Code No. 400

ROLE OF AND GUIDING PRINCIPLES FOR EMPLOYEES

This series of the board policy manual is devoted to the board's goals and objectives for employees in the
performance of their jobs. Employees provide a variety of important services for the children of the school
district community. They may be teaching or assisting in the classroom, working in the office, maintaining
the facilities, driving or repairing the school buses, or cooking lunches. Each employee plays a vital role in
providing an equal opportunity for a quality education for students. While the teachers have the most direct
impact on the formal instruction of students, all employees have an impact on the school environment by their
dedication to their work and their actions. As role models for the students, employees will promote a
cooperative, enthusiastic, and supportive learning environment for the students.

In striving to achieve a quality education program, the board's goal is to obtain and retain qualified and
effective employees. The board will have complete discretion to determine the number, the qualifications,
and the duties of the positions and the school district's standards of acceptable performance. It is the
responsibility of the superintendent to make recommendations to the board in these areas prior to board
action. The board recognizes its duty to bargain collectively with duly certified collective bargaining units.

Board policies in this series relating to general employees will apply to employees regardless of their position
as a licensed employee, classified employee, substitute or administrator. Board policies relating to licensed
employees will apply to positions that require a teaching license or administrator's certificate or other
professional license, certificate or endorsement, unless administrative positions are specifically excluded from
the policy or a more specific policy is in the 300 series, Administration. Classified employees' policies
included in this series will apply to positions that do not fall within the definition of licensed employee.
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EQUAL EMPLOYMENT OPPORTUNITY

The Clarksville Community School District will provide equal opportunity to employees and applicants for
employment in accordance with applicable equal employment opportunity and affirmative action laws,
directives and regulations of federal, state and local governing bodies. Opportunity to all employees and
applicants for employment includes hiring, placement, promotion, transfer or demotion, recruitment,
advertising or solicitation for employment, treatment during employment, rates of pay or other forms of
compensation, and layoff or termination. The school district will take affirmative action in major job
categories where women, men, minorities and persons with disabilities are underrepresented. Employees will
support and comply with the district's established equal employment opportunity and affirmative action
policies. Employees will be given notice of this policy annually.

The board will appoint an affirmative action coordinator. The affirmative action coordinator will have the
responsibility for drafting the affirmative action plan. The affirmative action plan will be reviewed by the
board at least every two years.

Individuals who file an application with the school district will be given consideration for employment if they
meet or exceed the qualifications set by the board, administration, and lowa Department of Education for the
position for which they apply. In employing individuals, the board will consider the qualifications,
credentials, and records of the applicants without regard to race, color, creed, sex, marital status, national
origin, religion, age, sexual orientation, gender identity or disability. In keeping with the law, the board will
consider the veteran status of applicants.

Prior to a final offer of employment for any teaching position the school district will perform background
checks required by law. The district may determine on a case-by-case basis that, based on the duties, other
positions within the district will also require background checks. Based upon the results of the background
checks, the school district will determine whether an offer will be extended. If the candidate is a teacher who
has an initial license from the BOEE, then the requirement for a background check is waived.

Advertisements and notices for vacancies within the district will contain the following statement: "The
Clarksville Community School District is an EEO/AA employer." The statement will also appear on
application forms.

Inquiries by employees or applicants for employment regarding compliance with equal employment
opportunity and affirmative action laws and policies, including but not limited to complaints of
discrimination, will be directed to the Affirmative Action Coordinator by writing to the Affirmative Action
Coordinator, Clarksville Community School District, 318 N. Mather, Clarksville, lowa 50619; or by
telephoning 319-278-4008 .
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EQUAL EMPLOYMENT OPPORTUNITY

Inquiries by employees or applicants for employment regarding compliance with equal employment
opportunity and affirmative action laws and policies, including but not limited to complaints of
discrimination, may also be directed in writing to the Director of the Region VII office of Civil Rights, U.S.
Department of Education, 310 W. Wisconsin Ave., Ste. 800, Milwaukee, Wisconsin, 53203-2292, (414) 291-
1111 or the lowa Civil Rights Commission, 400 E. 14" Street, Des Moines, lowa, 50319-1004, (515) 281-
4121 or 1-800-457-4416, http://www.state.ia.us/government/crc/index.html. This inquiry or complaint to the
federal office may be done instead of, or in addition to, an inquiry or complaint at the local level.

