SNOW DAYS

If the district you are scheduled to be in that day or part of a day cancels school, then the staff is not
expected to report to work. If the district you are scheduled to be in that day or part of a day is having
school, you are expected to be there. Staff is not excused when weather conditions make it difficult to
reach a building that is in session. Staff members must call the Director if they cannot travel to school
when it is open.



PERSONNEL SELECTION - EMPLOYMENT

Professional staff to fill vacancies which exist within the Cooperative will be employed after completing
the usual interview and application process. This shall include completing the application form and
submitting the required transcripts and credentials to the Coop. The Coop administration will conduct a
formal interview with selected applicants. The interview will be held jointly with local district
administration whenever such administrators can attend. This would include the appropriate building
principal whenever the vacancy is for one attendance center, or the superintendent(s) when the vacancy is
for more than one building or district.

In the event local administration is unavailable, an opportunity for a second interview with local
administration shall be afforded. After the Coop and local administration have agreed upon an applicant,
an offer of employment is made and a contract is issued by the Interlocal.

Paraeducator vacancies will be handled in a similar manner, and the supervising teacher will be asked to
attend the interview to assist in the selection.



SUPERVISION OF PROFESSIONAL STAFF

Overall supervision of the Cooperative’s staff shall rest with the Director of Special Education. In practice, the
principal of the building where the teacher works shall provide the general supervision in areas such as punctuality,
proper dress, student supervision and discipline, and other areas of supervision common to all teachers. Coop
administration shall generally supervise technical aspects to special education such as IEPs, testing procedures,
student scheduling, material selection and curriculum. But, since Coop administration is not available on a daily
basis, the daily supervision rests with the principal.



GAAC Sexual Harassment (See GAF)

The board is committed to providing a positive and productive
working and learning environment, free from discrimination on the basis
of sex, including sexual harassment. Sexual harassment will not be
tolerated. Sexual harassment of employees or students of the cooperative
by board members, administrators, certificated and support personnel,
students, vendors, and any others having business or other contact with
the cooperative is strictly prohibited.

Sexual harassment is unlawful discrimination on the basis of sex
under Title IX of the Education Amendments of 1972, Title VII of the
Civil Rights Act of 1964, and the Kansas Acts Against Discrimination.
All forms of sexual harassment are prohibited at school/cooperative, on
school/cooperative property, and at all school/cooperative-sponsored
activities, programs or events. Sexual harassment against individuals
associated with the cooperative is prohibited, whether or not the
harassment occurs on school/cooperativel grounds.

It shall be a violation of this policy for any student, employee or
third party (visitor, vendor, etc.) to sexually harass any student,
employee, or other individual associated with the cooperative. It shall
further be a violation for any employee to discourage a student or another
employee from filing a complaint, or to fail to investigate or refer for
investigation, any complaint lodged under the provisions of this policy.
Violation of this policy by any employee shall result in disciplinary
action, up to and including termination.

Sexual harassment shall include, but not be Ilimited to,
unwelcome sexual advances, requests for sexual favors, and other verbal
or physical conduct of a sexual nature when: (1) submission to such
conduct is made either
explicitly or implicitly a term or condition of an individual’s employment;
(2) submission to or rejection of such conduct by an individual is used as
the basis for employment decisions affecting such individual; or (3) such
conduct has the purpose or effect of unreasonably interfering with an
individual’s work performance or creating an intimidating, hostile or

offensive working environment.



Sexual harassment may result from verbal or physical conduct or
written or graphic material. Sexual harassment may include, but is not
limited to: verbal harassment or abuse; pressure for sexual activity;
repeated remarks to a person, with sexual or demeaning implication;
unwelcome touching; or suggesting or demanding sexual involvement
accompanied by implied or explicit threats concerning an employee’s job
status.

The cooperative encourages all victims of sexual harassment and
persons with knowledge of such harassment to report the harassment
immediately. Complaints of sexual harassment will be promptly
investigated and resolved.

