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ANTI-BULLYING/HARASSMENT POLICY 

 
 
Harassment and bullying of students and employees are against federal, state and local policy, and are not 
tolerated by the board.  The board is committed to providing all students with a safe and civil school environment 
in which all members of the school community are treated with dignity and respect.  To that end, the board has in 
place policies, procedures, and practices that are designed to reduce and eliminate bullying and harassment as well 
as processes and procedures to deal with incidents of bullying and harassment. Bullying and harassment of 
students by students, school employees, and volunteers who have direct contact with students will not be tolerated 
in the school or school district.   
 
The board prohibits harassment, bullying, hazing, or any other victimization, of students, based on any of the 
following actual or perceived traits or characteristics, including but not limited to, age, color, creed, national 
origin, race, religion, marital status, sex, sexual orientation, gender identity, physical attributes, physical or mental 
ability or disability, ancestry, political party preference, political belief, socioeconomic status, or familial status.  
Harassment against employees based upon race, color, creed, sex, sexual orientation, gender identity, national 
origin, religion, age or disability is also prohibited. 
  
This policy is in effect while students or employees are on property within the jurisdiction of the board; while on 
school-owned or school-operated vehicles; while attending or engaged in school-sponsored activities; and while 
away from school grounds if the misconduct directly affects the good order, efficient management and welfare of 
the school or school district. 
 
If, after an investigation, a student is found to be in violation of this policy, the student shall be disciplined by 
appropriate measures up to, and including, suspension and expulsion.  If after an investigation a school employee 
is found to be in violation of this policy, the employee shall be disciplined by appropriate measures up to, and 
including, termination.  If after an investigation a school volunteer is found to be in violation of this policy, the 
volunteer shall be subject to appropriate measures up to, and including, exclusion from school grounds.  
“Volunteer” means an individual who has regular, significant contact with students. 
  
Harassment and bullying mean any electronic, written, verbal, or physical act or conduct toward a student which 
is based on any actual or perceived trait or characteristic of the student and which creates an objectively hostile 
school environment that meets one or more of the following conditions:  
• Places the student in reasonable fear of harm to the student’s person or property; 
• Has a substantially detrimental effect on the student’s physical or mental health; 
• Has the effect of substantially interfering with the student’s academic performance; or 
• Has the effect of substantially interfering with the student’s ability to participate in or benefit from the 
services, activities, or privileges provided by a school. 
  
“Electronic” means any communication involving the transmission of information by wire, radio, optical cable, 
electromagnetic, or other similar means.  “Electronic” includes but is not limited to communication via electronic 
mail, internet-based communications, pager service, cell phones, electronic text messaging or similar 
technologies. 
 
Approved 7/30/07__ Reviewed                     Revised                     
Approved  2/18/08      Reviewed    1/21/08_        Revised       _______ 
Approved  08/20/12   Reviewed    07/16/12        Revised       07/16/12 
Approved   ___   Reviewed    10/20/14    Revised       10/20/14 
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ANTI-BULLYING/HARASSMENT POLICY 
 
 
Harassment and bullying may include, but are not limited to, the following behaviors and circumstances:  
• Verbal, nonverbal, physical or written harassment, bullying, hazing, or other victimization that have the 

purpose or effect of causing injury, discomfort, fear, or suffering to the victim; 
• Repeated remarks of a demeaning nature that have the purpose or effect of causing injury, discomfort, fear, or 

suffering to the victim; 
• Implied or explicit threats concerning one's grades, achievements, property, etc. that have the purpose or 

effect of causing injury, discomfort, fear, or suffering to the victim. 
• Demeaning jokes, stories, or activities directed at the student that have the purpose or effect of causing injury, 

discomfort, fear, or suffering to the victim; and/or 
• Unreasonable interference with a student's performance or creation of an intimidating, offensive, or hostile 

learning environment. 
 
Sexual harassment means unwelcome sexual advances, requests for sexual favors, or other verbal or physical 
conduct of a sexual nature when: 
• Submission to the conduct is made either implicitly or explicitly a term or condition of the student’s education 

or benefits;  
• Submission to or rejection of the conduct by a school employee is used as the basis for academic decisions 

affecting that student; or  
• The conduct has the purpose or effect of substantially interfering with the student’s academic performance by 

creating an intimidating, hostile, or offensive education environment.  
 
