board consider an appeal of the Superintendent’s decision.  (See Level 4.)  This 25 

request must be submitted in writing to the Superintendent, within fifteen (15) calendar days of 26 

the Superintendent’s written response to the complaint, for transmission to the Board. 27 

 28 

Level 3:  Superintendent 29 

 30 

If either the complainant or the person against whom the complaint is filed appeals the 31 

administrator’s decision provided for in Level 2, the Superintendent will review the complaint 32 

and the administrator’s decision.  The Superintendent will respond in writing to the appeal, 33 

within thirty (30) calendar days of the Superintendent’s receipt of the written appeal.  In 34 

responding to the appeal, the Superintendent may:  (1) meet with the parties involved in the 35 

complaint; (2) conduct a separate or supplementary investigation; (3) engage an outside 36 

investigator or other District employees to assist with the appeal; and/or (4) take other steps 37 

appropriate or helpful in resolving the complaint. 38 

 39 

If either the complainant or the person against whom the complaint is filed is dissatisfied with 40 

the Superintendent’s decision,has reason to believe the Superintendent’s decision was made in 41 

error, eitherthe complainant may request, in writing, that the Board consider an appeal of the 42 

Superintendent’s decision.  (See Level 4.)  This request must be submitted in writing to the 43 
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Superintendent, within fifteen (15) calendar days of the Superintendent’s written response to the 1 

complaint, for transmission to the Board. 2 

 3 

Level 4:  The Board 4 

 5 

Upon written appeal of a complaint alleging a violation the individual’s rights under state or 6 

federal law or Board policy upon which the Board of Trustees has authority to remedy, the Board 7 

maywill consider the Superintendent’s decision in Level 2 or 3. 8 

Upon receipt of written request for appeal, the Chair will either:  (1) place the appeal on the 9 

agenda of a regular or special Board meeting; or (2) appoint an appeals panel of not less than 10 

three (3) trustees to hear the appeal and make a recommendation to the Board, or (3) respond to 11 

the complaint with an explanation of why the appeal will not be heard by the Board of Trustees 12 

in accordance with this policy.  If the Chair appoints a panel to consider the appeal, the panel 13 

will meet to consider the appeal and then make written recommendation to the full Board.  The 14 

Board will report its decision on the appeal, in writing, to all parties, within thirty (30) calendar 15 

days of the Board meeting at which the Board considered the appeal or the recommendation of 16 

the panel.  A decision of the Board is final, unless it is appealed pursuant to Montana law within 17 

the period provided by law. 18 

 19 

Level 5:  County Superintendent 20 

 21 

When a matter falls within the jurisdiction of a county superintendent of schools, the decision of 22 

the Board may be appealed to the county superintendent by filing written appeal within thirty 23 

(30) Calendar days of the Board’s decision, pursuant to Montana law. 24 

 25 

Legal Reference:  Title IX of the Education Amendments of 1972 (Civil Rights Act) 26 

   Title II of the Americans with Disabilities Act of 1990 27 

   § 504 of the Rehabilitation Act of 1973 28 

 29 

Policy History: 30 

Adoption on:  February 2007 31 

Revised on:  April 21, 2009 32 

 33 

Note:  Lines 20-24 (page 1) were added to allow the Superintendent to higher an independent 34 

investigator if needed. 35 
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School Year Calendar and Day 1 

 2 

School Calendar 3 

 4 

Subject to §§ 20-1-301 and 20-1-308, MCA, and any applicable collective bargaining agreement 5 

covering the employment of affected employees, the trustees of a school district shall set the 6 

number of hours in a school term, the length of the school day, and the number of school days in 7 

a school week.  When proposing to adopt changes to a previously adopted school term, school 8 

week, or school day, the trustees shall:  (a) negotiate the changes with the recognized collective 9 

bargaining unit representing the employees affected by the changes; (b) solicit input from the 10 

employees affected by the changes but not represented by a collective bargaining agreement; (c) 11 

and from the people who live within the boundaries of the school district. 12 

 13 

Commemorative Holidays 14 

 15 

Teachers and students will devote a portion of the day on each commemorative holiday 16 

designated in § 20-1-306, MCA, to study and honor the commemorated person or occasion.  17 

The Board may from time to time designate a regular school day as a commemorative holiday. 18 

 19 

Saturday School 20 

 21 

 Pupil instruction may be held on a Saturday at the discretion of a school district for the 22 

purpose of providing additional pupil instruction, provided that:  (a) Saturday school is not a 23 

pupil instruction day and does not count toward the minimum aggregate hours of pupil 24 

instruction; and (b) student attendance is voluntary. 25 

 26 

Friday School 27 

 28 

 Pupil instruction may be held on a Friday at the discretion of a school district for the 29 

purpose of providing additional pupil instruction, provided that:  (a) Friday school is not a pupil 30 

instruction day and does not count toward the minimum aggregate hours of pupil instruction; 31 

and (b) student attendance is voluntary. 32 

 33 

School Fiscal Year 34 

 35 

At least the minimum number of aggregate hours must be conducted during each school fiscal 36 

year.  The minimum aggregate hours required by grade are: 37 

a) A minimum of 360 aggregate hours for a kindergarten program; 38 

b) 720 hours for grades 1 through 3; 39 

c) 1,080 hours for grades 4 through 12; and 40 

d) 1,050 hours may be sufficient for graduating seniors. 41 

 42 

The minimum aggregate hours, described above, are not required for any pupil demonstrating 43 

proficiency pursuant to 20-9-311(4)(d), MCA. 44 

45 
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In addition, seven (7) pupil instruction-related days may be scheduled for the following 1 

purposes: 2 

1. Pre-school staff orientation for the purpose of organization of the school year; 3 

2. Staff professional development programs (minimum of three (3) days); 4 

3. Parent/teacher conferences; and 5 

4. Post-school record and report (not to exceed one (1) day, or one-half (½) day at the end of 6 

each semester or quarter). 7 

 8 

The Board of Trustees may establish an advisory committee to develop, recommend, and 9 

evaluate the school district’s yearly professional development plan.   10 

 11 

Legal References:  § 20-1-301, MCA  School fiscal year 12 

 § 20-1-302, MCA  School day and week 13 

 § 20-1-303, MCA  Conduct of School on Saturday or Sunday 14 

 prohibited - exceptions 15 

 § 20-1-304, MCA  Pupil-instruction-related day 16 

 § 20-1-306, MCA  Commemorative exercises on certain days 17 

 § 20-9-311, MCA Calculation of Annual Number Belonging 18 

(ANB) 19 

 ARM 10.55.701  Board of Trustees 20 

 ARM 10.65.101-103  Pupil-Instruction-Related Days 21 

 ARM 10.55.714 Professional Development 22 

 ARM 10.55.906  High School Credit 23 

 24 

Policy History: 25 

Adopted on:  February 2007 26 

Reviewed on: 27 

Revised on:  April 15, 2008, November 15, 2011, January 2016 28 

Note:  Revisions included lines 12-16, lines 27-30(change from days to aggregate hours), and a 29 

better 30 

clarification of lines 34-37. 31 

Note:  Revisions included the addition of “Saturday School” and the legal reference of 20—32 