Employees who believe they have been subjected to sexual
harassment should discuss the problem with their immediate supervisor.
If an employee’s immediate supervisor is the alleged harasser, the
employee should discuss the problem with the cooperative administration.
Employees who do not believe the matter is appropriately resolved
through this meeting may file a formal complaint under the cooperative’s
discrimination complaint procedure. (See KN)

Complaints received will be investigated to determine whether,
under the totality of the circumstances, the alleged behavior constitutes
sexual har-
assment under the definition outlined above. Unacceptable conduct may
or may not constitute sexual harassment, depending on the nature of the
conduct and its severity, persuasiveness and persistence. Behaviors which
are unacceptable but do not constitute harassment may also result in
employee discipline.

Any employee who witnesses an act of sexual harassment or
receives a complaint of harassment from another employee or a student
shall report the complaint to the Director. Employees who fail to report
complaints or incidents of sexual harassment to appropriate school
officials may face disciplinary action. School administrators who fail to
investigate and take appropriate corrective action in response to

complaints of sexual harassment may also face disciplinary action.



Initiation of a complaint of sexual harassment in good faith will
not adversely affect the job security or status of an employee, nor will it
affect his or her compensation. Any act of retaliation against any person
who has filed a complaint or testified, assisted, or participated in an
investigation of a sexual harassment complaint is prohibited. Any person
who retaliates is subject to immediate disciplinary action, up to and
including termination of employment.

To the extent possible, confidentiality will be maintained
throughout the investigation of a complaint. The desire for
confidentiality must be balanced with the cooperative’s obligation to
conduct a thorough investigation, to take appropriate corrective action or
to provide due process to the accused.

False or malicious complaints of sexual harassment may result in
corrective or disciplinary action against the complainant.

A summary of this policy and related materials is available online
and at Three Lakes Educational Cooperative. The policy shall also be
published in student, parent and employee handbooks as directed by the
board. Notification of the policy shall be included in the school
newsletter or published in the local newspaper annually. (Revised and

Adopted 7/2003)



GAACA Racial Harassment: Employees (See GAF)

The board is committed to providing a positive and productive

working and learning environment, free from discrimination, including
harassment, on the basis of race, color or national origin. Racial
harassment will not be tolerated in the cooperative. Racial harassment of
employees or students of the cooperative by board members,
administrators, certified and support personnel, students, vendors, and any
others having business or other contact with the school district is strictly
prohibited.

Racial harassment is unlawful discrimination on the basis of
race, color or national origin under Titles VI and VII Civil Rights Act of
1964, and the Kansas Acts Against Discrimination. AIll forms of racial
harassment are prohibited at school/cooperative, on school/cooperative
property, and at all school/cooperative-sponsored activities, programs or
events. Racial harassment against individuals associated with the
school/cooperativel is prohibited, whether or not the harassment occurs on
school grounds.

It shall be a violation of this policy for any student, employee
or third party (visitor, vendor, etc.) to racially harass any student,
employee, or other individual associated with the cooperative. It shall
further be a violation for any employee to discourage a student or another
employee from filing a complaint, or to fail to investigate or refer for
investigation, any complaint lodged under the provisions of this policy.
Violations of this policy by any employee shall result in disciplinary
action, up to and including termination.

Racial Harassment is racially motivated conduct which:

1. Affords an employee different treatment, solely on the basis
of race, color or national origin, in a manner which
interferes with or limits the ability of the employee to
participate in or benefit from the services, activities or

programs of the cooperative;



2. lIs sufficiently severe, pervasive or persistent so as to have
the purpose or effect of creating a hostile working

environment;

3. Is sufficiently severe, pervasive or persistent so as to have
the purpose or effect of interfering with an individual’s

work performance or employment opportunities.

Racial harassment may result from verbal or physical conduct
or written or graphic material.

The district encourages all victims of racial harassment and
persons with knowledge of such harassment to report the harassment
immediately. Complaints of racial harassment will be promptly
investigated and resolved.

