Code 701.4
GOVERNMENTAL ACCOUNTING PRACTICES AND REGULATIONS

School district accounting practices will follow state and federal laws and
regulations, generally accepted accounting principles (GAAP) and the uniform
financial accounting system provided by the lowa Department of Education. As
advised by the school district’s auditor, determination of liabilities and assets,
prioritization of expenditures of governmental funds and provisions for accounting
disclosures shall be made in accordance with governmental accounting standards.

In Governmental Accounting Standards Board (GASB) Statement No. 54, the board
identifies the order of spending unrestricted resources applying the highest level of
classification of fund balance - restricted, committed, assigned, and unassigned -
while honoring constraints on the specific purposes for which amounts in those
fund balances can be spent. A formal board action is required to establish, modify
and or rescind a committed fund balance. The resolution will state the exact dollar
amount. In the event, the board chooses to make changes or rescind the committed
fund balance, formal board action is required.

The Board authorizes the Business Manager to assign amounts to a specific purpose
in compliance with GASB 54. An ‘assigned fund balance’ should also be reported in
the order of spending unrestricted resources, but is not restricted or committed.

It is the responsibility of the superintendent to develop administrative regulations

implementing this policy. It is also the responsibility of the superintendent to make
recommendations to the board regarding fund balance designations.

Legal Reference: §§ Iowa Code 257.31(4); 279.8; 297.22-.25; 298A(2011).
Cross Reference: 701.3 Financial Records

703 Budget
704 Revenue

Approved Reviewed 02/26/15 Revised 02/26/15
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DEBT MANAGEMENT POLICY

DEBT LIMITS

Credit Ratings

The school district seeks to maintain the highest possible credit ratings for all categories of
short- and long-term debt that can be achieved without compromising the delivery of services
and the achievement of adopted objectives. The school district recognizes that external
economic, natural, or other events may from time to time affect the creditworthiness of its debt.
Nevertheless, the school district is committed to ensuring that actions within their control are
prudent.

Debt Limits

For general obligation debt, the school district’s outstanding debt limit shall be no more than
five percent (5%) of the actual value of property within the school district’s boundaries, as
prescribed the Iowa constitution and statutory restrictions.

For revenue debt, the school district’s goal is to provide adequate debt service coverage of at
least 1.20 times the annual debt service costs.

In accordance with lowa law, the school district may not act as a conduit issuer or issue
municipal securities to raise capital for revenue-generating projects where the funds generated
are used by a third party (“conduit borrower’) to make payments to investors.

PURPOSES AND USES OF DEBT

Capital Planning

To enhance creditworthiness and prudent financial management, the school district is committed
to systematic capital planning, intergovernmental cooperation and coordination and long-term
financial planning.

Capital Financing

The school district may issue long-term debt for capital projects as authorized by lowa law,
which include, but are not limited to, the costs of planning, design, land acquisition, buildings,
permanent structures, attached fixtures or equipment, and movable pieces of equipment.
Capitalized interest may be included in sizing any capital project debt issue. The types of debt
instruments to be used by the school district include:

*  General Obligation Bonds

* General Obligation Capital Loan Notes

* Bond Anticipation Notes

* Revenue Anticipation Notes

¢ School Infrastructure Sales, Services and Use Tax Revenue Bonds
* Lease Purchase Agreements, including Certificates of Participation

Working Capital Financing

The school district may issue debt for working capital for operations after cash flow analysis
has determined that there is a mismatch between available cash and cash outflows. The school
district shall strive to repay working capital debt by the end of the fiscal year in which the debt
was incurred. A Working Capital Reserve may be included in sizing any working capital debt
issue.

Approved Reviewed 03/16/15 Reviewed 02/26/15
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Refundings
Periodic reviews of all outstanding debt will be undertaken to determine if refunding
opportunities exist. Refunding will be considered (within federal tax law restraints) if and when
there is a net economic benefit of the refunding or if the refunding is otherwise in the best
interests of the school district, such as to release restrictive bond covenants which affect the
operations and management of the school district.

In general, advance refundings for economic savings will be undertaken when a net present value
savings exceeds three percent of the refunded debt can be achieved. Current refundings, which
produce a new present value savings of less than three percent will be considered on a case by
case basis taking into consideration bond covenants and general conditions. Refundings with
negative savings will not be considered unless there is a compelling public policy objective for
doing so.

DEBT STANDARDS AND STRUCTURE

Length of Debt

Debt will be structured for the shortest period consistent with a fair allocation of costs to current
and future beneficiaries or users. Long-term debt will not be issued for periods exceeding the
useful life or average useful lives of the project or projects to be financed. All debt issued will
adhere to state and federal law regarding the length of time the debt may be outstanding.

Debt Structure

Debt will be structured to achieve the lowest possible net cost to the school district given market
conditions, the urgency of the capital project, the type of debt being issued, and the nature and
type of repayment source. To the extent possible, the school district will design the repayment of
its overall debt to rapidly recapture its credit capacity for future use.

Generally, the school district will only issue fixed-rate debt. In very limited circumstances, the
school district may issue variable rate debt, consistent with the limitations of lowa law and
upon a finding of the board that the use of fixed rate debt is not in the best interest of the school
district and a statement of the reasons for the use of variable rate debt.

All debt may be structured using discount, par or premium coupons, and as serial or term bonds
or notes, or any combination thereof, consistent with lowa law. The school district should
utilize the coupon structure that produces the lowest True Interest Cost (TIC) taking into
consideration the call option value of any callable maturities.

The school district will strive to structure their debt in sinking fund installments for each debt
issue that achieves, as nearly as practicable, level debt service within an issue or overall debt
service within a particular classification of debt.

Derivatives (including, but not limited to, interest rate swaps, caps, collars, corridors, ceiling and
floor agreements, forward agreements, float agreements, or other similar financing
arrangements), zero-coupon or capital appreciation bonds are not allowed to be issued consistent
with State law.

Decision Analysis to Issue Debt

Whenever the school district is contemplating the issuance of debt, information will be
developed concerning the following four categories commonly used by rating agencies assessing
the school district’s credit worthiness, listed below.

Debt Analysis — Debt capacity analysis; purpose for which debt is proposed to be issued; debt
structure; debt burden; debt history and trends; and adequacy of debt and capital planning.