303, MCA. 33 

January 2016 revision note:  Added paragraph with option to establish an advisory committee   34 

Added Friday school. 35 
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Title I Parent and Family Involvement 1 

 2 

The District endorses the parent involvement goals of Title I and encourages the regular 3 

participation of parents and family members of Title I eligible children in all aspects of the 4 

program to establish the agency’s expectations and objectives for meaningful parent and family 5 

involvement.  The education of children is viewed as a cooperative effort among the parents, 6 

family members, school, and community.  In this policy the word “parent” also includes 7 

guardians and other family members involved in supervising the child’s schools. 8 

 9 

Pursuant to federal law the District will develop jointly with, agree upon with, and distribute to 10 

parents of children participating in the Title I program a written parent and family involvement 11 

policy. This may include meaningful consultation with employers, business leaders, and 12 

philanthropic organizations, or individuals with expertise in effectively engaging parents and 13 

family members in education. 14 

 15 

At the required annual meeting of Title I parents and family members, parents and family 16 

members will have opportunities to participate in the design, development, operation, and 17 

evaluation of the program for the next school year.  Proposed activities to fulfill the requirements 18 

necessary to address the requirements of parental-involvement goals shall be presented. 19 

 20 

In addition to the required annual meeting, at least three (3) additional meetings shall be held at 21 

various times of the day and/or evening for parents and family members of children participating 22 

in the Title I program.  These meetings shall be used to provide parents with: 23 

 24 

1. Information about programs provided under Title I; 25 

 26 

2. A description and explanation of the curriculum in use, the forms of academic assessment 27 

used to measure student progress, and the proficiency levels students are expected to 28 

meet; 29 

 30 

3. Opportunities to formulate suggestions and to participate, as appropriate, in decisions 31 

relating to the education of their children; and 32 

 33 

4. The opportunity to bring parent comments, if they are dissatisfied with the school’s Title 34 

I program, to the District level. 35 

 36 

Title I funding, if sufficient, may be used to facilitate parent attendance at meetings, through 37 

payment of transportation and childcare costs. 38 

 39 

The parents and family members of children identified to participate in Title I programs shall 40 

receive from the school 41 

principal and Title I staff an explanation of the reasons supporting each child’s selection for the 42 

program, a set of objectives to be addressed, and a description of the services to be provided.  43 

Opportunities will be provided for the parents and family members to meet with the classroom 44 
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and Title I teachers to discuss their child’s progress.  Parents will also receive guidance as to how 1 

they can assist at home in the education of their children. 2 

Each school in the District receiving Title I funds shall develop jointly with parents of children 3 

served in the program a “School-Parent Compact” outlining the manner in which parents, school 4 

staff, and students share the responsibility for improved student academic achievement in 5 

meeting state standards.  The “School-Parent Compact” shall: 6 

1. Describe the school’s responsibility to provide high quality curriculum and instruction in 7 

a supportive and effective learning environment enabling children in the Title I program 8 

to meet the state’s academic achievement standards; 9 

 10 

2. Indicate the ways in which each parent will be responsible for supporting their child’s 11 

learning, such as monitoring attendance, homework completion, and television watching; 12 

volunteering in the classroom; and participating, as appropriate, in decisions related to 13 

their child’s education and positive use of extracurricular time; and 14 

 15 

3. Address the importance of parent-teacher communication on an ongoing basis with, at a 16 

minimum, parent-teacher conferences, frequent reports to parents, and reasonable access 17 

to staff. 18 

 19 

The activities authorized under this policy may include establishing a parent advisory board 20 

comprised of a sufficient number and representative group of parents or family members 21 

served by the district to adequately represent the needs of the population served by the 22 

district for the purposes of developing, revising, and reviewing the parent and family 23 

engagement policy. 24 

 25 

 26 

 27 

Legal Reference: Title I of the Elementary and Secondary Education Act of 1965, 20 U.S.C. 28 

§§ 6301-6514, as implemented by 34 CFR parts 200, 201, 203, 205, and 29 

212 30 

Improving America’s Schools Act, P.L. 103-382, § 1112 Local Education 31 

Agency Plans 32 

P.L. 107-110, “No Child Left Behind Act of 2001,” Title I – Improving 33 

the Academic Achievement of the Disadvantaged, § 1118 34 

 35 

Policy History: 36 

Adopted on:  February 2007 37 

Revised on: 38 
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 1 

Distance Learning Courses 2 

 3 

The District will permit a student to enroll in an approved correspondence course from a school 4 

approved by the National University Extension Association or the Distance Education 5 

Accrediting Commission, in order that such student may include a greater variety of learning 6 

experiences within the student’s educational program. 7 

 8 

Credit for correspondence courses may be granted, provided the following requirements are met: 9 

 10 

1. Prior permission has been granted by the administration; 11 

 12 

2. The program fits the education plan submitted by the regularly enrolled student; 13 

 14 

3. Credit is granted for the following approved schools: 15 

 16 

 a. Community colleges, vocational-technical institutes, four-year colleges and 17 

universities and state-approved private schools in the state of Montana; and 18 

 19 

The District shall not be obligated to pay for a student’s correspondence courses. 20 

 21 

Distance learning course credit for core subjects will only be granted upon administrative review 22 

and approval. 23 

 24 

 25 

Cross Reference: 2410 and 2410P High School Graduation Requirements 26 

 27 

Legal Reference: § 20-7-116, MCA Supervised correspondence study 28 

   ARM 10.55.906 High School Credit 29 

 30 

Policy History: 31 

Adopted on:  February 2007 32 

Revised on: June 2014 33 

 34 

Revision Note: Changed list of approved schools and retitled from Correspondence Courses 35 
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Distance, Online, and Technology Delivered Learning 1 