In situations between students and school officials, faculty, staff, or volunteers who have direct contact with 
students, bullying and harassment may also include the following behaviors:  
• Requiring that a student submit to bullying or harassment by another student, either explicitly or implicitly, as 

a term or condition of the targeted student’s education or participation in school programs or activities; and/or 
• Requiring submission to or rejection of such conduct as a basis for decisions affecting the student. 
 
Any person who promptly, reasonably, and in good faith reports an incident of bullying or harassment under this 
policy to a school official, shall be immune from civil or criminal liability relating to such report and to the 
person’s participation in any administrative, judicial, or other proceeding relating to the report.  Individuals who 
knowingly file a false complaint may be subject to appropriate disciplinary action. 
 
Retaliation against any person, because the person has filed a bullying or harassment complaint or assisted or 
participated in a harassment investigation or proceeding, is also prohibited. Individuals who knowingly file false 
harassment complaints and any person who gives false statements in an investigation shall be subject to discipline 
by appropriate measures, as shall any person who is found to have retaliated against another in violation of this 
policy.  Any student found to have retaliated in violation of this policy shall be subject to measures up to, and 
including, suspension and expulsion.  Any school employee found to have retaliated in violation of this policy 
shall be subject to measures up to, and including, termination of employment.  Any school volunteer found to 
have retaliated in violation of this policy shall be subject to measures up to, and including, exclusion from school 
grounds.   
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ANTI-BULLYING/HARASSMENT POLICY 

 
 
The school or school district will promptly and reasonably investigate allegations of bullying or harassment. The 
superintendent or designee will be responsible for handling all complaints by students alleging bullying or 
harassment.  The superintendent or designee will be responsible for handling all complaints by employees 
alleging bullying or harassment. 
 
It also is the responsibility of the superintendent, in conjunction with the investigator and principals, to develop 
procedures regarding this policy.  See Appendix A.   The superintendent also is responsible for organizing 
training programs for students, school officials, faculty, staff, and volunteers who have direct contact with 
students. The training will include how to recognize harassment and what to do in case a student is harassed. It 
will also include proven effective harassment prevention strategies. The superintendent will also develop a 
process for evaluating the effectiveness of the policy in reducing bullying and harassment in the board. The 
superintendent shall report to the board on the progress of reducing bullying and harassment in the board. 
 
The board will annually publish this policy.  The policy may be publicized by the following means: 
• Inclusion in the student handbook, 
• Inclusion in the employee handbook 
• Inclusion on district website 
 
and a copy shall be made available to any person upon request at the central administrative office at 14478 170th 
St., Letts, IA 52754. 
 
 
 
 
 
 
 
 
 
 
 
Legal References:  20 U.S.C. §§ 1221-1234i (2004). 
  29 U.S.C. § 794 (1994). 
  42 U.S.C. §§ 2000d-2000d-7 (2004). 
  42 U.S.C. §§ 12001 et. seq. (2004). 
  Iowa Code §§ 216.9; 280.28; 280.3 2011 
  281 I.A.C. 12.3(6). 
  
 
Cross References:   502 Student Rights and Responsibilities 
  503 Student Discipline 
  506 Student Records 
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ANTI-BULLYING/HARASSMENT INVESTIGATION PROCEDURES 
 
 
Individuals who feel that they have been harassed should: 
 • Communicate to the harasser that the individual expects the behavior to stop, if the individual is 

comfortable doing so.  If the individual wants assistance communicating with the harasser, the 
individual should ask a teacher, counselor or principal to help. 

 • If the harassment does not stop, or the individual does not feel comfortable confronting the harasser, 
the individual should: 

  -- tell a teacher, counselor or principal; and 
  -- write down exactly what happened, keep a copy and give another copy to the teacher, counselor or 

principal including; 
o what, when and where it happened; 
o who was involved; 
o exactly what was said or what the harasser did; 
o witnesses to the harassment; 
o what the student said or did, either at the time or later; 
o how the student felt; and  
o how the harasser responded. 

 
 
COMPLAINT PROCEDURE 
  
An individual who believes that the individual has been harassed or bullied will notify the building principal, the 
designated investigator.  The alternate investigator is the school nurse.  The investigator may request that the 
individual complete the Harassment/Bullying Complaint form and turn over evidence of the harassment, 
including, but not limited to, letters, tapes, or pictures.  The complainant shall be given a copy of the completed 
complaint form.   Information received during the investigation is kept confidential to the extent possible. 
 