Employees who believe they have been subjected to racial
harassment should discuss the problem with their immediate supervisor.
If an employee’s immediate supervisor is the alleged harasser, the
employee should discuss the problem with a Three Lakes Cooperative
Administrator. Employees who do not believe the matter is appropriately
resolved through this meeting may file a formal complaint under the
district’s discrimination complaint procedure. (See KN)

Complaints received will be investigated to determine whether,
under the totality of the circumstances, the alleged behavior constitutes
racial harassment under the definition outlined above. Unacceptable
conduct may or may not constitute racial harassment, depending on the
nature of the conduct and its severity, pervasiveness and persistence.
Behaviors which are unacceptable but do not constitute harassment may
also result in employee discipline.

Any employee who witnesses an act of racial harassment or
receives a complaint of harassment or receives a complaint of harassment
from another employee or a student shall report the complaint to the
Director.. Employees who fail to report complaints or incidents of racial
harassment to appropriate administration may face disciplinary action.

School administrators who fail to investigate and take appropriate



corrective action in response to complaints of racial harassment may also
face disciplinary action.

Initiation of a complaint of racial harassment in good faith will
not adversely affect the job security or status of an employee, nor will it
affect his or her compensation. Any act of retaliation against any person
who has filed a complaint or testified, assisted, or participated in an
investigation of a racial harassment complaint is prohibited. Any person
who retaliates is subject to immediate disciplinary action, up to
termination of employment.

To the extent possible, confidentiality will be maintained
throughout the investigation of a complaint. The desire for
confidentiality must be balanced with the district’s obligation to conduct
a thorough investigation, to take appropriate corrective action or to
provide due process to the accused.

False or malicious complaints of racial harassment may result
in corrective or disciplinary action against the complainant.

A summary of this policy and related materials shall be posted
online and at the Three Lakes Educational Cooperative. The policy shall
also be published in student, parent and employee handbooks as directed
by the board. Notification of the policy shall be included in the school

newsletter or published in the local newspaper annually.

(Revised and adopted 7/2003)



COMPLAINTS

Complaints Procedure

The board encourages all complaints regarding the cooperative to be resolved at the lowest possible
administrative level.

Whenever a complaint is made directly to the board as a whole or to a board member as an individual, it
will be referred to the administration for study and possible solution.

Discrimination against any individual on the basis of race, color, national origin, sex, disability, age, or
religion in the admission or access to, or treatment or employment in the cooperative’s programs and
activities is prohibited. Three Lakes Educational Cooperative, 1318 Topeka Avenue, Lyndon, KS 66451,
(785) 828-3113 has been designated to coordinate compliance with nondiscrimination requirements
contained in Title VI of the Civil Rights Act of 1964, Title IX of the Education Amendments of 1972,
Section 504 of the Rehabilitation Act of 1973, and The Americans with Disabilities Act of 1990.
Information concerning the provisions of these Acts, and the rights provided thereunder, are available from
the compliance coordinator.

Complaint Procedure - Discrimination

Complaints by an employee should be addressed to the employee’s supervisor, the building principal,
compliance coordinator, or director of special education. Complaints by a student should be addressed to
the building principal, compliance coordinator, or director of special education. Complaints by any other
person alleging discrimination should be addressed to the building administrator, compliance coordinator
or director

of special education. Complaints about discrimination will be resolved through the following complaint
procedure:

1. A complaint should be filed in writing and contain the name and address of the person filing the
complaint. The complaint should briefly describe the alleged violation.

2. A complaint should be filed within 10 days after the complainant becomes aware of the alleged
violation, unless the conduct forming the basis for the complaint is ongoing.

3. If appropriate, an investigation shall follow the filing of the complaint. If the complaint is against

the director of special education, the board shall appoint an investigating officer. In other
instances, the investigation shall be conducted by the director of special education. The
investigation shall be informal but thorough. All interested persons, including the complainant
and the person against whom the complaint is lodged, will be afforded an opportunity to submit
evidence, written or oral, relevant to the complaint to the investigator.