 2 

For purposes of this policy, “distance learning” is defined as:  instruction in which students and 3 

teachers are separated by time and/or location with synchronous or asynchronous content, 4 

instruction, and communication between student and teacher (e.g., correspondence courses, online 5 

learning, video conferencing, streaming video). 6 

 7 

The District may receive and/or provide distance, online, and technology delivered learning 8 

programs, provided the following requirements are met: 9 

 10 

1. The distance, online, and technology delivered learning programs and/or courses shall meet 11 

the learner expectations adopted by the district and be aligned with state content and 12 

performance standards; 13 

2. The district shall provide a report to the Superintendent of Public Instruction documenting 14 

how it is meeting the needs of students under the accreditation standards who are taking a 15 

majority of courses during each grading period via distance, online, and/or technology-16 

delivered programs; 17 

3. The district will provide qualified instructors and/or facilitators as described in ARM 18 

10.55.907(3)(a)(b)(c); 19 

4. The district will ensure that the distance, online, and technology delivered learning 20 

facilitators, receive in-service training on technology delivered instruction as described in 21 

ARM 10.55.907(3)(d); and 22 

5. The district will comply with all other standards as described in ARM 10.55.907(4)(5)(a-e). 23 

 24 

The District will permit a student to enroll in an approved distance learning course, in order that such 25 

student may include a greater variety of learning experiences within the student’s educational 26 

program. 27 

 28 

Credit for distance learning courses may be granted, provided the following requirements are met: 29 

 30 

1. Prior permission has been granted by the principal; 31 

2. The program fits the education plan submitted by the regularly enrolled student; 32 

3. The course does not replace a required course offered by the District; 33 

4. The course is needed as credit retrieval and cannot fit into the students schedule; and 34 

5. Credit is granted for schools and institutions approved by the District after evaluation for a 35 

particular course offering. 36 
 37 

The District will not be obligated to pay for a student’s distance learning courses. 38 

 39 

The minimum aggregate hours are not required for any pupil demonstrating proficiency pursuant to 40 

20-9-311(4)(d), MCA. 41 

 42 

  43 

Cross Reference: 2410 and 2410P High School Graduation Requirements 44 

   2100   School Calendar and Year 45 
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 1 

Legal Reference: § 20-9-311(4)(d), MCA Calculation of Average Number Belonging 2 

   ARM 10.55.602 Definitions 3 

   ARM 10.55.705 Administrative personnel; Assignment of School 4 

      Administrators/Principals 5 

   ARM 10.55.906 High School Credit 6 

   ARM 10.55.907 Distance, Online, and Technology Delivered 7 

      Learning  8 

    9 

Policy History: 10 

Adopted on: April 15, 2008 11 

Revised on:  12 

 13 

Revision Note: 14 
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1  For the purposes of this section “proof of identity” means a certified copy of a birth certificate, a certified transcript or similar 

student records from the previous school, or any documentary evidence that a school district considers to be satisfactory proof of 

identity.   44-2-511(6)(a), MCA 

 

Entrance, Placement, and Transfer 1 

 2 

Entrance, Date, and Age 3 

  4 

The District requires proof of identity and an immunization record for every child to be admitted 5 

to District schools.  The trustees may at their discretion assign and admit a child to a school in 6 

the district who is under 6 years of age or an adult who is 19 years of age or older if there are 7 

exceptional circumstances that merit waiving the age provision. 8 

 9 

School Entrance 10 

 11 

1.  The District requires that a student’s parents, legal guardian, or legal custodian present 12 

proof of identity of the child1 to the school within forty (40) days of enrollment, as well 13 

as proof of residence in the District.  Students who are not residents of the District may 14 

apply for admission pursuant to Policy 3141.   15 

 16 

2.  To be admitted to the District school, in accordance with the Montana Immunization 17 

Law, a child must have been immunized against varicella, diphtheria, pertussis, tetanus, 18 

poliomyelitis, rubella, mumps, and measles in the manner and with immunizing agents 19 

approved by the Department of Health and Human Services or the local county health 20 

department.  Immunizations may not be required if a child qualifies for conditional 21 

attendance or an exemption is filed as provided by Montana law. 22 

 23 

3. The above requirements are not to serve as barriers to immediate enrollment of students 24 

designated as homeless or foster children as required by the Every Student Succeeds Act 25 

(ESSA) and the McKinney-Vento Act as amended by ESSA.  The District shall work 26 

with the local child welfare agency, the school last attended, or other relevant agencies to 27 

obtain necessary enrollment documentation and ensure a student receives education 28 

services in the best interests of the child. The superintendent or designee shall serve as 29 

point of contact with all applicable agencies to review records, facilitate services, and 30 

resolve disputes. 31 

 32 

Placement 33 

 34 

The District goal is to place students at levels and in settings that will increase the probability of 35 

student success.  Developmental testing, together with other relevant criteria including, but not 36 

limited to, health, maturity, emotional stability, and developmental disabilities, may be 37 

considered in the placement of all students.  Final disposition of all placement decisions rests 38 

with the principal, subject to appeal to the Superintendent or the Board. 39 

 40 

Transfer 41 

 42 

District policies regulating the enrollment of students from other accredited elementary and 43 

secondary schools are designed to protect the educational welfare of children. 44 
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1  For the purposes of this section “proof of identity” means a certified copy of a birth certificate, a certified transcript or similar 

student records from the previous school, or any documentary evidence that a school district considers to be satisfactory proof of 

identity.   44-2-511(6)(a), MCA 

 

 1 

Secondary Grades (9-12) Credit Transfer:  A transfer of credits from any secondary school is 2 

subject to a satisfactory examination of the following: 3 

 4 

1.  Appropriate certificates of school accreditation; 5 

 6 

 7 

  8 

2.  Length of course, school day, and school year; 9 

 10 

3.  Content of applicable courses; 11 

 12 

4.  School building as it relates to credit earned (i.e., lab areas for appropriate science or 13 

 vocational instruction); 14 

 15 

5.  Appropriate evaluation of student performance leading toward credit issuance. 16 

 17 

The District will follow Montana Accreditation Rules and Standard, along with local alternate 18 

procedures for earning credit, in reviewing requests for transfer of credits.  The high school 19 

principal has authority for approving credit transfers, subject to review by the Superintendent or 20 

the Board. 21 

 22 

Legal Reference:  § 20-5-101, MCA   Admittance of child to school 23 

   § 20-5-403, MCA   Immunization required – release and 24 

       acceptance of immunization records 25 

   § 20-5-404, MCA   Conditional attendance 26 

   § 20-5-405, MCA   Medical or religious exemption 27 

   § 20-5-406, MCA   Immunization record 28 

   § 44-2-511, MCA   School enrollment procedure 29 

   10.55.601 et seq., ARM  Accreditation Standards:  Procedures 30 

 31 

Policy History: 32 

Adopted on:  February 2007 33 

Revised on:  April 15, 2008 34 

Revised on: January 2016, March 2018 35 

 36 

Note:  The revisions included the age range acceptance in lines 7-8 Page 1 as well as the 37 

footnote defining “proof of identity”. 38 

January 2016 revisions include addition of varicella and clarification of immunization manner as 39 

per 2015 Montana Legislature.  40 

March 2018 ESSA language added 41 
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Education of Homeless Children 1 