The investigator, with the approval of the principal, or the principal has the authority to initiate an investigation 
in the absence of a written complaint. 
 
 
INVESTIGATION PROCEDURE 
 
The investigator will reasonably and promptly commence the investigation upon receipt of the complaint and 
will consider the totality of circumstances presented.  The investigator will interview the complainant and the 
alleged harasser.  The alleged harasser may file a written statement in response to the complaint.  The 
investigator may also interview witnesses as deemed appropriate. 
 
Upon completion of the investigation, the investigator will make written findings and conclusions as to each 
allegation of harassment and report the findings and conclusions to the principal.  The investigator will provide a 
copy of the findings of the investigation to the principal. 
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ANTI-BULLYING/HARASSMENT INVESTIGATION PROCEDURES 
 
 

RESOLUTION OF THE COMPLAINT 
 
Following receipt of the investigator's report, the principal may investigate further, if deemed necessary, and 
make a determination of any appropriate additional steps which may include discipline. 
 
Prior to the determination of the appropriate remedial action, the principal may, at the principal's discretion, 
interview the complainant and the alleged harasser.  The principal will file a written report closing the case and 
documenting any disciplinary action taken or any other action taken in response to the complaint.  The 
complainant, the alleged harasser and the investigator will receive notice as to the conclusion of the 
investigation.  The principal will maintain a log of information necessary to comply with Iowa Department of 
Education reporting procedures. 
 
 
POINTS TO REMEMBER IN THE INVESTIGATION 
 
 • Evidence uncovered in the investigation is confidential. 
 • Complaints must be taken seriously and investigated. 
 • No retaliation will be taken against individuals involved in the investigation process. 
 • Retaliators will be disciplined up to and including suspension and expulsion. 
 
 
CONFLICTS 
 
If the investigator is a witness to the incident, the alternate investigator shall investigate. 
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ANTI-BULLYING/HARASSMENT COMPLAINT FORM 

 
 
Name of complainant:  
  
Position of complainant:  
  
Date of complaint:  
  
Name of alleged harasser 
or bully:  

 

  
Date and place of incident or incidents:   
  
  
  
Description of misconduct:   
  
  
  
  
  
Name of witnesses (if any):   
  
  
  
  
  
  
Evidence of harassment or bullying, i.e., letters, photos, etc. (attach evidence 
if possible): 

 

  
  
  
Any other information:  
  
  
  
  
  
  
I agree that all of the information on this form is accurate and true to the best of my knowledge. 
  
  
Signature:  
  
Date:            /         / 
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ANTI-BULLYING/HARASSMENT WITNESS DISCLOSURE FORM 
 
 

Name of witness:  
  

Position of witness:  
  

Date of testimony, interview:  
  

Description of incident witnessed:  
  
  
  
  
  
  
  
  
  
  

Any other information:  
  
  
  
  
  
  
  
  
  
  

   I agree that all of the information on this form is accurate and true to the best of my knowledge. 
  
  

Signature:  
  

Date:            /        / 
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STUDENT HANDBOOK PROVISION 
 
 

Initiations, Hazing, Bullying or Harassment 
 
Harassment, bullying and abuse are violations of school district policies, rules and regulations and, in some cases, 
may also be a violation of criminal or other laws.  The school district has the authority to report students violating 
this rule to law enforcement officials. 

 
Students who feel that they have been harassed or bullied should: 
 
• Communicate to the harasser or bully that the student expects the behavior to stop, if the student is 

comfortable doing so.  If the student needs assistance communicating with the harasser or bully, the student 
should ask a teacher, counselor or principal to help. 
• If the harassment or bullying does not stop, or the student does not feel comfortable confronting the 

harasser or bully, the student should: 
 tell a teacher, counselor or principal; and 
 write down exactly what happened, keep a copy and give another copy to the teacher, counselor, 

school nurse or principal including; 
- what, when and where it happened; 
- who was involved; 
- exactly what was said or what the harasser or bully did; 
- witnesses to the harassment or bullying; 
- what the student said or did, either at the time or later; 
- how the student felt; and  
- how the harasser or bullying responded. 
 