4. A written determination of the complaint’s validity and a description of the resolution shall be
issued by the investigator, and a copy forwarded to the complainant no later than 30 days after the
filing of the complaint.

5. Records relating to complaints filed and their resolution shall be maintained in a confidential
manner by the compliance coordinator.
6. The complainant may appeal the resolution of the complaint to the board of education if the

complaint was against the director of special education. The request to appeal the resolution shall
be made within 10 days after the date of the written resolution of the complaint at the lower level.
The appeal officer shall review the evidence gathered by the investigator and the investigator’s
report, and shall afford the complainant and the person against whom the complaint is filed an
opportunity to submit further evidence, orally or in writing, within 10 days after the appeal is filed.
The appeal officer will issue a written determination of the complaint’s validity and a description
of its resolution within ten days after the appeal is filed.

7. Use of this complaint procedure is not a prerequisite to the pursuit of any other remedies.



Complaints About Instructional Materials

The building principal shall report any unresolved complaint about instructional materials to the
superintendent immediately after receiving the complaint.

Complaints About Facilities and Services
The superintendent shall report any unresolved complaint about facilities and services to the board at the
next regularly scheduled board meeting.

Complaints About Personnel
The superintendent or the building principal involved shall report any unresolved complaint about
personnel to the board at the next regularly scheduled board meeting.




Three Lakes Educational Cooperative Interlocal 620
Complaint of Discrimination Form

The policies of Three Lakes Educational Cooperative Interlocal 620 prohibit discrimination on the basis of race, color,
national origin, disability, religion and sex in all programs and activities of the district. Additionally, discrimination on the
basis of age is prohibited in employment. Harassment of individuals on any of these grounds is strictly prohibited.
Individuals who believe they have been discriminated against on any of these grounds may file a complaint with the
following discrimination coordinator:

Name: Dr. Kathy Mickelson, Director Address: 1318 Topeka Ave., Lyndon, KS 66451 Phone: 785-828-3113

Name of Complainant:

Address:

Telephone Number:

Nature of the I believe that I have been subjected to discrimination on the basis of:
Complaint: O Race [OColor O National Origin [Racial Harassment
O Sex O Sexual Harassment [ Disability OReligion

O Age [ Harassment on the basis of

Please describe the

incident or act

complained of:

Please include

information about:

e Who was the person
engaging in the
conduct?

o What was the nature
of the conduct?

e When did it occur?

e Where did it occur?

o What effect did the
incident have on

you? — :
Attach additional sheets if necessary.
Were there any O Yes OO No
Wltpesses to this If yes, please indicate who the witnesses were:
incident?

What action do you
believe the school
should take with regard
to this incident?

If this matter proceeds to a formal or informal hearing, will you appear and testify as to your knowledge of
the matter? 0O Yes 0[O No

Adopted by Board of Education: July, 2009




(7/17/2006)

Injuries Occurring When an Employvee is “Under the Influence”

The Workers' Compensation Law clearly states that compensation is not
payable if the injury was caused primarily by the intoxication of the
employee or by the influence of any drugs, barbiturates, or other
stimulants not prescribed by a physician. Under the law, the employer may
require the employee to submit to a test for the presence of any or all
drugs or alcohol in his or her system. If the injured worker refuses to
submit to a drug test, it shall be presumed in the absence of clear and
convincing evidence to the contrary that the injury was caused primarily

by the influence of drugs or alcohol.

Recreational and Social Activities

Recreational and social activities are not compensable unless such
recreational or social activities are an expressly required incident of
employment and produce a substantial direct benefit to the employer
beyond improvement in employee health and morale that is common to all

kinds of recreation and social life.

Injuries Suffered While Traveling to and From Work

An injury suffered while going to or coming from work is not an injury
arising out of and in the course of employment whether or not the
employer provided transportation if such means of transportation was
available for the exclusive personal use by the employee, unless the
employee was engaged in a special errand or mission for the employer, or
access to the vehicle was an integral element of the employment. An
employee who 1is injured while deviating from the course of his
employment, including leaving the employer's premises, is generally not
eligible for benefits unless such deviation is expressly approved by the

employer.