 2 

Every child of a homeless individual and every homeless child are entitled to equal access to the 3 

same free, appropriate public education as provided to other students.  The District must assign 4 

and admit a child who is homeless to a District school regardless of residence and irrespective of 5 

whether the homeless child is able to produce records normally required for enrollment.  The 6 

District may not require an out-of-District attendance agreement and tuition for a homeless child. 7 

 8 

The Superintendent will review and revise as necessary rules or procedures that may be barriers 9 

to enrollment of homeless children and youths.  In reviewing and revising such procedures, the 10 

Superintendent will consider issues of transportation, immunization, residence, birth certificates, 11 

school records, and other documentation.  12 

 13 

Homeless students will have access to services comparable those offered to other students, 14 

including but not limited to: 15 

 16 

1. Transportation services; 17 

2. Educational services for which a student meets eligibility criteria (e.g., Title I); 18 

3. Educational programs for children with disabilities and limited English proficiency; 19 

4. Programs in vocational and technical education; 20 

5. Programs for gifted and talented students; and 21 

6. School nutrition program. 22 

 23 

The Superintendent will give special attention to ensuring the enrollment and attendance of 24 

homeless children and youths not currently attending school.  The Superintendent will appoint a 25 

liaison for homeless children.  26 

 27 

A “homeless individual” is defined as provided in the McKinney Homeless Assistance Act.  28 

 29 

Anyone having a concern or complaint regarding placement or education of a homeless child 30 

will first present it orally and informally to the District homeless liaison. To further ensure that 31 

the District is removing barriers to the educational access and success of children and youths 32 

who are homeless, and to ensure that Title 1 funding is expended in an appropriate manner, the 33 

District has adopted the dispute resolution form at 3125F. Thereafter, a written complaint must 34 

be filed in accordance with the District Uniform Complaint Procedure.  35 

 36 

 37 

Cross Reference: 1700 Uniform Complaint Procedure 38 

3125F   McKinney-Vento Homeless Educational Assistance Dispute 39 

Resolution Form 40 

 41 

Legal Reference: 42 U.S.C. § 11431, et seq. McKinney Homeless Assistance Act 42 

   § 20-5-101, MCA  Admittance of child to school 43 

 44 

Policy History: 45 

Adopted on:  February 2007 46 
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Visitors to Schools 1 

 2 

The District encourages visits by Board members, parents, and citizens to all District buildings.  3 

All visitors shall report to the principal’s office on entering any District building and comply 4 

with any other applicable school safety and security policy, procedure, or protocol. School 5 

visitors shall not interfere with school operations or delivery of educational services for students.  6 

Conferences with teachers should be held outside school hours or during the teacher’s 7 

conference or preparation time. 8 

 9 

 10 

 11 

Cross Reference: 4313 Disruption of School Operations 12 

 13 

Policy History: 14 

Adopted on:  February 2007 15 

Revised on: 16 
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Spectator Conduct and Sportsmanship for Athletic and Co-Curricular EventsVisitor and 1 

Spectator Conduct 2 

 3 

Any person, including an adult, who behaves in an unsportsmanlike or inappropriate manner 4 

during an athletic or co-curriculara visit to the school or a school event may be ejected from the 5 

event and/or denied admission permission to access school buildings or property orto school 6 

events for up to a year after a Board hearingas determined by the Board of Trustees.  Examples 7 

of unsportsmanlike or inappropriate conduct include but are not limited to: 8 

 9 

 Using vulgar or obscene language or gestures; 10 

 Possessing or being under the influence of any alcoholic beverage or illegal substance; 11 

 Possessing a weapon; 12 

 Fighting or otherwise striking or threatening another person; 13 

 Failing to obey instructions of a security officer or District employee; and 14 

 Engaging in any illegal or disruptive activity. 15 

 Other violations of District Policy 16 

 17 

The Superintendent is authorized to temporarily restrict access to school buildings or property 18 

and recommend to the Board of Trustees denial ofmay seek to deny future admission to any 19 

person by delivering or mailing a notice by certified mail with return receipt requested, 20 

containing: 21 

 22 

1. Date, time, and place of a Board hearing; 23 

 24 

2. Description of the unsportsmanlike conduct; and 25 

 26 

3. Proposed time period admission to school events will be denied. 27 

 28 

 29 

 30 

Legal Reference: § 20-1-206, MCA Disturbance of school – penalty 31 

   § 20-4-303, MCA Abuse of teachers 32 

   § 45-8-101, MCA Disorderly conduct 33 

 34 

Policy History 35 

Adopted on:  February 2007 36 

Revised on: 37 
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Public Access to District Records 1 

 2 

Within limits of an individual’s right of privacy, the public will be afforded full access to 3 

information concerning administration and operations of the District.  Public access to District 4 

records shall be afforded according to appropriate administrative procedures. 5 

 6 

“District records” include any writing, printing, Pphotostatting, photographing, etc. (including 7 

electronic mail), which has been made or received by the District in connection with the 8 

transaction of official business and presented for informative value or as evidence of a 9 

transaction, and all other records required by law to be filed with the District.  “District records” 10 

do not include personal notes and memoranda of staff which remain in the sole possession of the 11 

maker and which are not generally accessible or revealed to other persons. 12 

 13 

The Superintendent will serve as the public records coordinator, with responsibility and authority 14 

for ensuring compliance with the display, indexing, availability, inspection, and copying 15 

requirements of state law and this policy.  As coordinator, the Superintendent will authorize the 16 

inspection and copying of District records only in accordance with the criteria set forth in this 17 

policy. 18 

 19 

In accordance with Title 2, Chapter 6, MCA, the District will make available for public 20 

inspection and copying all District records or portions of records, except those containing the 21 

following information: 22 

 23 

1. Personal information in any file maintained for students.   Information in student records 24 

will be disclosed only in accordance with requirements of the Family Educational Rights 25 

and Privacy Act of 1974 and adopted District policy. 26 

 27 

2. Personal information in files maintained for staff, to the extent that disclosure will violate 28 

their right to privacy. 29 

 30 

3. Test questions, scoring keys, or other examination data used to administer academic tests. 31 

 32 

4. The contents of real estate appraisals made for or by the District relative to the 33 

acquisition of property, until the project is abandoned or until such time as all of the 34 

property has been acquired, but in no event will disclosure be denied for more than three 35 