Sexual harassment may include unwelcome sexual advances, requests for sexual favors and other verbal or 
physical conduct of a sexual nature.  Harassment or bullying on the basis or age, color, creed, national origin, 
race, religion, marital status, sex, sexual orientation, gender identity, physical attributes, physical or mental ability 
or disability, ancestry, political party preference, political belief, socioeconomic status or familial status includes 
conduct of a verbal or physical nature that is designed to embarrass, distress, agitate, disturb or trouble persons 
when: 
 

• places the student in reasonable fear of harm to the student’s person or property; 
• has a substantially detrimental effect on the student’s physical or mental health; 
• has the effect of substantially interfering with the student’s academic performance; or 
• has the effect of substantially interfering with the student’s ability to participate in or benefit from the 

services, activities, or privileges provided by a school. 
 
Sexual harassment includes, but is not limited to: 

• verbal, physical or written harassment or abuse; 
• pressure for sexual activity; 
• repeated remarks to a person with sexual or demeaning implications; and 
• suggesting or demanding sexual involvement, accompanied by implied or explicit threats. 
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STUDENT HANDBOOK PROVISION 

 
 
Harassment or bullying based upon factors other than sex includes, but is not limited to: 

• verbal, physical, or written harassment or abuse; 
• repeated remarks of a demeaning nature; 
• implied or explicit threats concerning one's grades, job, etc; and 
• demeaning jokes, stories or activities. 
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ORGANIZATION OF THE BOARD OF DIRECTORS 
 
 
The Louisa-Muscatine Community School District board is authorized by and derives its organization 
from Iowa law.  The board will consist of 5 board members.  Board members are elected at-large. 
 
The board is organized for the purpose of setting policy and providing general direction for the school 
district.  The board will hold its organizational meeting each year at the first regular meeting following 
the canvass of votes.  The retiring board will transfer materials, including the board policy manual, and 
responsibility to the new board. 
 
The organizational meeting allows the outgoing board to approve minutes of its previous meetings, 
complete unfinished business and review the school election results.  The retiring board will adjourn and 
the new board will then begin.  The Board Secretary will administer the oath of office to the newly-
elected board members.  The Superintendent will preside while the new board elects the president and 
vice-president of the new board. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference: Iowa Code §§ 274.2; 275.23A; 277.23, .28, .31; 279.1, .5, .7, .8 (2001). 
 281 I.A.C. 12.3(2). 
 
 
Cross Reference: 202 Board of Directors Members 
 206.1 President 
 206.2 Vice-President 
 210  Board of Directors' Meetings 
 
 
Approved       2/10/03         Reviewed     2/10/03         Revised      2/10/03; 3/04         
Approved       6/16/08         Reviewed     6/16/08         Revised                                        
Approved   _________        Reviewed      10/20/14      Revised       ____10/20/14____     
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BOARD OF DIRECTORS' ELECTIONS 
 
 
The annual school election takes place on the second Tuesday in September of odd-numbered years.  
Each annual school election is used to elect at least one citizen to the board to maintain a 5-member 
board and to address other questions that must be submitted to the voters. 
 
Citizens of the school district community seeking a seat on the board must file their nomination papers 
with the board secretary, or the board secretary's designee, between sixty-four and forty days before the 
school election unless otherwise directed. 
 
If a vacancy occurs on the board it may be filled by appointment within 30 days of the vacancy.  If the 
board does not fill the vacancy by appointment, the board secretary will call a special election to fill the 
vacancy.  Candidates for a seat created by a vacancy must file their nomination papers 25 days before the 
special election. 
 
It is the responsibility of the county commissioner of elections to conduct school elections. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference: Iowa Code §§ 39; 45; 47-53; 56-57; 63, 69; 274.7; 277; 278.1, 279.7 (2001). 
 
 
Cross Reference: 202 Board of Directors Members 
 203 Board of Directors' Conflict of Interest 
 
 
Approved     2/10/03        Reviewed      2/10/03       Revised     2/10/03; 3/04        
Approved       6/16/08         Reviewed     6/16/08         Revised                                        
Approved   _________        Reviewed      10/20/14      Revised       ___10/20/14      
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OATH OF OFFICE 
 
 
Board members are officials of the state.  As a public official, each board member must pledge to uphold 
the Iowa and the United States Constitution and carry out the responsibilities of the office to the best of 
the board member's ability. 
 
Each newly elected board member will take the oath of office prior to any action taken as a school 
official.  The oath of office is taken by each new board member elected at the annual school election at or 
before the organizational meeting of the board.  In the event of an appointment or special election to fill a 
vacancy, the new board member will take the oath of office within ten days of the appointment or 
election. 
 