Code No. 704.2
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Financial Analysis — Stability, diversity, and growth rates of tax or other revenue sources;
trend in assessed valuation and collections; current budget trends; appraisal of past revenue
and expenditure trends; history and long-term trends of revenues and expenditures; evidences
of financial planning; adherence to GAAP; audit results; fund balance status and trends in
operating and debt funds; financial monitoring systems and capabilities; and cash flow
projections.

Governmental and Administrative Analysis — Government organization structure; location
of financial responsibilities and degree of control; adequacy of basic service provision;
intergovernmental cooperation/conflict and extent of duplication; and overall planning
efforts.

Economic Analysis — Geographic and location advantages; population and demographic
characteristics; wealth indicators; types of employment, industry and occupation; housing
characteristics; new construction; evidences of industrial decline; and trend of the
economy.

DEBT ISSUANCE

Credit Enhancement

Credit enhancements (.i.e., bond insurance, etc.) may be used but only when the net debt service
on the debt is reduced by more than the costs of the credit enhancement.

Costs and Fees
All costs and fees related to issuing the debt will be paid out of debt proceeds and
allocated across all projects receiving proceeds of the debt issue.

Method of Sale
Generally, all school district debt will be sold through a competitive bidding process. Bids will
be awarded on a TIC basis providing other bidding requirements are satisfied.

The school district may sell debt using a negotiated process in extraordinary circumstances
when the complexity of the issue requires specialized expertise, when the negotiated sale would
result in substantial savings in time or money, or when market conditions of school district
credit are unusually volatile or uncertain.

Professional Service Providers

The school district will retain external bond counsel for all debt issues. All debt issued by the
school district will include a written opinion by bond counsel affirming that the school district is
authorized to issue the debt, stating that the school district has met all lowa constitutional and
statutory requirements necessary for issuance and determining the debt’s federal income tax
status. The bond counsel retained must have comprehensive municipal debt experience and a
thorough understanding of lowa law as it relates to the issuance of the particular debt.

The school district will retain an independent financial advisor. The financial advisor will be
responsible for structuring and preparing all offering documents for each debt issue. The
financial advisor retained will have comprehensive municipal debt experience, experience with
diverse financial structuring and pricing of municipal securities.

The treasurer shall have the authority to periodically select other service providers (e.g., escrow
agents, verification agents, trustees, arbitrage consultants, rebate specialist, etc.) as necessary to
meet legal requirements and minimize net debt costs. These services can include debt
restructuring services and security or escrow purchases.
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DEBT MANAGEMENT POLICY

Compensation for bond counsel, financial advisor and other service providers will be as
economical as possible and consistent with industry standards for the desired qualification levels.

DEBT MANAGEMENT

Investment of Debt Proceeds

The school district shall invest all proceeds received from the issuance of debt separate from the
school district’s consolidated cash pool unless otherwise specified by the authorizing bond
resolution or trust indenture. Investments will be consistent with those authorized by lowa law
and the school district’s Investment Policy to maintain safety of principal and liquidity of the
funds.

Arbitrage and Record Keeping Compliance

The treasurer shall maintain a system of record keeping reporting and compliance procedures
with respect to all federal tax requirements which are currently, or may become applicable
through the lifetime of all tax-exempt or tax credit bonds.

Federal tax compliance, record-keeping reporting and compliance procedures shall include not
shall not be limited to:

1)  post-issuance compliance procedures (including proper use of proceeds, timely
expenditure of proceeds, proper use of bond financed property, yield restriction and
rebate, and timely return filing);

2) proper maintenance of records to support federal tax compliance;

3) investments and arbitrage compliance;

4) expenditures and assets;

5) private business use; and

6)  designation of primary responsibilities for federal tax compliance of all bond
financings.

Financial Disclosure

The school district is committed to full and complete financial disclosure, and to cooperating
fully with rating agencies, institutional and individual investors, other levels of government, and
the general public to share comprehensible and accurate financial information. The school
district is dedicated to meeting secondary disclosure requirements on a timely and
comprehensive basis, as promulgated by the Securities and Exchange Commission.

The Official Statements accompanying debt issues, Annual Audits, and Continuing Disclosure
statements will meet the standards articulated by the Municipal Securities Rulemaking Board
(MSRB), the Government Accounting Standards Board (GASB), the Securities and Exchange
Commission (SEC), Generally Accepted Accounting Principles (GAAP) and the Internal
Revenue Service (IRS). The treasurer shall be responsible for ongoing debt disclosure as
required by any Continuing Disclosure Certificate for any debt issue and for maintain
compliance with disclosure standards promulgated by state and federal regulatory bodies.

Legal Reference Iowa Code §§ 74-76; 278.1; 298; 298 A (2013).

Cross Reference: 701 Financial Accounting System
704 Revenue
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Legal Reference Iowa Code §§ 74-76; 278.1; 298; 298 A (2003).

Cross Reference: 701 Financial Accounting System

704 Revenue
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INVESTMENTS

School district funds in excess of current needs are invested in compliance with this policy. The goals
of the school district's investment portfolio in order of priority are:

To provide safety of the principal;
To maintain the necessary liquidity to match expected liabilities; and
To obtain a reasonable rate of return.

In making investments, the school district will exercise the care, skill, prudence and diligence under the
circumstances then prevailing that a prudent person acting in a like capacity and familiar with such
matters would use to meet the goals of the investment program.

School district funds are monies of the school district, including operating funds. "Operating funds" of
the school district are funds that are reasonably expected to be used during a current budget year or
within fifteen months of receipt. When investing operating funds, the investments must mature within
three hundred and ninety-seven days or less. When investing funds other than operating funds, the
investments must mature according to the need for the funds.

The board authorizes the treasurer to invest funds in excess of current needs in the following
investments.

* Interest bearing savings, money market, and checking accounts at the school district’s authorized
depositories;

* lowa Schools Joint Investment Trust Program (ISJIT);

e Obligations of the United States government, its agencies and instrumentalities;

* Certificates of deposit and other evidences of deposit at federally insured Iowa depository
institutions;

* Repurchase agreements in which underlying collateral consists of investments in government
securities. The school district must take delivery of the collateral

* Prime bankers’ acceptances that mature within two hundred seventy days and that are eligible for
purchase by a federal reserve bank. At the time of purchase no more than 10 percent of the
investment portfolio can be in these investments and no more than 5 percent of the investment
portfolio can be invested in the securities of a single issuer;

* Commercial paper or other short-term corporate debt that matures within two hundred seventy
days and that is rated within the two highest classifications, as established by at least one of the
standard rating services, with no more than 5 percent at the time of purchase placed in the second
highest classification. At the time of purchase no more than 10 percent of the investment
portfolio can be in these investments and no more than 5 percent of the investment portfolio can
be invested in the securities of a single issuer; and

* An open-ended management investment company registered with the federal securities exchange
commission and commonly referred to as a money market mutual fund. The money market
mutual funds shall use only the investments individually authorized by law for school districts.