(3) years after appraisal. 36 

 37 

5. Preliminary drafts, notes, recommendations, and intra-District memoranda in which 38 

opinions are expressed or policies formulated or recommended, except a specific record 39 

shall not be exempt when publicly cited by the District in connection with any District 40 

action. 41 

42 
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6. Records relevant to a controversy to which the District is a party, but which would not be 1 

available to another party under the rules of pretrial discovery, for cases pending 2 

resolution. 3 

 4 

7. Records or portions of records, the disclosure of which would violate personal rights of 5 

privacy. 6 

 7 

8. Records or portions of records, the disclosure of which would violate governmental 8 

interests. 9 

 10 

9. Records or information relating to individual or public safety or the security of public 11 

schools if release of the information jeopardizes the safety of facility personnel, the 12 

public students in a public school. 13 

 14 

If the District denies any request, in whole or in part, for inspection and copying of records, the 15 

District will provide the requesting party with reasons for denial. 16 

 17 

If the record requested for inspection and/or copying contains both information exempted from 18 

disclosure and non-exempt information, the District shall, to the extent practicable, produce the 19 

record with the exempt portion deleted and shall provide written explanation for the deletion. 20 

 21 

The District will not provide access to lists of individuals, which the requesting party intends to 22 

use for commercial purposes or which the District reasonably believes will be used for 23 

commercial purposes if such access is provided.  However, the District may provide mailing lists 24 

of graduating students to representatives of the U.S. armed forces and the National Guard for 25 

purpose of recruitment. 26 

 27 

The coordinator is authorized to seek an injunction to prevent disclosure of records otherwise 28 

suitable for disclosure, when it is determined reasonable cause exists to believe disclosure would 29 

not be in the public interest and would substantially or irreparably damage any person or would 30 

substantially or irreparably damage vital governmental functions. 31 

 32 

 33 

 34 

Legal Reference: Title 20, Ch. 6, MCA School districts 35 

§ 2-6-109, MCA Prohibition on distribution or sale of mailing lists – 36 

exceptions – penalty 37 

§ 2-6-1001, MCA, et seq. Public Records 38 

 39 

Policy History: 40 

Adopted on:  February 2007 41 

Revised on: 42 
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Relations with Law Enforcement and Child Protective Agencies 1 

 2 

The staff is primarily responsible for maintaining proper order and conduct in the schools.  Staff 3 

shall be responsible for holding students accountable for infractions of school rules, which may 4 

include minor violations of the law, occurring during school hours or at school activities.  When 5 

there is substantial threat to the health and safety of students or others, such as in the case of 6 

bomb threats, mass demonstrations with threat of violence, individual threats of substantial 7 

bodily harm, trafficking in prohibited drugs, or the scheduling of events where large crowds may 8 

be difficult to handle, the law enforcement agency shall be called upon for assistance.  9 

Information regarding major violations of the law shall be communicated to the appropriate law 10 

enforcement agency. 11 

 12 

The District will strive to develop and maintain cooperative working relationships with the law 13 

enforcement agencies.  Procedures for cooperation between law enforcement, child protective, 14 

and school authorities will be established.  Such procedures will be made available to affected 15 

staff and will be periodically revised. 16 

 17 

County Interdisciplinary Child Information and School Safety Team 18 

 19 

The District will participate in the Jefferson County interdisciplinary child information and 20 

school safety team established by Section 52-2-211, MCA. This team consists of county-level 21 

representatives of the youth court, the county attorney, the department of public health and 22 

human services, the county superintendent of schools, the sheriff, the chief of any police force, 23 

the superintendents of public school districts in the County, and the department of corrections. 24 

 25 

The purpose of the team is “to facilitate the exchange and sharing of information that one or 26 

more team members may be able to use in serving a child in the course of their professions and 27 

occupations, including but not limited to abused or neglected children, delinquent youth, and 28 

youth in need of intervention, and of information relating to issues of school safety.” 29 

 30 

The Superintendent is authorized to request information from the interdisciplinary child 31 

information and school safety team regarding students in the School District. The Superintendent 32 

shall utilize this authority on a regular basis to ensure the safety and security of the District. 33 

 34 

 35 

 36 

Cross Reference: 4313 Disruption of School Operations 37 

 38 

Legal Reference: Legal Reference: § 20-1-206, MCA Disturbance of school – penalty 39 

    § 52-2-211, MCA County Interdisciplinary Child Information 40 

and School Safety Team 41 

 42 

Policy History: 43 

Adopted on:  February 2007 44 

Revised on: 45 
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Sexual Harassment, /Sexual Intimidation, and Sexual Misconduct in the Workplace 1 

 2 

The District will do everything in its power to provide employees a work environment free of 3 

unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct or 4 

communications constituting sexual harassment, or misconduct, as defined and otherwise 5 

prohibited by state and federal law. 6 

 7 

The District prohibits its employees from making sexual advances or requesting sexual favors or 8 

engaging in any conduct of a sexual nature when: 9 

 10 

1. Submission to such conduct is made either explicitly or implicitly a term or condition of 11 

an individual’s employment; 12 

 13 

2. Submission to or rejection of such conduct by an individual is used as a basis for 14 

employment decisions affecting that individual; or 15 

 16 

3. Such conduct has the purpose or effect of substantially interfering with the individual’s 17 

work performance or creating an intimidating, hostile, or offensive work environment. 18 

 19 

3.4. Such conduct deprives the individual of their rights to equal employment under District 20 

policy and state or federal law. 21 

 22 

Sexual harassment, sexual intimidation, and sexual misconduct prohibited by this policy includes 23 

verbal, electronic, or physical contact or conduct.  The terms “intimidating,” “hostile,” 24 

“misconduct,” or “offensive” include but are not limited to conduct that has the effect of 25 

deprivation of rights, humiliation, embarrassment, or discomfort.  Examples of sexual 26 

harassment, sexual intimidation, and sexual misconduct include but are not limited to unwelcome 27 

or forceful physical touching, crude jokes or pictures, discussions of sexual experiences, pressure 28 

or requests for sexual activity or favors, intimidation by words, actions, insults, or name calling, 29 

teasing related to sexual characteristics, and spreading rumors related to a person’s alleged 30 

sexual activities. The District will evaluate sexual harassment, sexual intimidation, and sexual 31 

misconduct in light of all circumstances. 32 

 33 

A violation of this policy may result in disciplinary action, up to and including discharge. The 34 