Board members elected to offices of the board will also take the same oath of office but replacing the 
office of board member with the title of the office to which they were elected. 
 
The oath of office is administered by the board secretary and does not need to be given at a board 
meeting.  In the event the board secretary is absent, another board member administers the oath. 
 

"Do you solemnly swear that you will support the Constitution of the United 
States and the Constitution of the state of Iowa, and that you will faithfully 
and impartially to the best of your ability discharge the duties of the office of 
_______________________ (naming the office) in Louisa-Muscatine 
Community School District as now and hereafter required by law?" 

 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference: Iowa Code §§ 277.28; 279.1, .6 (2001). 
 
 
Cross Reference: 200.1 Organization of the Board of Directors 
 201 Board of Directors' Elections 
 202 Board of Directors Members 
 204 Code of Ethics 
 206 Board of Directors' Officers 
 
 
Approved 02/10/03 Reviewed 02/10/03  Revised 02/10/03; 3/04 
Approved  0 6/16/08 Reviewed 06/16/08    Revised   06/16/08 
Approved   ________ Reviewed  10/20/14   Revised _10/20/14   
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TERM OF OFFICE 
 
 
Board members elected for a full term at a regularly scheduled school election in September, of odd-
numbered years, serve for four years.  Board members appointed to fill a vacant position will serve until 
the next scheduled school election.  A board member elected to fill a vacancy will serve out the unexpired 
term. 
 
Being a board member is a unique opportunity for a citizen to participate on a governing board of the 
school district.  Eligible board members are encouraged to consider running for more than one term. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference: Iowa Code §§ 69.12; 274.7; 279.6-.7 (2001). 
 
 
Cross Reference: 201 Board of Directors' Elections 
 202 Board of Directors Members 
 
 
Approved 02/10/03 Reviewed 02/10/03  Revised 02/10/03; 3/04 
Approved  0 6/16/08 Reviewed 06/16/08    Revised  06/16/08_ 
Approved   ______      Reviewed 10/20/14     Revised  10/20/14_   
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VACANCIES 
 
 
A vacancy occurs when a board member resigns, forfeits or otherwise leaves the office.  A vacancy also 
includes, but is not limited to, the following:  failure to be properly elected, failure to qualify within the 
time fixed by law, failure to reside in the school district or director district, a court order declaring the seat 
vacant, conviction of a felony, three violations of the open meetings law, or conviction of a public offense 
in violation of the oath of office. 
 
If a vacancy occurs prior to the expiration of a term of office, the vacancy will be filled by board 
appointment within 30 days of the vacancy.  The newly appointed board member will hold the position 
until the next scheduled school election.  At that time the appointed board member may run for a 
three year term, if one is available, or run for the remainder of the unexpired term. 
 
If the board is unable to fill a vacancy by appointment within 30 days after the vacancy occurs, the board 
secretary will call a special election to be held no sooner than 60 days and not later than 70 days after the 
vacancy occurred.  A board member elected at the special election will serve the remaining portion of the 
unexpired term. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference: Good v. Crouch, 397 N.W.2d 757 (Iowa 1986). 
 Board of Directors of Grimes Independent School Dist. v. County Board of 

Public Instruction of Polk Co., 257 Iowa 106, 131 N.W.2d 802 (1965). 
 Boardof Directors of Menlo Consol. school Dist. v. Blakesburg, 240 Iowa 910, 

36 N.W.2d 751 (1949). 
 Iowa Code §§ 21.6(3)(d); 69; 277.29-.30; 279.6-.7 (2001). 
 1944 Op. Att'y Gen. 39. 
 
 
Cross Reference: 201 Board of Directors' Elections 
 202 Board of Directors Members 
 
 
Approved 02/10/03 Reviewed 02/10/03  Revised 02/10/03; 3/04 
Approved  0 6/16/08 Reviewed 06/16/08    Revised   ___________ 
Approved   _____        Reviewed 10/20/14      Revised  10/20/14_  
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PRESIDENT 
 
It is the responsibility of the board president to lead a well-organized board in an efficient and effective 
manner.  The board president will set the tone of the board meetings and, as the representative of the 
consensus of the board, speak on behalf of the board to the public. 
 
The president of the board is elected by a majority vote at the organizational meeting or the September 
board meeting of even numbered years,  in odd-numbered years, or at the annual meeting, in even-
numbered years, to serve a one-year term of office. 
 