Approved 03/20/06 Reviewed 03/20/06
Approved 02/16/11 Reviewed 01/17/11 Revised 01/17/11

Approved Reviewed 02/26/15 Revised 02/26/15
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It is the responsibility of the treasurer to oversee the investment portfolio in compliance with this policy
and the law.

The treasurer is responsible for reporting to and reviewing with the board at its regular meetings the
investment portfolio's performance, transaction activity and current investments.

It will also be the responsibility of the superintendent, in conjunction with the treasurer, to develop a
system of investment practices and internal controls over the investment practices. The investment
practices are designed to prevent losses, to document the officers' and employees' responsibility for
elements of the investment process and address the capability of the management.

Legal Reference: Iowa Code §§ 11.2, .6; 12.62; 12B.10; 12C; 22.1, .14; 28E.2; 257; 279.29;
283A; 285; 502.701; 633.123 (2001).

Cross Reference: 206.4 Treasurer
704 Revenue
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PURCHASING — BIDDING

The board supports economic development in lowa. Purchases by the school district will be made in
Iowa for lowa goods and services from a locally-owned business located within the school district or from
an lowa-based company which offers these goods or services, i i

preeurement, if the cost and other considerations are relatively equal and they meet the required
specifications. When spending federal Child Nutrition Funds, geographical preference is allowed only for
unprocessed agricultural food items.

Prior to August 15 of each year and after analyzing the school district's anticipated procurement level for
the current fiscal year, the school board will set a goal of ten percent of the anticipated procurement
level to be purchased from certified targeted small businesses. In determining the procurement level,
the cost of utilities (heat, electricity, telephone and natural gas) and employees' costs will not be
included. After the goal has been established, the superintendent will file the required Targeted Small
Business Procurement form with the Department of Education by August 15.

By July 31 of each year, the superintendent will file a report with the Department of Education outlining
purchases of goods and services from targeted small businesses for the previous fiscal year.

The school board and superintendent will encourage targeted small businesses which are not certified
with the Department of Inspections and Appeals to become certified targeted small businesses.

It is the responsibility of the superintendent to approve purchases, except those authorized by or
requiring direct board action. The superintendent may coordinate and combine purchases with other
governmental bodies to take advantage of volume price breaks. Joint purchases with other political
subdivisions will be considered in the purchase of equipment, accessories or attachments with an
estimated cost of $50,000 or more.

The superintendent will have the authority to authorize purchases without competitive bids for goods
and services costing under $5.000.00 without prior board approval. For goods and services costing
more than $5,000.00 and less than $25,000, the superintendent will receive quotes of the goods and
services to be purchased prior to approval of the board. Competitive sealed bids are required for
purchases, other than emergency purchases, for goods and services that cost $25,000 or more, including
school buses.

When using federal Child Nutrition funds to purchase goods and services, dollars spent annually must be
estimated. It is acceptable to categorize (e.g. groceries, milk, produce, small equipment, large equipment,
supplies, and chemicals). A formal sealed bid procurement process is required when annual spending in
the category exceeds $25,000 annually. An informal process is used for all other purchases under the
threshold annually. Documentation of informal procurement activity is kept on file.

The purchase will be made from the lowest responsible bidder based upon total cost considerations
including, but not limited to, the cost of the goods and services being purchased, availability of service
and/or repair, delivery date, the targeted small business procurement goal and other factors deemed
relevant by the board.

The board and the superintendent will have the right to reject any or all bids, or any part thereof, and to
re-advertise. If it is determined that a targeted small business which bid on the project may be unable to
perform the contract, the superintendent will notify the Department of Economic Development. The
board will enter into such contract or contracts as the board deems in the best interests of the school
district.

Approved 03/20/06 Reviewed 03/20/06
Approved 02/16/11 Reviewed 01/17/11 Revised 01/17/11

Approved Reviewed 02/26/15 Revised 02/26/15
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Legal Reference: Iowa Code §§ 18.6(9); 23A; 28E.20; 72.3; 73; 73A; 285.10(3), .10(7); 301
(2003).
261 LA.C. 54.
281 1LA.C. 43.25.
481 1LA.C. 25.

1984 Op. Att'y Gen. 115.
1974 Op. Att'y Gen. 171.

Cross Reference: 705 Expenditures
801.4 Site Acquisition
802  Maintenance, Operation and Management
803 Selling and Leasing
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INTERNAL CONTROLS

The Board expects all board members, employees, volunteers, consultants, vendors, contractors, students and
other parties maintaining any relationship with the school district to act with integrity, due diligence, and in
accordance with all laws in their duties involving the school district’s resources. The board is entrusted with
public dollars and no one connected with the school district should do anything to erode that trust.

Internal control is the responsibility of all employees of the school district. The superintendent, business
manager and board secretary shall be responsible for developing internal controls designed to prevent and
detect fraud, financial impropriety, or fiscal irregularities within the school district subject to review and
approval by the board. Administrators shall be alert for any indication of fraud, financial impropriety, or
irregularity within the administrator’s area of responsibility.

Any employee who suspects fraud, impropriety, or irregularity shall report their suspicions immediately to

his/her immediate supervisor, and the superintendent. {-&Hdaler—aﬂ-&udit—eeﬁmﬁee-membef] The
superintendent fendtoranaudit-committeenember] shall have primary responsibility for any necessary

investigations and shall coordinate investigative efforts with the board’s legal counsel, auditing firm, and
other internal or external departments and agencies, including law enforcement officials, as the

superintendent fendteran-audit-committeemermber] may deem appropriate.

Employees bringing forth a legitimate concern about a potential impropriety will not be retaliated against and
those who do retaliate against such an employee will be subject to disciplinary action up to, and including,
discharge.

In the event the concern or complaint involves the superintendent, the concern shall be brought to the
attention of the board Vlce—pres1dent fendloranaudit-committeenember] who shall be empowered to
contact the board’s legal counsel, insurance agent, auditing firm, and any other agency to investigate the
concern or complaint.