District is authorized to report any violation of this policy to law enforcement that is suspected to 35 

be a violation of state or federal criminal laws.  Any person who knowingly makes false 36 

accusation regarding sexual harassment will likewise be subject to disciplinary action, up to and 37 

including discharge. 38 

 39 

An aggrieved person who feels comfortable doing so should directly inform the person engaging 40 

in sexually harassing conduct or communication that such conduct or communication is 41 

offensive and must stop. 42 

 43 

Employees who believe they may have been sexually harassed or intimidated should contact the 44 

Title IX Coordinator or an administrator, who will assist them in filing a complaint.  An 45 
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individual with a complaint alleging a violation of this policy shall follow the Uniform 1 

Complaint Procedure. 2 

 3 

 4 

 5 

Cross Reference: 1700 Uniform Complaint Procedure 6 

 7 

 8 

5012 9 

page 2 of 2 10 

 11 

Legal Reference: Title VII of the Civil Rights Act, 42 U.S.C. §§ 2000(e), et seq., 29 C.F.R.  12 

   § 1604.11 13 

   Title IX of the Education Amendments, 20 U.S.C. §§ 1681, et seq. 14 

   Montana Constitution, Art. X, § 1 - Educational goals and duties 15 

   § 49-2-101, MCA Human Rights Act 16 

   Harris v. Fork Lift Systems, 114 S.Ct. 367 (1993) 17 

 18 

Policy History: 19 

Adopted on:  February 2007 20 

Revised on: 21 
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Personal Conduct 1 

 2 

Employees are expected to maintain high standards of honesty, integrity, and impartiality in the 3 

conduct of District business. 4 

 5 

While on school property, employees shall not injure or threaten to injure another person; 6 

damage another’s property or that of the District, or use, control, possess, or transfer any weapon 7 

or any item that could be reasonably considered to be a weapon as defined in Policies 3310 and 8 

3311. “School property” means within school buildings, in vehicles used for school purposes, or 9 

on grounds leased or owned by the school district. 10 

 11 

In accordance with state law, an employee should not dispense or utilize any information gained 12 

from employment with the District, accept gifts or benefits, or participate in business enterprises 13 

or employment that creates a conflict of interest with the faithful and impartial discharge of the 14 

employee’s District duties.  A District employee, before acting in a manner which might impinge 15 

on any fiduciary duty, may disclose the nature of the private interest which would create a 16 

conflict.  Care should be taken to avoid using or avoid the appearance of using official positions 17 

and confidential information for personal advantage or gain. 18 

 19 

Further, employees are expected to hold confidential all information deemed not to be for public 20 

consumption as determined by state law and Board policy.  Employees also will respect the 21 

confidentiality of people served in the course of an employee’s duties and use information gained 22 

in a responsible manner.  The Board may discipline, up to and including discharge, any 23 

employee who discloses confidential and/or private information learned during the course of the 24 

employee’s duties or learned as a result of the employee’s participation in a closed (executive) 25 

session of the Board.  Discretion should be used even within the school system’s own network of 26 

communication. 27 

 28 

Administrators and supervisors may set forth specific rules and regulations governing staff 29 

conduct on the job within a particular building. 30 

 31 

 32 

 33 

Legal Reference: § 20-1-201, MCA School officers not to act as agents 34 

 35 

Policy History: 36 

Adopted on:  February 2007 37 

Revised on: 38 
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Reduction in Force 1 

 2 

The Board has exclusive authority to determine the appropriate number of employees.  A 3 

reduction in certified employees may occur as a result of but not be limited to changes in the 4 

education program, staff realignment, changes in the size or nature of the student population, 5 

financial considerations, or other reasons deemed relevant by the Board. 6 

 7 

The Board will follow the procedure stated in the current collective bargaining agreement when 8 

considering a reduction in force.   9 

 10 

 11 

 12 

Cross Reference: 5250 Nonrenewal of Employment/Dismissal from Employment 13 

 14 

Legal Reference: § 20-4-206, MCA Notification of nontenure teacher reelection – 15 

acceptable – termination 16 

 17 

Policy History: 18 

Adopted on:  February 2007 19 

Revised on: 20 
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Tobacco Free Policy 1 

 2 

The District maintains tobacco-free buildings and grounds. Tobacco includes but is not limited 3 

to cigarettes, cigars, snuff, smoking tobacco, smokeless tobacco, nicotine, electronic cigarettes 4 

(containing nicotine or not) and any other tobacco or nicotine delivery innovation. 5 

 6 

Use of tobacco products in a public school building or on public school property is prohibited, 7 

unless used in a classroom or on other school property as part of a lecture, demonstration, or 8 

educational forum sanctioned by a school administrator or faculty member, concerning the risks 9 

associated with using tobacco products or in connection with Native American cultural 10 

activities. 11 

 12 

For the purpose of this policy, “public school building or public school property” means: 13 

 14 

·  Public land, fixtures, buildings, or other property owned or occupied by an institution for 15 

the teaching of minor children, that is established and maintained under the laws of the 16 

state of Montana at public expense; and 17 

 18 

·  Includes playgrounds, school steps, parking lots, administration buildings, athletic 19 

facilities, gymnasiums, locker rooms, and school vehicles. 20 

 21 

Violation of the policy by students and staff will be subject to actions outlined in District 22 

discipline policies. 23 

 24 

 25 

 26 

Legal Reference:  § 20-1-220, MCA  Use of tobacco product in public 27 

school 28 

 building or property prohibited 29 

 §§ 50-40-101, et seq., MCA   Montana Clean Indoor Air Act of 30 

1979 31 

 ARM 37.111.825  Health Supervision and Maintenance 32 

 33 

Policy History: 34 

Adopted on:  February 2007 35 

Revised on:  May 2012 36 

 37 

Note:  Revision adds nicotine (line 4), exception to Native American cultural activities (line 10), 38 

 and lines 21-22.  May 2012 revision added electronic cigarettes on line 4. 39 
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Service Animals 1 

 2 

For the purposes of this policy, state law defines a service animal as a dog or any other animal 3 

that is individually trained to do work or perform tasks for the benefit of an individual with a 4 

disability. Federal law definition of a disability includes a physical, sensory, psychiatric, 5 

intellectual, or other mental disability. 6 

  7 

The District shall permit the use of a miniature horse by an individual with a disability, 8 

according to the assessments factors as outlined in Policy 8425P, if the miniature horse has been 9 

individually trained to do work or perform tasks for the benefit of the individual with a disability.  10 