The president, in addition to presiding at the board meetings, will take an active role in board decisions by 
discussing and voting on each motion before the board in the same manner as other board members.  
Before making or seconding a motion, the board president will turn over control of the meeting to either 
the vice-president or other board member. 
 
The board president has the authority to call special meetings of the board.  Prior to board meetings, the 
board president will consult with the superintendent on the development of the agenda for the meeting. 
 
The board president, as the chief officer of the school district, will sign employment contracts and sign 
other contracts and school district warrants approved by the board and appear on behalf of the school 
corporation in causes of action involving the school district. 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference: Iowa Code §§ 279.1-.2; 291.1 (2009). 
 
 
Cross Reference: 200.1 Organization of the Board of Directors 
 202.2 Oath of Office 
 206.2 Vice-President 
 
 
Approved 02/10/03   Reviewed 02/10/03  Revised 02/10/03; 3/04 
Approved  0 6/16/08 Reviewed 06/16/08    Revised   ___________ 
Approved 08/16/10                     Reviewed  07/19/10                    Revised  07/19/10     
Approved   ____         Reviewed  10/20/14   Revised  10/20/14     
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VICE-PRESIDENT 
 
 
If the board president is unable or unwilling to carry out the duties required, it is the responsibility of the 
vice-president of the board to carry out the duties of the president.  If the president is unable or unwilling 
to complete the term of office, the vice-president will serve as president for the balance of the president's 
term of office, and a new vice-president will be elected. 
 
The vice-president of the board is elected by a majority vote at the organizational meeting, in odd-
numbered years, or at the annual meeting, in even-numbered years,  each year to serve a one-year term of 
office. 
 
The vice-president will accept control of the meeting from the president when the president wishes to 
make or second a motion.  The vice-president will take an active role in board decisions by discussing and 
voting on matters before the board in the same manner as other board members. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference: Iowa Code § 279.5 (2009). 
 
 
Cross Reference: 200.1 Organization of the Board of Directors 
 202.2 Oath of Office 
 206.1 President 
 
 
 
 
 
Approved 02/10/03 Reviewed 02/10/03  Revised 02/10/03; 3/04 
Approved  0 6/16/08 Reviewed 06/16/08    Revised   ___________ 
Approved 08/16/10    Reviewed  07/19/10        Revised   07/19/10    
Approved   ____         Reviewed  10/20/14   Revised  10/20/14     
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ADOPTION OF POLICY 
 
 
The board will give notice of proposed policy changes or adoption of new policies by placing the item on 
the agenda of two regular board meetings.  The proposed policy changes will be distributed available on 
the district website and will be made available by request and public comment will be allowed at both 
meetings prior to final board action.  This notice procedure will be required except for emergency 
situations.  If the board adopts a policy in an emergency situation, a statement regarding the emergency 
and the need for immediate adoption of the policy will be included in the minutes.  The board will have 
complete discretion to determine what constitutes an emergency situation. 
 
The final action taken to adopt the proposed policy will be approved by a simple majority vote of the 
board at the next regular meeting after the meeting allowing public discussion.  The policy will be 
effective on the later of the date of passage or the date stated in the motion. 
 
In the case of an emergency, a new or changed policy may be adopted by a majority vote of a quorum of 
the board.  The emergency policy will expire at the close of the third regular meeting following the 
emergency action, unless the policy adoption procedure stated above is followed and the policy is 
reaffirmed. 
 
 
 
 
 
 
 
. 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference: Iowa Code § 279.8 (2001). 
 281 I.A.C. 12.3(2). 
 1970 Op. Att'y Gen. 287. 
 
 
Cross Reference: 200.2 Powers of the Board of Directors 
 200.3 Responsibilities of the Board of Directors 
 209 Board of Directors' Management Procedures 
 
 
Approved 02/10/03 Reviewed 02/10/03  Revised 02/10/03; 3/04 
Approved  06/16/08 Reviewed 06/16/08    Revised   ___________ 
Approved   ____         Reviewed 10/20/14   Revised  10/20/14     
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DISSEMINATION OF POLICY 
 
 
A board policy manual is housed in each school attendance center and in the central administration office 
and is available on the district’s website.  Each board member will have a personal copy of the board 
policy manual if requested.  Persons wishing to review the board policy manual   who wish to review 
the board policies and do not have access to the internet will contact the board secretary, who will 
have a board policy manual available for public inspection. 
 