Upon approval of the board, the superintendent;tandleoran-andit-committee-member] may contact the State

Auditor or elect to employ the school district’s auditing firm or State Auditor to conduct a complete or partial
forensic/internal control/SAS99 audit annually or otherwise as often as deemed necessary. The
superintendent is authorized to order a complete forensic audit if, in the superintendent’s judgment, such an
audit would be useful and beneficial to the school district. The superintendent, fandloran-audit-committee
rrember] shall ensure the State Auditor is notified of any suspected embezzlement or theft pursuant to lowa
law. In the event, there is an investigation; records will be maintained for use in the investigation.
Individuals found to have altered or destroyed records will be subject to disciplinary action, up to, and
including termination.

Legal References: American Competitiveness and Corporate Accountability Act of 2002,

Pub. L. No. 107-204.
Iowa Code ch. 11, 279.8 (2005).

Cross References: 707.6 Audit Committee

Approved 02/16/11 Reviewed 01/17/11 Reviewed 01/17/11

Approved Reviewed 02/26/15 Revised 02/26/15
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CARE, MAINTENANCE AND DISPOSAL OF SCHOOL DISTRICT RECORDS

School district records are housed in the central administration office of the school district. It is the
responsibility of the superintendent to oversee the maintenance and accuracy of the records. The
following records are kept and preserved according to the schedule below:

5 srears

Paszxoll records

yToars

2 rears

T

BOARD RECORDS (Secretary)

Official Minutes, including resolutions

Board Meeting Agendas

Detailed minutes and audio tapes of closed sessions
Board policies

Oaths of Office

Fidelity bonds of officials

Bids accepted

Bids rejected

Citizen petitions

Articles of incorporation

Records of patents, copyrights, trademarks, etc

CORRESPONDENCE (Secretary)
Financial correspondence

Personnel correspondence

Credit and collection correspondence
General correspondence

Approved 03/20/06 Reviewed 03/20/06

Approved 02/16/11 Reviewed 01/17/11

Approved Reviewed 02/26/15

yToars

Permanently

2 years

1 year

Retained until superseded
Permanently in minutes

5 years after expiration

5 years

1 year beyond audit

3 years after close of issues
Permanently
Permanently

5 years

7 years after termination

7 years

3 years or as long as
administratively useful or of
historical value

Revised 01/17/11

Revised 02/26/15
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CARE, MAINTENANCE AND DISPOSAL OF SCHOOL DISTRICT RECORDS

FINANCIAL REPORTS (Secretary)

Secretary’s & Treasurer’s financial records:
General ledger, annual financial report, CAR

Disbursement journals/registers, receipt journals/register,
check register, general journals, bank statements

Canceled checks, check stubs, bills, invoices, receipts,
purchase orders, requisitions, pettycash vouchers, cost
accounting computations, investment records, and
bank reconciliations

Records and reports regarding uncollectable accounts

Claims for tax or fuel tax refunds

Audits

BUDGET (Secretary)

Budget estimates

Final budget & certification summary
Budget amendments

FIXED ASSET RECORDS (Secretary)
Documents relating to fixed assets

Fixed asset report records
Inventories
Documents relating to real property transactions

LEGAL DOCUMENTS (Secretary)
Written contracts

Purchase or service agreements for service or supplies
Record of the payment of judgments against the district
Accidents on school property that are settled out of court
Accidents on school property resulting in court decisions
Fire damage reports

Insurance policies 3 years after expiration
Special events permits & licenses

BOND ISSUES (Secretary)

Bond certificates

Redeemed coupons should be stamped “paid” after 10 years
Bond register

STUDENT RECORDS (Superintendent or designee)
Individual student records

FEDERAL PROGRAMS (Superintendent or designee)

Child nutrition records pertaining to participation, financial
information, and free and reduced-priced meal applications

Records of unresolved audit

JPTA contracts and claims

Asbestos medical records or records of licensure

Records relating to federal aid

Federal aid records w/non compliance problem

Permanently

5 years

5 years

10 years

5 years
Permanently

5 years
Permanently
Permanently

5 years beyond disposal of
fixed asset

3 years

5 years

Permanently

10 years beyond end of
contract

5 years after expiration
20 years

10 years after settlement
Permanently

5 years

3 years

10 years after final recall
10 years
Permanently

Permanently

3 years + current year
until audit is resolved
5 years

30 years minimum
Syears if audited

3 years after settlement
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CARE, MAINTENANCE AND DISPOSAL OF SCHOOL DISTRICT RECORDS

AFFADAVITS OF PUBLICATION (Secretary)
Regarding budget

Regarding bond issues

Regarding other issues

UNION/ASSOCIATION RECORDS (Secretary)
Negotiation records

Master contracts
Case files

EMPLOYEE ACCIDENTS (Secretary)
Employer reports

OSHA reports

Worker compensation reports

PAYROLL (Secretary)

Payroll journals

Supporting payroll documentation

W-2s, W-3s, W-4s, 941, deposits, 1099s
lowa withholding reports, job service reports

PERSONNEL RECORDS (Superintendent or designee)
Job descriptions

Applications & resumes of those hired

Applications & resumes of those not hired

Results of tests/placements of those hired

Employee contracts

Evaluations, continuing education records, employee medical exams
Resignations & reasons for termination

IPERS claims

Unemployment claims

Garnishment records

Enrollment for direct deposit, insurance, etc

Health insurance payments & claims

EEO-4 reports

EEO plans

5 years
5 years after final recall
5 years

retained as long as
administratively useful
Permanently

10 years

5 years

5 years

5 years after final payment
unless case may result in
future claims, then 60 years

60 years
5 years
5 years
5 years

Permanently

60 years

3 years

60 years

10 years after termination
60 years

60 years

60 years

5 years

3 years beyond closure
Retained as long as current
3 years

4 years

As long as current

Employees' records are housed in the central administration office of the school district. The
superintendent, the building administrator, the employee’s immediate supervisor, and the board

secretary maintain the employees’ records.

An inventory of the furniture, equipment, and other non-consumable items other than real property of
the school district is conducted annually under the supervision of the superintendent. This report is filed

with the board secretary.