 11 

The Jefferson High School District will permit the use of service animals by an individual with a 12 

disability according to state and federal regulations. The School District will honor requests for 13 

service animals in accordance with the applicable Section 504 or Special Education policy 14 

adopted by the Board of Trustees. The work or tasks performed by a service animal must be 15 

directly related to the handler’s disability.  16 

 17 

Examples of work or tasks performed by the service animal to accommodate an identified 18 

disability include, but are not limited to, assisting individuals who are blind or have low vision 19 

with navigation and other tasks, alerting individuals who are deaf or hard of hearing to the 20 

presence of people or sounds, providing nonviolent protection or rescue work, pulling a 21 

wheelchair, assisting an individual during a seizure, alerting individuals to the presence of 22 

allergens, retrieving items such as medicine or the telephone, providing physical support and 23 

assistance with balance and stability to individuals with mobility disabilities, and helping persons 24 

with psychiatric and neurological disabilities by preventing or interrupting impulsive or 25 

destructive behaviors.  26 

 27 

The crime deterrent effects of an animal´s presence and the provision of emotional support, well-28 

being, comfort, or companionship do not constitute work or tasks for the purposes of this 29 

definition.  30 

 31 

The District may ask an individual with a disability to remove a service animal from the 32 

premises if:  33 

 The animal is out of control and the animal’s handler does not take effective action to 34 

control it; 35 

 or 36 

 The animal is not housebroken 37 

 38 

The District is not responsible for the care or supervision of the service animal. 39 

 40 

Individuals with disabilities shall be permitted to be accompanied by their service animals in all 41 

areas of the District’s facilities where members of the public, participants in services, programs 42 

or activities, or invitees, as relevant, are allowed to go. 43 

 44 
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Cross Reference:  Policy 8425P Procedure for allowance of service animals 1 

    Policy 8425F Service Animals in District Facilities Form 2 

Policy 2161 Special Education 3 

Policy 2162 Section 504 of the Rehabilitation Act of 1973 4 

 5 

 6 

Legal Reference: 28 CFR 35.136 Service Animals 7 

28 CFR 35.104 Definitions  8 

49-4-203(2), MCA Definitions 9 

 10 

    11 

Policy History: 12 

Adopted on: October 2011 13 

Revised on:  14 

 15 

Revision Note: 16 
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Service Animals in District Facilities 1 

 2 

Please provide the following information about the service animal. 3 

 4 

1. Parent/Staff and/or emergency contact information: ______________________________ 5 

______________________________________________________________________________ 6 

2. Type of service animal (breed, age, and history): ________________________________ 7 

_____________________________________________________________________________ 8 

3. Insurance company insuring the service animal: _________________________________ 9 

 Attached proof of insurance: □ Received   □ Not Received 10 

4. Agent name and address: ___________________________________________________ 11 

5. Phone number: ___________________________________________________________ 12 

6. Proof of current and proper vaccinations: □ Received   □ Not Received  13 

7. Documentation of Public Access Test (PAT): □ Received   □ Not Received  14 

8. Name of trainer or organization who administered the PAT: _______________________ 15 

9. Address of trainer or organization: ___________________________________________ 16 

10. Phone number of trainer or organization: ______________________________________ 17 

11. List and attach any letters or other documentation from medical providers or other service 18 

providers regarding the student’s/staff’s need for the service animal: ________________ 19 

 _______________________________________________________________________ 20 

12. Has the student/staff member requesting use of the animal been trained as the animal’s 21 

handler?   □ Yes   □ No 22 

If no, who will act as the trained handler for the animal during the school day? ________ 23 

13. Is the student/staff able to independently care for the service animal’s needs (i.e., 24 

bathroom, feeding, cleaning up messes, hygiene, etc.)   □ Yes   □ No 25 

14 Describe the manner in which the service animal will meet the student’s/staff’s individual 26 

needs: __________________________________________________________________ 27 

 ________________________________________________________________________ 28 

 ________________________________________________________________________ 29 

 30 

Policy History: 31 

Adopted on: October, 2011 32 

Revised on:  33 
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Service Animal Allowance Procedure 1 

  2 

The School District will honor requests for service animals by students or staff in accordance 3 

with the applicable Section 504 or Special Education policy adopted by the Board of Trustees. 4 

The following procedures have been developed which will help guide the administration when a 5 

request for the use of a service animal has been presented by an individual with a disability. 6 

 7 

Inquiries: The administration shall not ask about the nature or extent of a person's disability, but 8 

may make two inquiries to determine whether an animal qualifies as a service animal. The 9 

administration may ask if the animal is required because of a disability and what work or task the 10 

animal has been trained to perform. The administration shall not require documentation, such as 11 

proof that the animal has been certified, trained, or licensed as a service animal. Generally, the 12 

administration may not make these inquiries about a service animal when it is readily apparent 13 

that an animal is trained to do work or perform tasks for an individual with a disability ( e.g., the 14 

dog is observed guiding an individual who is blind or has low vision, pulling a person's 15 

wheelchair, or providing assistance with stability or balance to an individual with an observable 16 

mobility disability).  17 

 18 

Exclusions: The administration may ask the individual to remove the service animal from the 19 

premises if the animal is out of control and the handler does not take effective action to control 20 

it, or if the animal is not housebroken. If the administration properly excludes the service animal, 21 

it shall give the individual the opportunity to participate in the service, program, or activity 22 

without having the service animal on the premises. 23 

  24 

Surcharges: The administration shall not ask or require the individual to pay a surcharge, even if 25 

people who are accompanied by pets are required to pay fees, or to comply with other 26 

requirements generally not applicable to people without pets. If the District normally charges 27 

individuals for the damage they cause, the individual may be charged for damage caused by his 28 

or her service animal.  29 

 30 

Miniature horses assessment factors: In determining whether reasonable modifications can be 31 

made to allow a miniature horse into a specific facility, the District shall consider:  32 

 33 

 The type, size, and weight of the miniature horse 34 

 Whether the miniature horse is housebroken, and 35 

 Whether the miniature horse’s presence in a specific facility compromises legitimate 36 

safety requirements that are necessary for safe operation.  37 

 38 

Legal Reference:  39 

    40 

Policy History: 41 

Adopted on: October, 2011 42 

Revised on:  43 

 44 
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High School Graduation Requirements 1 

 2 

Publication of Graduation Requirements 3 

Prior to registering in high school, each student will be provided with a copy of the current 4 

graduation requirements.  Graduation requirements shall also be included in the student 5 

handbook. 6 

 7 

Credits 8 

Students shall be expected to earn a total of twenty-four (24) units in order to complete 9 

graduation requirements.  Special education students who have successfully completed their IEP 10 

leading to completion of high school will be awarded a diploma. 11 

 12 

Waiver of Requirement 13 

Graduation requirements generally will not be waived under any circumstances.  However, in 14 

rare and unique hardship circumstances, the principal may recommend and the Superintendent 15 

approve minor deviation from the graduation requirements in accordance with state law.. 16 