Horseplay

An employee who is injured during horseplay occurring in the course of
the workday is not entitled to benefits unless the injured employee is an

innocent victim not participating in the activity. (Adopted 7/2006)



Testing Integrity: Staff handbook language

In the administration of standardized tests, licensed staff (teachers,

administrators and others) shall not:

1. Provide inappropriate test preparation.

2. Modify test administration procedures.

W

Provide inappropriate assistance to students during test
administration.

Change or fill in answers on student answer sheets.
Provide inaccurate data on student information sheets

Discourage or exclude certain students from taking a test.

~N O »n b

Engage in any other practice to artificially raise student scores

without actually improving underlying student achievement.

Failure by staff to follow district/cooperative guidelines and/or state testing directions is
grounds for termination. (Approved 2/2007)



Television

The use of television should be carefully monitored. Viewing is essentially a passive
activity and not usually the best strategy to meet learning needs. The use of television
programs and videos should be minimal. The selection of programs should always be in
support of academics. Videos and feature length movies generally do not fit in this
category. If in doubt, please visit with the principal. Videos to reward appropriate
behaviors of children are discouraged. There are many other ways to reward students for

proper school behavior, the main one being increased academic success.

Approved by board of education: July 21, 2008



Documents That Establish Identity (Policy GACD)

To establish employment eligibility only, a person must present a

document such as a Social Security card, a U.S. birth certificate, or

one of the other documents listed.

For individuals 18 years of age or older:

Driver’s license or ID card issued by a state or outlying
possession of the United States, provided it contains a
photograph or information such as name, date of birth, gender,
height, eye color and address

ID card issued by federal, state or local government agencies or
entities, provided it contains a photograph or information such
as name, date of birth, gender, height, eye color and address
School ID card with a photograph

Voter’s registration card

U.S. military card or draft record

Military dependent’s ID card

U.S. Coast Guard Merchant Mariner Card

Native American tribal document

Driver’s license issued by a Canadian government authority

For persons under age 18 who are unable to present a document
listed above:

Form M-274 (Rev. 11/01/2007)

School record or report card



e Clinic, doctor or hospital record

e Day-care or nursery school record

If a person is unable to present the required document(s) within three
business days of the date employment begins, he or she must present
(within 3 business days) a receipt’. The person then must present the
actual document when the receipt period ends. The person must have
indicated on or before the time employment began, that he or she is
already eligible to be employed in the United States. Receipts
showing that a person has applied for an initial grant of employment
authorization, or for renewal of employment authorization, are not

acceptable.

" Check the link in the policy for more details. In some cases,
persons seeking work can apply for a document and present a receipt
to the employer that shows they have applied for a required
document.

Approved by board of education: July 21, 2008



Chain of Command—Resolving Problems

Employees are to follow the proper “chain of command” by first contacting your
immediate supervisor for resolution of problems. Exceptions may be made if the
supervisor is the source of the complaint, for example, in a situation involving sexual or
racial harassment. See GAAC and JGEC for details. If neither of these policies apply,
employees shall first discuss all concerns with their immediate supervisor before taking

additional action.

In the absence of the Principal, contact should be made with the appropriate District or
Cooperative Administrator for serious situations that cannot wait for the next day for a

solution.

Approved by board of education: July 21, 2008



Automated External Defibrillators

The board has authorized the use of Automated External Defibrillators in school
buildings. Qualified persons are allowed to use the devices when appropriate. A
“qualified person” means an employee who has:
1. completed a course in cardiopulmonary resuscitation or a basic first aid course of
training that included cardiopulmonary resuscitation training;
2. has completed a course of training in the use of automated external defibrillators
and:
3. demonstrated proficiency in the use of an automated external defibrillator.
Employees who wish to be trained in the use of an automated external defibrillator, or

who may have questions about these devices are urged to contact their supervisor.