A perpetual inventory is maintained on consumable property of the school district.
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CARE, MAINTENANCE AND DISPOSAL OF SCHOOL DISTRICT RECORDS

The permanent and cumulative records of students currently enrolled in the school district are housed in
the central administration office of the attendance center where the student attends. Permanent records
must be housed in a fireproof auk file. The building administrator is responsible for keeping these
records current. Records of students who have graduated or are no longer enrolled in the school district
are housed in the High School Office. The superintendent will maintain these records.

The superintendent may microfilm or microfiche school district records and may destroy paper copies of
the records if they are more than three years old. A properly authenticated reproduction of a
microfilmed record meets the same legal requirements as the original record.

Legal Reference: City of Sioux City v. Greater Sioux City Press Club, 421 N.W.2d 895 (Iowa
1988).
City of Dubuque v. Telegraph Herald, Inc., 297 N.W.2d 523 (Iowa 1980).

Iowa Code §§ 22.3,.7; 279.8, .15, .16; 304 (2003).
281 LLA.C. 12.3(6).

Cross Reference: 206.3 Secretary
215 Board of Directors' Records
401.5 Employee Records
506 Student Records
901 Public Examination of School District Records
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STUDENT CONDUCT ON SCHOOL TRANSPORTATION

Students utilizing school transportation will conduct themselves in an orderly manner fitting to their age
level and maturity with mutual respect and consideration for the rights of the school vehicle driver and
the other passengers. Students who fail to behave in an orderly manner will be subject to disciplinary
measures.

The driver will have the authority to maintain order on the school vehicle. It is the responsibility of the
driver to report misconduct to the building administrator.

The board supports the use of video cameras on school buses used for transportation to and from school
as well as for field trips, curricular or extracurricular events. The video cameras will be used to monitor
student behavior and may be used as evidence in a student disciplinary proceeding. The videotapes are
student records subject to school district confidentiality, board policy and administrative regulations.

After receiving warnings for bad conduct, the building principal and/or Transportation Director will
have the authority to suspend transportation privileges of the student or impose other appropriate
discipline.

It is the responsibility of the superintendent, in conjunction with the building principal, to develop

administrative regulations regarding student conduct and discipline when utilizing school district
transportation.

Legal Reference: Iowa Code §§ 279.8; 285; 321 (2003).

Cross Reference: 503 Student Discipline
506 Student Records

Approved 03/20/06 Reviewed 03/20/06

Approved 02/16/11 Reviewed 01/17/11
Approved Reviewed 02/26/15
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STUDENT CONDUCT ON SCHOOL TRANSPORTATION REGULATION

All persons riding in school district vehicles will adhere to the following rules. The driver, sponsor or
chaperones are to follow the school bus discipline procedure for student violations of this policy. Video
cameras may be in operation on the school buses.

1.  Busriders will be at the designated loading point before the bus arrival time.

2. Busriders will wait until the bus comes to a complete stop before attempting to enter.

3. Riders must not extend arms or heads out of the windows at any time.

4. Aisles must be kept cleared at all times.

5. All bus riders will load and unload through the right front door. The emergency door is for
emergencies only.

6. A bus rider will depart from the bus at the designated point unless written permission to get off at a
different location is given to the driver.

7. Arider may be assigned a seat by the driver.

8. Riders who damage seats or other equipment will reimburse the district for the cost of the repair or
replacement.

9. Riders are not permitted to leave their seats while the vehicle is in motion.

10. Waste containers are provided on all buses for bus riders' use.

11. Permission to open windows must be obtained from the driver.

12. Classroom conduct is to be observed by students while riding the bus except for ordinary
conversation.

13.  The driver is in charge of the students and the vehicle, and the driver is to be obeyed promptly and
cheerfully.

14. Students will assist in looking after the safety and comfort of younger students.

15. A bus rider who must cross the roadway to board or depart from the bus will pass in front of the
bus (no closer than 10 feet), look in both directions and proceed to cross the road or highway only
on signal from the driver.

16. Students will not throw objects about the vehicle nor out through the windows.

Approved 04/07/03 Reviewed 04/07/03 Revised 04/07/03

Approved 03/20/06 Reviewed 03/20/06

Approved Reviewed 02/26/15
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STUDENT CONDUCT ON SCHOOL TRANSPORTATION REGULATION

Shooting paper wads, squirt guns or other material in the vehicle is not permitted.

Students will keep feet off the seats.

Roughhousing in the vehicle is prohibited.

Students will refrain from crowding or pushing.

The use or possession of alcohol, tobacco or look-alike substances is prohibited in the vehicle.

The Good Conduct Rule is in effect.
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USE OF VIDEO CAMERAS ON SCHOOL BUSES REGULATION

The board supports the use of video cameras on school buses as a means to monitor and maintain a safe
environment for students and employees. The video cameras may be used on buses used for
transportation to and from school, field trips, curricular events and extracurricular events. The contents
of the videotapes may be used as evidence in a student disciplinary proceeding.

Student Records

The content of the videotapes is a student record subject to board policy and administrative regulations
regarding confidential student records. Only those persons with a legitimate educational purpose may
view the videotapes. In most instances, those individuals with a legitimate educational purpose may be
the superintendent, building principal, transportation director, bus driver and special education staffing
team. A parent may view the video without consent from any student or parent also shown in the video
if the other students are just bystanders. But if there is an altercation between multiple students, then all
parents must give consent in order for the video to be viewed by parents.

A videotape recorded during a school-sponsored trip, such as an athletic event, may also be accessible to
the sponsor or coach of the activity. If the content of the videotape becomes the subject of a student
disciplinary proceeding, it may be treated like other evidence in the proceeding.

Notice
The school district will annually provide the following notice to students and parents:

The Louisa-Muscatine Community School District Board of Directors has authorized the use of
video cameras on school district buses. The video cameras will be used to monitor student
behavior to maintain order on the school buses to promote and maintain a safe environment.
Students and parents are hereby notified that the content of the videotapes may be used in a student
disciplinary proceeding. The content of the videotapes are confidential student records and will be
retained with other student records. Videotapes will only be retained if necessary for use in a
student disciplinary proceeding or other matter as determined necessary by the administration.
Parents may request to view videotapes of their child if the videotapes are used in a disciplinary
proceeding involving their child.

The following notice will also be placed on all school buses equipped with a video camera:
This bus is equipped with a video/audio monitoring system.

Review of Videotapes
The school district will review videotapes (choose one of the following):

Option 1--when necessary as a result of an incident reported by a bus driver or student. The
videotapes may be recirculated for erasure after _ days.