 17 

Alternative Programs 18 

Credit toward graduation requirements may be granted for planned learning experiences from 19 

accredited programs, such as summer school, university courses, and correspondence courses. 20 

 21 

Credit for work experience may be offered, when the work program is a part of and supervised 22 

by the school. 23 

 24 

All classes attempted at Jefferson High School and all acceptable transfer credits shall be 25 

recorded on the transcript.  All grades earned, including failures and retakes, shall be recorded as 26 

such and utilized in the calculation of Grade Point Average and class rank.  Credit shall be 27 

awarded only once, regardless of repetition of the course. 28 

 29 

Dual Credit 30 

Dual credit allows high school students to simultaneously earn credit toward both a high school 31 

diploma and college coursework that can lead to a postsecondary degree or certificate, or toward 32 

transfer to another college.  As noted in the Student Handbook, the District will assign the grade 33 

given by the classroom teacher to the student’s report card. The primary purpose of offering dual 34 

credit courses is to deliver high quality, introductory, college level courses to high-performing 35 

high school students.  The Jefferson High School district has dual credit partnerships with post-36 

secondary institutions.  Students interested in dual credit opportunities must meet with their 37 

building administration to determine available options. 38 

 39 

Students should be aware of Montana High School Association on-campus attendance eligibility 40 

requirements for activity participation. 41 

 42 

Honor Roll 43 

A student must have a minimum grade-point average of 3.00 to be placed on the regular honor 44 

roll.  Specific information regarding honors at graduation are included in the student handbook. 45 
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 1 

Class Rank (Grade Point Average) 2 

Class Rank is compiled from semester grades.  Courses not eligible for GPA are designated with 3 

an asterisk on the report card. 4 

 5 

Early Graduation 6 

Students who want to complete their high school career prior to eight semesters or the equivalent 7 

amount of attendance may do so under the following conditions: 8 

 9 

1. They present a written request for early graduation to the principal prior to their last 10 

semester in attendance. 11 

 12 

2. They have completed all classes for graduation either at JHS or in residence at an 13 

accredited high school. 14 

 15 

3. No diploma will be issued until the date of normal graduation during the school year in 16 

which they complete their requirements. 17 

 18 

4. They will be allowed to participate in graduation ceremonies during that year provided 19 

that they notify the school in writing not less than two (2) weeks prior to the date of 20 

graduation and that they attend scheduled rehearsals. 21 

 22 

In accordance with provisions of § 20-9-313, MCA, the ANB of a school may be increased when 23 

a high school district provides early graduation for a student who completes graduation 24 

requirements in less than eight semesters or the equivalent amount of secondary school 25 

enrollment.  The increase must be established by the trustees as though the student had attended 26 

to the end of the school fiscal year and must be approved, disapproved, or adjusted by the 27 

superintendent of public instruction. 28 

 29 

The Board hereby authorizes the administration to grant permission to students who have 30 

completed the minimum requirements for graduation in less than eight semesters. 31 

 32 

Legal Reference: § 20-9-313, MCA Circumstances under which regular average number 33 

belonging may be increased 34 

 35 

Procedure History: 36 

Promulgated on:  February 2007 37 

Revised on: January 2016 38 

 39 

January 2016 Revision note: Removed Honors and Award restriction, added early graduation 40 

provisions. 41 
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Fingerprint Background Handling Procedure 1 

 2 

1. Who needs to be fingerprinted: All individuals 18 years of age or older to be volunteers 3 

or recommended for hire by Jefferson High School District need to be fingerprinted. 4 

 5 

2. Jefferson High School District will obtain a signed waiver from all applicants and 6 

provide written communication of applicant rights (Applicant Rights and Consent to 7 

Fingerprint Form 5122F). The Applicant Rights and Consent to Fingerprint Form will be 8 

kept on file for 5 years or for the length of employment, whichever is longer. The form 9 

will be filed in the employee’s Personnel File.  10 

 11 

Authority to Fingerprint 12 

 13 

The Jefferson High School District will send candidates recommended for hire to an entity of the 14 

Department of Justice (DOJ) to obtain fingerprinting. 15 

 16 

A spreadsheet of those fingerprinted is kept by Jefferson High School District to identify the 17 

individual, position being hired for, date of fingerprint, date print received, and date print billed. 18 

 19 

Jefferson High School District staff that have received training by CRISS will process the 20 

fingerprints and send them to the DOJ. 21 

 22 

Determination Procedures 23 

 24 

Personnel staff that have been trained by CRISS and granted access to criminal history record 25 

information will receive the background results through their Montana State File Transfer 26 

account. 27 

a. Results are reviewed for determination of eligibility to hire. 28 

b. Any adverse reports are presented to the appropriate administrator for final approval. 29 

c. Determination is noted on a determination form and kept in a locked file cabinet. 30 

 31 

Storage Procedure 32 

 33 

Printed background is stored in a locked file cabinet in a sealed envelope marked “confidential”. 34 

This file cabinet is only accessible to staff that have received CRISS training. 35 

 36 

Dissemination Procedure 37 

[OPTION 1] 38 

Dissemination can only be authorized to personnel within an authorized school district for the 39 

purpose which is consistent with the original request of the CHRI. 40 

 Requesting individual must submit a completed dissemination request form. 41 

 Requesting individual must have worked at least five (5) days prior to the request. 42 

 All disseminated copies shall be marked with “Copy”. 43 

 The dissemination must be recorded on a dissemination log. 44 
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 The log will be maintained for three (3) years from date of entry. 1 

 The information on the dissemination log will include: 2 

 Date record was shared 3 

 Who sent the request (personnel name and district; only CRISS trained 4 

personnel can disseminate information) 5 

 How the request was fulfilled. 6 

 Dissemination requests are mailed, faxed, or emailed to the requesting 7 

representative of the district. 8 

 9 

[OPTION 2] 10 

The Jefferson High School District will not disseminate any fingerprint information. 11 

 12 

Destruction Procedure 13 

 14 

 Criminal history record information will be stored with the personnel file in a sealed 15 

envelope marked “confidential” for two (2) years or the length of employment, 16 

whichever comes first. Jefferson High School District utilizes shredding for destruction 17 

of information no longer needed. 18 

 Dissemination logs are destroyed 3 years from date of entry. 19 

 20 

Training Procedure 21 

 22 

 Local Agency Security Office (LASO) 23 

o Signed user agreement between district and CRISS 24 

 Privacy and Security Training 25 

o CRISS training on CHRI required to receive background reports 26 

 27 

Legal Reference:  28 

    29 

Policy History: 30 

Adopted on:  31 

Revised on:  32 

 33 

Revision Note: 34 
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