Further information and copies of the procedures for filing a complaint are available in the school district's
central administrative office and the administrative office in each attendance center.

Legal Reference: 29 U.S.C. §8 621-634 (2004).
42 U.S.C. 88 2000e et seq. (2004).
42 U.S.C. 88 12101 et seq. (2004).
lowa Code 8§ 19B; 20; 35C; 73; 216; 279.8; 692.2; 692.2A,; 692.2C(5);
235A.15; 235A.6e(9) (2007).
281 1LA.C. 12.4; 95.
28 LA.C. 14.1.

Cross Reference: 102 Equal Educational Opportunity
104  Bullying/Harassment
405.2 Licensed Employee Qualifications, Recruitment, Selection
411.2 Classified Employee Qualifications, Recruitment, Selection
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EMPLOYEE CONFLICT OF INTEREST

Employees' use of their position with the school district for financial gain is considered a conflict of interest
with their position as employees and may subject employees to disciplinary action.

Employees have access to information and a captive audience that could award the employee personal or
financial gain. No employee may solicit other employees or students for personal or financial gain to the
employee without the approval of the superintendent. If the approval of the superintendent is given, the
employee must conduct the solicitations within the conditions set by the superintendent. Further, the
superintendent may, upon five days notice, require the employee to cease such solicitations as a condition of
continued employment.

Employees will not act as an agent or dealer for the sale of textbooks or other school supplies. Employees
will not participate for personal financial remuneration in outside activities wherein their position on the
staff is used to sell goods or services to students or to parents. Employees will not engage in outside work
or activities where the source of information concerning the customer, client or employer originates from
information obtained because of the employee's position in the school district.

It will also be a conflict of interest for an employee to engage in any outside employment or activity which
is in conflict with the employee's official duties and responsibilities. In determining whether outside
employment or activity of an employee creates a conflict of interest, situations in which an unacceptable
conflict of interest is deemed to exist will include, but not be limited to, any of the following:

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

(2)  The outside employment or activity involves the receipt of, promise of, or acceptance of more
or other consideration by the employee or a member of the employee's immediate family from
anyone other than the school district for the performance of any act that the employee would be
required or expected to perform as part of the employee's regular duties or during the hours
during which the employee performs service or work for the school district.

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

Approved 5/13/91 Reviewed 12/16/19 Revised 04/7/03
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EMPLOYEE CONFLICT OF INTEREST

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

Cease the outside employment or activity; or

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

It is the responsibility of each employee to be aware of and take the necessary action to eliminate a potential
conflict of interest should it arise.

Legal Reference: lowa Code 8§88 20.7; 68B; 279.8; 301.28 (2007).

Cross Reference: 203 Board of Directors' Conflict of Interest
402.4 Gifts to Employees
402.6 Employee Outside Employment
404  Employee Conduct and Appearance
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NEPOTISM
More than one family member may be an employee of the school district. It is within the discretion of the
superintendent to allow one family member employed by the school district to supervise another family
member employed by the school district subject to the approval of the board.

The employment of more than one individual in a family is on the basis of their qualifications, credentials
and records.

Legal Reference: lowa Code 88 20; 71; 277.27; 279.8 (2007).

Cross Reference: 405.2 Licensed Employee Qualifications, Recruitment Selection
411.2 Classified Employee Qualifications, Recruitment Selection

Approved 04/7/03 Reviewed _12/16/19 Revised
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EMPLOYEE COMPLAINTS
Complaints of employees against fellow employees should be discussed directly between employees. |If
necessary, complaints will be brought directly to the immediate supervisor, principal or superintendent and
will be made in a constructive and professional manner. Complaints will never be made in the presence of
other employees, students or outside persons.