Option 2--at least (weekly, monthly, etc.). The videotapes may be recirculated for erasure after
__days. Note: Videotapes should be kept for a minimum of two weeks.

X Option 3--randomly. The videotapes may be recirculated for erasure after five days.
Approved 04/07/03 Reviewed 04/07/03 Revised 04/07/03
Approved 03/20/06 Reviewed 03/20/06

Approved Reviewed 02/26/15 Revised 02/26/15
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Viewing of videotapes is limited to the individuals having a legitimate educational purpose. A written
log will be kept of those individuals viewing the videotapes stating the time, name of individual viewing
and the date the videotape was viewed.

Video Monitoring System
Video cameras will be (choose one of the following):

X Option 1--used on all school district buses.

Option 2--rotated randomly on school district buses.

Option 3--used on only a select number of school district buses.

The superintendent in consultation with the building principals and transportation director will make
determination of how video cameras will be used and which school buses will be equipped with video
equipment.

Student Conduct

Students are prohibited from tampering with the video cameras on the school buses. Students found in
violation of this regulation will be disciplined in accordance with the school district discipline policy
and Good Conduct Rule and will reimburse the school district for any repairs or replacement necessary
as a result of the tampering.
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REQUESTS FOR IMPROVEMENTS

Generally, except for emergency situations, requests for improvements or repairs are made to the
superintendent by building principals and the head-eustedian maintenance supervisor. Requirements for
requests outlined in the maintenance schedule will be followed.

The superintendent may approve minor improvements, not exceeding a cost of $5,000.00. The board

must approve improvements exceeding $5,000.00. Routine maintenance and repairs outlined in the
maintenance schedule will be followed.

Legal Reference: Iowa Code §§ 279.8; 280.3, .14 (2003).

Cross Reference: 802.1 Maintenance Schedule
802.3 Emergency Repairs

Approved 04/17/06 Reviewed 04/17/06
Approved 06/20/11 Reviewed 05/16/11 Revised 05/16/11

Approved Reviewed 02/26/15 Revised _02/26/15
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SCHOOL - COMMUNITY GROUPS

The board values the participation and the support of school district-community groups, including, but
not limited to, the booster club and parent-teacher organizations, which strive for the betterment of the
school district and the education program. The board will work closely with these groups.

¢ Generally, building administrators will approve all purchases and/or fundraising plans for goods
and services that will be donated to the district. In certain instances, the superintendent will be
consulted.

*  Prior to making any physical changes/improvements to the building or grounds, the group will
confer with the superintendent.

*  Prior to any purchase that would require the district to commit funds for the completion,
installation or implementation of the item(s), the group will confer with the superintendent.

e  Plans will be submitted on the “Donation Form” for approval.
Funds raised by these groups for the school district may be kept as part of the accounts of the school
district.

It is the responsibility of the building principal to be the liaison with the school district-community
groups affiliated with the building principal's attendance center.

Legal Reference: Iowa Code §§ 279.8; 291.13 (2003).

Cross Reference: 903 Public Participation in the School District

Approved 05/15/06 Reviewed 05/15/06 Revised 05/15/06
Approved 06/20/11 Reviewed 05/16/11 Revised 05/16/11

Approved . Reviewed 02/26/15 Revised 02/26/15
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DISTRIBUTION OF MATERIALS

The board recognizes that students, employees, parents or citizens may want to distribute materials
within the school district that are noncurricular. Noncurricular materials to be distributed must be
approved by the building principal and meet certain standards prior to their distribution.

It is the responsibility of the superintendent, in conjunction with the building principals to draft
administrative regulations regarding this policy.

Legal Reference: U.S. Const. amend. 1.
Hazelwood School District v. Kuhlmeier, 484 U.S. 260 (1988).
Bethel School District v. Fraser, 478 U.S. 675 (1986).
New Jersey v. T.L.O., 469 U.S. 325 (1985).
Tinker v. Des Moines Ind. Comm. Sch. Dist., 393 U.S. 503 (1969).
Bystrom v. Fridley High School, 822 F.2d 747 (8th Cir. 1987).
Towa Code §§ 279.8; 280.22 (2003).

Cross References: 502.3 Freedom of Expression
503.1 Student Conduct
504 Student Activities
603.9 Academic Freedom

Approved 05/15/06 Reviewed 05/15/06
Approved 06/20/11 Reviewed 05/16/11 Revised 05/16/11

Approved ) Reviewed 02/26/15 Revised 02/26/15
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DISTRIBUTION OF MATERIALS REGULATION

Guidelines.

Individuals, including students, may have the right to distribute on school premises, at reasonable
times and places, unofficial written material, petitions, buttons, badges or other insignia, except
expression which:

1s obscene to minors;

1s libelous;

contains indecent, vulgar, profane or lewd language;

advertises any product or service not permitted to minors by law;

constitutes insulting or fighting words, the very expression of which injures or harasses other
people (e.g., threats of violence, defamation of character or of a person's race, religion,
gender, disability, age or ethnic origin);

6. presents a clear and present likelihood that, either because of its content or the manner of
distribution, it will cause a material and substantial disruption of the proper and orderly
operation and discipline of the school or school activities, will cause the commission of
unlawful acts or the violation of lawful school regulations.

kAW =

Distribution on school premises of material in categories (1) through (4) to any student is
prohibited. Distribution on school premises of material in categories (5) and (6) to a substantial
number of students is prohibited.

Procedures.

Anyone wishing to distribute unofficial written material must first submit for approval a copy of
the material to the building principal at least twenty-four hours in advance of desired distribution
time, together with the following information:

1. Name and phone number of the person submitting request and, if a student, the homeroom
number;

2. Date(s) and time(s) of day of intended display or distribution;

3. Location where material will be displayed or distributed;

4. The grade(s) of students to whom the display or distribution is intended.

Within twenty-four hours of submission, the principal will render a decision whether the material
violates the guidelines in subsection I or the time, place and manner restrictions in subsection 111
of this policy. In the event that permission to distribute the material is denied, the person
submitting the request should be informed in writing of the reasons for the denial. Permission to
distribute material does not imply approval of its contents by either the school, the
administration, the board or the individual reviewing the material submitted.
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If the person submitting the request does not receive a response within twenty-four hours of
submission, the person will contact the building principal's office to verify that the lack of
response was not due to an inability to locate the person. If the person has made this verification
and there is no response to the request, the material may be distributed in accordance with the
time, place and manner provisions in subsection III.