It is the responsibility of the board secretary to ensure copies of new and revised policy statements are 
distributed to the custodians of board policy manuals no later than the first regular board meeting 
following the policy's adoption. Copies of changes in board policy will also be included in or attached to  
Notation of the board policy number that was changed will be made in the minutes of the meetings in 
which the final action was taken to adopt the new or changed policy. 
 
It is the responsibility of each board member, during the board member's term of office, to keep the 
manual current and up-to-date and to surrender the manual to the board secretary at the conclusion of the 
board member's term of office. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference: Iowa Code §§ 277.31; 279.8 (2001). 
 281 I.A.C. 12.3(2). 
 
 
Cross Reference: 200.3 Responsibilities of the Board of Directors 
 209 Board of Directors' Management Procedures 
 
 
Approved 02/10/03 Reviewed 02/10/03  Revised 02/10/03; 3/04 
Approved  06/16/08 Reviewed 06/16/08    Revised   ___________ 
Approved   ____         Reviewed 10/20/14   Revised  10/20/14     
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BOARD MEETING AGENDA 
 
 
The tentative agenda for each board meeting will state the topics for discussion and action at the board 
meeting.  The agenda is part of the public notice of the board meeting and will be posted and distributed. 
 
Persons requesting to place an item on the agenda must make a request to the superintendent prior to the 
drafting of the tentative agenda.  The person making the request must state the person's name, address, 
purpose of the presentation, action desired and pertinent background information.  Requests from the 
public may be added to the tentative agenda at the discretion of the superintendent after consultation with 
the board president.  Requests received after the deadline may only be added to the agenda for good 
cause. 
 
The tentative agenda and supporting documents will be sent electronically to the board members 4 days 
by noon on the Wednesday prior to the scheduled board meeting and a printed copy will be available 
for the board meeting.  These documents are the private property of the board member.  Persons wishing 
to view the tentative agenda and supporting documents may do so at the central administration office. 
 
The board will take action only on the items listed on the tentative agenda posted with the public notice.  
Items added to the agenda may be discussed or taken under advisement by the board.  If an added item is 
acted upon, the minutes of the board meeting will state the reason justifying the immediate action. 
 
It is the responsibility of the board president and superintendent to develop the agenda for each board 
meeting. 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference: Iowa Code §§ 21; 279.8 (2001). 
 1980 Op. Att'y Gen. 269. 
 
 
Cross Reference: 210 Board of Directors' Meetings 
 211 Open Meetings 
 213 Public Participation in Board Meetings 
 215 Board of Directors' Records 
 402.5 Public Complaints About Employees 
 502.4 Student Complaints and Grievances 
 
 
Approved 02/10/03 Reviewed 02/10/03  Revised 02/10/03; 3/04 
Approved  06/16/08 Reviewed 06/16/08    Revised   ___________ 
Approved   ____         Reviewed 10/20/14   Revised  10/20/14     
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BOARD MEETING MINUTES 

 
Since the official minutes of the board are the only legal record, it is important that they be recorded with 
extreme care and completeness.  The board secretary will follow the following guidelines in writing board 
minutes: 
 
With respect to content, the minutes should show the following: 
 

1. The place, date, and time of each meeting. 
 
2. The type of meeting--regular, special, emergency, work session. 
 
3. Members present and members absent, by name. 
 
4. The call to order and adjournment. 
 
5. The departure of members by name before adjournment. 
 
6. The late arrival of members, by name. 
 
7. The time and place of the next meeting. 
 
8. Approval, or amendment and approval, of the minutes of the preceding meeting. 
 
9. Complete information as to each subject of the board's deliberation and the action taken. 
 
10. The maker and seconder of the motion, what action was taken, and the vote on the motion 

detailed enough to attribute a vote to each member present. 
 
11. Complete text of all board resolutions, numbered consecutively for each fiscal year. 
 
12. A record of all contracts entered into, with the contract documents kept in a separate file. 
 
13. A record of all change orders on construction contracts. 
 
14. All employment changes, including resignations or terminations. 
 
15. A record, by number, of the bills of account approved by the board for payment. 
 
16. A record of all calls for bids, bids received, and action taken thereon. 
 
17. Approval of all transfers of funds from one budgetary fund to another. 
 
18. Important documents forming a part of a motion should be made a part of the minutes by exhibit 

and placed in the minute book along with the minutes. 
 