Approved by board of education: July 21, 2008



Student Privacy Rights

Cooperative employees may have ongoing opportunities to access confidential
information or records that are only available to the public on a limited review basis.
Much of the information processed by Cooperative employees is confidential, and law
governs its release; for example, driver record and vehicle registration information,
confidential student records, criminal history background check information, information
obtained pursuant to Social and Rehabilitation Services (SRS) intervention, social

security number information, and professional misconduct background checks.

Employees are prohibited from divulging information contained in the records and files
of the Cooperative or district, except to other authorized employees who may need such
information in connection with their duties and to authorized persons or agencies only in

accordance with law, district policies, and administrative rules.

If an employee is approached to provide information inappropriately, the employee must
refuse to release the requested information unless authorized by his/her supervisor or
otherwise required to release the information under law or court order. In all cases, the

employee’s immediate supervisor shall be informed immediately of any requests.

Any employee who inappropriately releases information, or uses confidential information
obtained in the course of his/her employment with the Cooperative for personal reasons
or private gain, will be disciplined in accordance with Board policies, collective
bargaining agreements, and district procedures. Disciplinary action may include severe

penalties, up to, and including, discharge.

Approved by board of education: July 21, 2008



ANNUAL NOTICE TO PARENTS AND STUDENTS OF RIGHTS
UNDER THE FAMILY EDUCATIONAL RIGHTS AND PRIVACY ACT

Under the provisions of the Family Educational Rights and Privacy Act (FERPA), parents of students
and eligible students (those who are 18 or older) are afforded various rights with regard to educational
records that are kept and maintained by Three Lakes Educational Cooperative Interlocal 620. In
accordance with FERPA, you are required to be notified of those rights which include:

1. The right to review and inspect all of your educational records, except those which are
specifically exempt. Records will be available for your review within 45 days of the day
the district receives your request for access.

2. The right to prevent disclosure of personally identifiable information contained in your
educational records to other persons, with certain limited exceptions. Disclosure of
information from your educational records to others persons will occur only if:

a. we have your prior written consent for disclosure;

b. the information is considered “directory information” and you have not objected
to the release of such information; or

C. disclosure without your prior consent is permitted by law.

= The district may disclose, without your consent, personally identifiable information to
school officials with a legitimate educational interest. A school official is a person
employed by the school as an administrator, supervisor, instructor, or support staff
member (including health or medical staff and law enforcement unit personnel); the
school board (in executive session); a person or company with whom the school has
contracted to perform a special task (such as an attorney, auditor, medical consultant,
or therapist); or a parent or student serving on an official committee such as a
disciplinary or grievance committee, or assisting another school official in performing his
or her tasks. A school official has a legitimate educational interest if the official needs to
review an education record in order to fulfill his or her professional responsibility or
duties.

= The district will disclose a student’s education records to officials of another school
district in which the student seeks or intends to enroll without your consent and without
further notice that the records have been requested or forwarded.

3. The right to request that your educational records be amended if you believe the records are
misleading, inaccurate, or otherwise in violation of your rights. This right includes the right to
request a hearing at which you may present evidence to show why the record should be
changed if your request for an amendment to your records is denied in the first instance.

4. The right to file a complaint with the Family Policy and Regulations Office at the U.S.
Department of Education if you believe that Three Lakes Educational Cooperative
Interlocal 620 has failed to comply with FERPA'’s requirements. The address of this
office is 400 Maryland Avenue SW, Room 4074, Washington, DC 20202-4605.

5. The right to obtain a copy of Three Lakes Educational Cooperative Interlocal 620

policies for complying with FERPA. A copy may be obtained from: Dr. Kathy
Mickelson, 1318 Topeka Ave., Lyndon, KS 66451.

Adopted by Board of Education: July, 2009



E-mail Policy

Employees shall have no expectation of privacy when using
Cooperative e-mail or other official communication systems. E-mail
messages shall be used to conduct approved and official Cooperative
business. All employees must use appropriate language in all
messages. Employees are expected to conduct themselves in a
professional manner and to use the system according to these

guidelines or other guidelines published by the administration.