If the person is dissatisfied with the decision of the principal, the person may submit a written
request for appeal to the superintendent. If the person does not receive a response within three
school days of submitting the appeal, the person will contact the superintendent to verify that the
lack of response is not due to an inability to locate the person. If the person has made this
verification and there is no response to the appeal, the material may be distributed in accordance
with the time, place and manner provisions in subsection III.

At every level of the process the person submitting the request will have the right to appear and
present the reasons, supported by relevant witnesses and material, as to why distribution of the
written material is appropriate.

Permission to distribute material does not imply approval of its contents by either the school
district, the board, the administration or the individual reviewing the material submitted.

Time, place and manner of distribution.

The distribution of written material is prohibited when it blocks the safe flow of traffic within
corridors and entranceways of the school or otherwise disrupts school activities. The distribution
of unofficial material is limited to a reasonable time, place and manner as follows:

1. The material will be distributed from a table set up for the purpose in a location designated
by the principal, which location will not block the safe flow of traffic or block the corridors
or entrance ways, but which will give reasonable access to students.

2. The material will be distributed either before and/or after the regular instructional day.

3. No written material may be distributed during and at the place of a normal school activity if it
is reasonably likely to cause a material and substantial disruption of that activity.

Definitions.
The following definitions apply to the following terms used in this policy:
1. "Obscene to minors" is defined as:
(a)The average person, applying contemporary community standards, would find that the

written material, taken as a whole, appeals to the prurient interest of minors of the age
to whom distribution is requested,
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(b)The material depicts or describes, in a manner that is patently offensive to prevailing
standards in the adult community concerning how such conduct should be presented to
minors of the age to whom distribution is requested, sexual conduct such as intimate
sexual acts (normal or perverted), masturbation, excretory functions, and lewd
exhibition of the genitals; and

(c)The material, taken as a whole, lacks serious literary, artistic, political or scientific value
for minors.

2. "Minor" means any person under the age of eighteen.

"Material and substantial disruption" of a normal school activity is defined as follows:

(a)  Where the normal school activity is an educational program of the district for which
student attendance is compulsory, "material and substantial disruption" is defined as
any disruption, which interferes with or impedes the implementation of that program.

(b)  Where the normal school activity is voluntary in nature (including, without limitation,
school athletic events, school plays and concerts, and lunch periods), "material and
substantial disruption" is defined as student rioting, unlawful seizures of property,
widespread shouting or boisterous demonstration, sit-in, stand-in, walk-out, or other
related forms of activity.

In order for expression to be considered disruptive, there must exist specific facts upon which

the likelihood of disruption can be forecasted including past experience in the school, current

events influencing student activities and behavior, and instances of actual or threatened
disruption relating to the written material in question.

4. "School activities" means any activity of students sponsored by the school and includes, by
way of example but not limited to, classroom work, library activities, physical education
classes, official assemblies and other similar gatherings, school athletic contests, band
concerts, school plays and in-school lunch periods.

5. "Unofficial" written material includes all written material except school newspapers, literary
magazines, yearbooks, and other publications funded and/or sponsored or authorized by the
school. Examples include leaflets, brochures, flyers, petitions, placards and underground
newspapers, whether written by students or others.

6. '"Libelous" is a false and unprivileged statement about a specific individual that tends to harm
the individual's reputation or to lower him/her in the esteem of the community.

7. "Distribution" means circulation or dissemination of written material by means of handing
out free copies, selling or offering copies for sale and accepting donations for copies. It
includes displaying written material in areas of the school which are generally frequented by
students.

98]

Disciplinary action.

Distribution by any student of unofficial written material prohibited in subsection I or in violation
of subsection III may be halted, and students may be subject to discipline including suspension
and expulsion. Any other party violating this policy may be requested to leave the school
property immediately and, if necessary, local law enforcement officials will be called.
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TRANSPORTING STUDENTS IN PRIVATE VEHICLES

Generally, transporting students for school purposes is done in a vehicle owned by the school district
and driven by a school bus driver. Students may be transported in private vehicles for school purposes.
It is within the discretion of the superintendent to determine when this is appropriate.

the-superintendent. The school district assumes no responsibility for those students she-have-net
received-the-approval-efthesuperintendent-and who ride in private vehicles for school purposes.
This policy statement applies to transportation of students for school purposes in addition to transporting

students to and from their designated attendance center. It is the responsibility of the superintendent to
develop administrative regulations regarding this policy.

Legal Reference: Iowa Code §§ 279.8; 285; 321 (2003).
281 1LA.C. 43.
Cross Reference: 401.6 Transporting of Students by Employees

401.7 Employee Travel Compensation
711 Transportation

Approved 05/15/06 Reviewed 05/15/06
Approved 06/20/11 Reviewed 05/16/11 Revised _05/16/11

Approved i Reviewed 02/26/15 Revised _02/26/15
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COMMUNITY USE OF SCHOOL DISTRICT FACILITIES & EQUIPMENT

School district facilities and equipment will be made available to local nonprofit entities that promote
cultural, educational, civic, community, or recreational activities. "Entity(ies)" will include
organizations, groups and individuals and their agents. Such use will be permitted only when the use
does not interfere with or disrupt the education program or a school-related activity, the use is consistent
with state law, and will end no later than midnight. It is within the discretion of the board to allow for-
profit entities to use school district facilities and equipment. The board reserves the right to deny use of
the facilities and equipment to an entity. It is within the discretion of the superintendent to allow use of
school district facilities and equipment on Sundays.

Entities who wish to use school district facilities or equipment must apply at the superintendent's office.
It is the responsibility of the board secretary or superintendent to determine whether the school district
facility or equipment requested is available and whether the application for use meets board policy and
administrative regulations. It is the responsibility of the superintendent and board secretary to provide
application forms, obtain proof of insurance, and draw up the contract for use of school district facilities
and equipment.

A school district employee will supervise use of school district facilities and equipment by entities
unless special prior arrangements are made with the superintendent. The school district employee will
not accept a fee from the entity using school district facilities and equipment. If appropriate, the school
district employee may be paid by the school district.