19. Board policy and administrative guides should be made a part of the minutes by exhibit. 
 

Approved  06/16/08 Reviewed 06/16/08    Revised   ___________ 
Approved  06/16/08 Reviewed 06/16/08    Revised   ___________ 
Approved 08/16/10                     Reviewed  07/19/10                    Revised  07/19/10     
Approved   ____         Reviewed 10/20/14   Revised  10/20/14     
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BOARD MEETING MINUTES 

 
 

20. Adoption of textbooks and establishment of bus routes by the board for the school year as well as 
the school calendar should become a part of the minutes. 

 
21. Approval or disapproval of open enrollment requests with justification for disapproval or 

approval after the deadline. 
 
22. A record of all delegations appearing before the board and a record of all petitions. 
 
23. At the annual meeting each year the record should indicate that the books of the treasurer and 

secretary and the Certified Annual Report have been examined and approved subject to audit. 
 
24. The election or appointment of board officers. 
 
25. The appointment of auditors to examine the books. 

  
 
At the annual or organizational meeting, in odd numbered years, the minutes should reflect the following: 
 

26. Appointment of a temporary chairperson if not specified in policy. 
 
27. Oath of office administered to newly elected board members. 
 
28. Nominations taken for the office of president and vice-president. 
 
29. Election of the president and vice-president, the votes and the oath of office administered to the 

president and vice-president. 
 
30. The resolution to pay bills when the board is not in session. 
 
31. A resolution to automatically disburse payroll along with a roster of all employees under contract. 
 
32. A resolution naming depositories along with the maximum deposit for each depository. 
 
33. Resolution authorizing the use of a check protector and signer and the proper control of the 

signer. 
 
34. Motion designating a member or a committee to examine the bills of account for a designated 

period of time on a rotation basis if desired for the balance of the school year. 
 
35. Voting rotation when a roll call vote is used if so desired by the board. 
 
NOTE: There are no legal requirements for the contents of board minutes other than those 

stated in the policy. The contents of this exhibit are suggestions and may be amended, 
altered or deleted. 
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ADMINISTRATIVE POSITIONS 
 
 
The school district will have, in addition to the superintendent, the following administrative positions: 
 

• High School Principal 
 

• Elementary Principal 
 

• JH Principal / Activities Director 
 
• Curriculum Director 

 
• Activities Director 

 
These positions may be shared with other duties as deemed appropriate by the board. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference: Iowa Code §§ 279.8, .20, .21, .23-.24 (2001). 
 281 I.A.C. 12.4. 
 
 
Cross Reference: 301 Administrative Structure 
 303 Administrative Employees 
 
 
Approved 02/10/03 Reviewed 02/10/03  Revised 02/10/03; 3/04 
Approved 11/17/2008 Reviewed 10/20/2008  Revised 11/17/2008 
Approved   ____         Reviewed 10/20/14   Revised  10/20/14 
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ADMINISTRATOR QUALIFICATIONS, RECRUITMENT, APPOINTMENT 
 
 
The board will employ building principals and other administrators, in addition to the superintendent, to 
assist in the daily operations of the school district. 
 
The board will consider applicants who meet or exceed the standards set by the Iowa Department of 
Education and the qualifications established in the job description for the position.  In employing an 
administrator, the board will consider the qualifications, credentials and records of the applicants 
without regard to race, color, religion, sex, national origin, age, sexual orientation, gender identity or 
disability.  In keeping with the law, however, the board will consider the veteran status of the applicants.   
 
In choosing an administrator and assigning duties, the board will also consider the school district's 
educational philosophy, financial condition, organizational structure, education programs, and other 
factors deemed relevant by the board. 
 
It is the responsibility of the superintendent to make a recommendation to the board for filling all 
administrative positions.  The board will act only on the superintendent's recommendation. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference: Iowa Code §§ 279.8, .21 (2001). 
 281 I.A.C. 12.4. 
 1980 Op. Att'y Gen. 367. 
 
 
Cross Reference: 303 Administrative Employees 
 
 
Approved 02/10/03 Reviewed 02/10/03  Revised 02/10/03; 3/04 
Approved 11/17/2008 Reviewed 10/20/2008  Revised 11/17/2008 
Approved   ____         Reviewed 10/20/14   Revised  10/20/14 
    
 
 