Any e-mail or computer application or information in Cooperative
computers or computer systems is subject to monitoring by the
administration. The Cooperative retains the right to duplicate any
information in the system or on any hard drive. Employees who
violate district computer policies are subject to disciplinary action

up to and including termination.

Approved by board of education: July 21, 2008



Social Networking Policy

School Principals will annually remind staff members and orient new staff members concerning the
importance of maintaining proper decorum in the on-line, digital world as well as in person. Employees
must conduct themselves in ways that do not distract from or disrupt the educational process. The
orientation and reminders will give special emphasis to:

e improper fraternization with students using Facebook and similar internet sites or social networks
inappropriateness of posting items with sexual content
inappropriateness of posting items exhibiting or advocating use of drugs and alcohol
examples of inappropriate behavior from other districts, as behavior to avoid
monitoring and penalties for improper use of district computers and technology
avoid the use of the school's name and logo on a teacher's personal website
the possibility of penalties, including dismissal from employment, for failure to exercise good
judgment in on-line conduct.

The administration [may/shall] periodically conduct internet searches to see if teachers have posted
inappropriate materials on-line. When inappropriate use of computers and websites is discovered, the
School Principal and Superintendent will bring it to the attention of the appropriate employees.

The School Board discourages school district staff from socializing with students outside of school in
person or on social networking websites, including but not limited to MySpace and Facebook.

All school district employees, faculty and staff who participate in social networking websites, shall not
post any school district data, documents, photographs or other district owned or created information on
any website. Further, the posting of any private or confidential school district material on such websites
is strictly prohibited.

School district employees are prohibited from engaging in any conduct on social networking websites that
violates the law, school board policies, or other standards of conduct. Employees who violate this policy
may face discipline and/or termination, in line with other school board policies and/or collective
bargaining agreements, if applicable.

Approved by Board of Education: July, 2010



Access to Electronic Media: Acceptable Use Policy

The Board supports reasonable access to various information formats for students, employees and the
community and believes it is essential for users to use this privilege in an appropriate and responsible

manner.

Safety Procedures and Guidelines
The Director shall develop and implement appropriate procedures to provide guidance for access to
electronic media. Guidelines shall address teacher supervision of student computer use, ethical use of
electronic media (including, but not limited to, the Internet, e-mail, and other Cooperative technological
resources), and issues of privacy versus administrative review of electronic files and communications. In
addition, guidelines shall prohibit use of networks for prohibited or illegal activities, the intentional
spreading of embedded messages, or the use of other programs with the potential of damaging or
destroying programs or data.
Students shall be provided instruction about appropriate online behavior, including interacting with other
individuals on social networking sites and in chat rooms and cyberbullying awareness and response.
Internet safety measures shall be implemented that effectively address the following:
e Controlling access by minors to inappropriate matter on the Internet and World Wide Web;
e Safety and security of minors when they are using electronic mail, chat rooms, and other forms
of direct electronic communications;
e Preventing unauthorized access, including “hacking’ and other unlawful activities by minors
online;
e Unauthorized disclosure, use and dissemination of personal information regarding minors; and
e Restricting minor’s access to materials harmful to them.
e Specific expectations for appropriate Internet use shall be reflected in the Cooperative’s code of

acceptable behavior and discipline including appropriate orientation for staff and students.

Permission/Agreement Form

A written parental request shall be required prior to the student being granted independent access to
electronic media involving Cooperative technological resources.

The required permission/agreement form, which shall specify acceptable uses, rules of on-line behavior,
access privileges, and penalties for policy/procedural violations, must be signed by the parent or legal
guardian of minor students (those under 18 years of age) and also by the student. This document shall be

kept on file as a legal, binding document. In order to modify or rescind the agreement, the student's



parent/guardian (or the student who is at least 18 years old) must provide the Director with a written

request.

Employee Use
Employees shall use electronic mail primarily for purposes directly related to work-related activities.

Each employee is responsible for the security of his/her own password.

Community Use

On recommendation of the Director, the Board shall determine when and which computer equipment,
software, and information access systems will be available to the community.