Entities that use school district buildings or sites must leave the building or site in the same condition it
was in prior to its use. Entities that use school district equipment must return the equipment in the
same working condition it was in prior to its use. Inappropriate use of school district facilities and
equipment may result in additional fees charged to, or the inability of, the entity to use school district
facilities or equipment in the future.

Approved 05/15/06 Reviewed 05/15/06 Revised 05/15/06
Approved 06/20/11 Reviewed 05/16/11 Revised 05/16/11
Approved Reviewed 02/26/15 Revised 02/26/15
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The board may allow entities, such as the Boy and Girl Scouts and 4-H, to use the school district
facilities and equipment without charge. While such entities may use the facilities and equipment
without charge, they may be required to pay a custodial fee.

It is the responsibility of the superintendent to develop a fee schedule for the board's approval and to
develop administrative regulations regarding this policy.

Legal Reference: Towa Code §§ 8D; 276; 278.1(4); 279.8; 288; 297.9-.11 (2003).
751 LA.C. 14.
1982 Op. Att'y Gen. 561.
1940 Op. Att'y Gen. 232.
1936 Op. Att'y Gen. 196.

Cross Reference: 704 Revenue
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COMMUNITY USE OF SCHOOL DISTRICT FACILITIES & EQUIPMENT REGULATION

Alcoholic beverages will not be brought to or consumed in the school district facilities or grounds.
Smoking is prohibited in school district facilities and grounds.

When deemed necessary, a custodian or employee must be present while the school district facility
or equipment is being used by an entity.

After a school district facility or site has been used by an entity, cleaning, including restoring the
facility or site to the condition it was in prior to its use, will be done by employees assisted by a
committee from the entity. The fee charged to the entity for the use of the facility or site will
include these costs. However, if excessive costs are involved in cleaning or otherwise restoring the
facility or site to the condition it was in prior to its use, the board reserves the right to charge the
entity for these excessive costs.

After school district equipment has been used by an entity, the equipment must be returned to the
school district in the condition it was in prior to its use. The fee charged to the entity for the use of
the equipment will include these costs. However, if excessive costs are involved in restoring the
equipment to the condition it was in prior to its use, the board reserves the right to charge the entity
for these excessive costs.

Entities are required to stay within the area of the school district facility or site and use only the
school district equipment authorized by the school district for use by the entity. Other school
district facilities, sites, or areas in the school district building or equipment are off limits to the
entity.

A cancellation after the facility or equipment is made ready for the entity will be charged at the full
rate. Cancellations made prior to that time will be charged a minimum cancellation fee or the costs
incurred to the school district in anticipation of the entity's use, whichever is greater.
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Facility

Form

Building

Use Rubric

Supervision

Insurance

Sponsor, Coach, Teacher,

School Programs No -0- School Employee must be I School
nsurance
present.
School Affiliated
Groups Feeder
Programs (Youth
League, Athletic Yes
Boosters, Music and/or Designated Coach,
Boosters, PTO, Approv 0- Coordinator or Sponsor that School
Youth Wrestling, ed is listed on the schedule and/ | Insurance
After-Prom, Schedul or Facility Request.
Alumni FFA, e
Monster USA
Wrestling, Any
camps/clinics)
School Program/ Designated Coach, Not
Feeder Program -0- If 100% | Coordinator or Sponsor that needed if
Offshoot of #1 or of the is listed on the schedule and/ 100% of
#2 organized Yes participants | or Facility Request. Must be the
temporary are L-M during custodial hours or a participant
groups beyond students school employee needs to be s are L-M
scheduled season present. students
Established Designated Coach,
Community minimum of | Coordinator or Sponsor that
organizations ie... $10/event. | is listed on the schedule and/
4-H, Boy Scouts, Yes Custodial | or Facility Request. Must be Yes
Girl Scouts, fee if during custodial hours or a
Lions, Church needed. school employee needs to be
groups present.
Non-profit $10/hour or | Designated Coach,
groups that .
! event as Coordinator or Sponsor that
contribute to the . o
determined | is listed on the schedule and/
betterment of -
Yes by or Facility Request. Must be Yes
the L-M Superi . .
. perinten | during custodial hours or a
community, but dent
o ent/ school employee needs to be
present.
#4
Designated Coach,
h Coordinator or Sponsor that
. $10/hour | i< jisted on the schedule and/
Outside non- Custodial .
> Yes ; or Facility Request. Must be Yes
profit groups fee if . !
needed. during custodial hours or a
school employee needs to be
present.
Designated Coach,
Coordinator or Sponsor that
$10/hour | is listed on the schedule and/
For Profit groups Yes Custodial | or Facility Request. Must be Yes
charge during custodial hours or a

school employee needs to be
present.

The L-M Board of Directors and/or Superintendent may vary from this

rubric as deemed appropriate.




Louisa-Muscatine CSD

Date Submitted:

FACILITY RESERVATION REQUEST

Organization:

Contact Person:

Billing Address:

Phone:

Reserve: Day(s) of week

Date(s):

Time(s):

AM

Description of activity & set-up:

PM

UHigh School: Gym Cafeteria

UElementary: Gym Cafeteria

Kitchen  Library Other:

Kitchen  Library Other:

QFields: FB Field  Track Other:
Approved by: Date:
. " Certificate of
ustodia Liability
Rental Fee: and/or Insurance
$10/Hour or Kitchen required
$10/Event Charge: Yes No
$ /Hour
Staff Person
Yes No $50 Deposit in Charge
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TOBACCO/NICOTINE-FREE ENVIRONMENT

School district facilities and grounds, including school vehicles, are off limits for tobacco or
nicotine use, including the use of look-a-likes where the original would include tobacco or
nicotine. This requirement extends to students, employees and visitors. This policy applies at all
times, including school-sponsored and nonschool-sponsored events. Persons failing to abide by
this request are required to extinguish their smoking material, dispose of the tobacco, nicotine or
other product or leave the school district premises immediately. It is the responsibility of the
administration to enforce this policy.

Legal Reference: Goals 2000: Educate America Act, Pub. L. No. 103-227, 108 Stat. 125 (1994).
House File 2212, Iowa General Assembly (2008)
Iowa Code §§ 142B; 279.8, .9; 297 (2009).

Cross Reference: 903.4 Public Conduct on School Premises
905.1 Community Use of School District Buildings & Sites & Equipment
Approved 06/20/11 Reviewed 05/16/11 Revised 05/16/11

Approved Reviewed 02/26/15 Revised 02/26/15