Upon request to the Principal/designee, community members may have access to the Internet and other
electronic information sources and programs available through the Cooperative’s technology system,
provided they attend any required training and abide by the rules of usage established by the

Director/designee.

Disregard of Rules

Individuals who refuse to sign required acceptable use documents or who violate Cooperative rules
governing the use of Cooperative technology shall be subject to loss or restriction of the privilege of
using equipment, software, information access systems, or other computing and telecommunications
technologies. Employees and students shall be subject to disciplinary action, up to and including
termination (employees) and expulsion (students) for violating this policy and acceptable use rules and

regulations established by the school or Cooperative.

Responsibility for Damages

Individuals shall reimburse the Board for repair or replacement of Cooperative property lost, stolen,
damaged, or vandalized while under their care. Students or staff members who deface a Cooperative
web site or otherwise make unauthorized changes to a web site shall be subject to disciplinary action, up

to and including expulsion and termination, as appropriate.

Responding to Concerns
School officials shall apply the same criterion of educational suitability used to review other educational

resources when questions arise concerning access to specific databases or other electronic media.



Administrative Audits

The administration reserves the right to monitor uses of all electronic communications devices, files and
accounts. Staff and students and members of the public granted permission to use Cooperative

equipment shall have no expectation of privacy while using district equipment on or off school premises.

Adopted by the Board of Education: July, 2009









THREE LAKES EDUCATIONAL COOPERATIVE

Request and Justification for Additional Staff

Request:

Page 1 of 3

Justification:

*** You must attach schedules of ALL existing professional and paraeducator staff (including
students with I.E.P.s served) and the proposed schedule for the new staff person (including

students with I.E.P.s to be served).

REcom- NoTt
MENDED RECOM-
MENDED

SPECIAL EDUCATOR
COMMENTS:

DATE

BUILDING PRINCIPAL
COMMENTS:

DATE

DISTRICT SUPERINTENDENT
COMMENTS:

DATE

COOPERATIVE ADMINISTRATOR
COMMENTS:

DATE

Rev. July, 2003



Page 2 of 3

MONDAY

TUESDAY

WEDNESDAY

THURSDAY

FRIDAY

8:00-8:05

8:05-8:10

8:10-8:15

8:15-8:20

8:20-8:25

8:25-8:30

8:30-8:35

8:35-8:40

8:40-8:45

8:45-8:50

8:50-8:55

8:55-9:00

9:00-9:05

9:05-9:10

9:10-9:15

9:15-9:20

9:20-9:25

9:25-9:30

9:30-9:35

9:35-9:40

9:40-9:45

9:45-9:50

9:50-9:55

9:55-10:00

10:00-10:05

10:05-10:10

10:10-10:15

10:15-10:20

10:20-10:25

10:25-10:30

10:30-10:35

10:35-10:40

10:40-10:45

10:45-10:50

10:50-10:55

10:55-11:00

11:00-11:05

11:05-11:10

11:10-11:15

11:15-11:20

11:20-11:25

11:25-11:30

11:30-11:35

11:35-11:40

11:40-11:45

11:45-11:50

11:50-11:55

11:55-12:00

12:00-12:05
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12:05-12:10

12:10-12:15

12:15-12:20

12:20-12:25

12:25-12:30

12:30-12:35

12:35-12:40

12:40-12:45

12:45-12:50

12:50-12:55

12:55-1:00

1:00-1:05

1:05-1:10

1:10-1:15

1:15-1:20

1:20-1:25

1:25-1:30

1:30-1:35

1:35-1:40

1:40-1:45

1:45-1:50

1:50-1:55

1:55-2:00

2:00-2:05

2:05-2:10

2:10-2:15

2:15-2:20

2:20-2:25

2:25-2:30

2:30-2:35

2:35-2:40

2:40-2:45

2:45-2:50

2:50-2:55

2:55-3:00

3:00-3:05

3:05-3:10

3:10-3:15

3:15-3:19

Rev. July, 2003