A formal grievance procedure is contained in the master contract between the employee's licensed
bargaining unit and the board. This policy will not apply to a complaint that has been or could be filed at
the employee's discretion under that formal grievance procedure.

Legal Reference: lowa Code 8§88 20.7, .9; 279.8 (2007).
Cross Reference: 307 Communication Channels

Approved 4/09/92 Reviewed 12/16/19 Revised 04/7/03



Code No. 401.5
EMPLOYEE RECORDS

The school district will maintain personnel records on employees. The records are important for the daily
administration of the educational program, for implementing board policy, for budget and financial
planning, and for meeting state and federal requirements.

The records will include, but not be limited to, records necessary for the daily administration of the school
district, salary records, evaluations, application for employment, references, and other items needed to carry
out board policy. Employee personnel files are school district records and are considered confidential
records and therefore are not generally open to public inspection or accessibility. Only in certain limited
instances, when the employee has given a signed consent, will employee personnel records be accessible to
individuals other than the employee or authorized school officials.

Employees may have access to their personnel files, with the exception of letters of reference, and copy
items from their personnel files at a time mutually agreed upon between the superintendent and the
employee. The school district may charge a reasonable fee for each copy made. However, employees will
not be allowed access to the employment references written on behalf of the employee. Board members will
generally only have access to an employee's file when it is necessary because of an employee related matter
before the board.

It is the responsibility of the superintendent to keep employees' personnel files current. The board secretary
is the custodian of employee records.

It is the responsibility of the superintendent to develop administrative regulations for the implementation of
this policy.

Legal Reference: lowa Code chs. 20; 21; 22; 91B (2007).
Cross Reference: 402.1 Release of Credit Information
403 Employees' Health and Well-Being
708  Care, Maintenance and Disposal of School District Records

Approved _5/13/91 Reviewed 12/16/19 Revised 08/19/13
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EMPLOYEE RECORDS REGULATION

Employee Personnel Records Content

1.  Employee personnel records may contain the following information:

Personal information including, but not limited to, name, address, telephone number,
emergency numbers, birth date and spouse.

Individual employment contract.

Evaluations.

Application, resume and references.

Salary information.

Copy of the employee's license or certificate, if needed for the position.

Educational transcripts.

Assignment.

Records of disciplinary matters.

2. Employee health and medical records are kept in a file separate from the employee's personnel
records. Health and medical records may contain, but are not limited to:

Medical professional signed physical form.

Sick or long-term disability leave days.

Worker's compensation claims.

Reasonable accommodation made by the school district to accommodate the employee's
disability.

Employee's medical history.

Employee emergency names and numbers.

Family and medical leave request forms.

3. The following are considered public personnel records available for inspection:

The name and compensation of the individual, including any written agreement establishing
compensation or any other terms of employment, except for that information that is otherwise
protected. “Compensation” includes the value of benefits conferred including, but not limited
to: casualty, disability, life or health insurance, other health or wellness benefits, vacation,
holiday and sick leave, severance payments, retirement benefits and deferred compensation;
The dates the individual was employed by the government body;

The positions the individual holds or has held with the government body;

The educational institutions attended by the individual, including any diplomas and degrees
earned, and the names of the individual’s previous employers, positions previously held and
dates of previous employment;

The fact that the individual was discharged as the result of a final disciplinary action upon the
exhaustion of all applicable contractual, legal and statutory remedies; and,
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EMPLOYEE RECORDS REGULATION

Personal information in confidential personnel records of government bodies relating to
student employees shall only be released pursuant to the Family Educational Privacy Rights
Act (FERPA.)

Applicant File Records Content

Records on applicants for positions with the school district are maintained in the central
administration office. The records will include, but not be limited to:

Application for employment.

Resume.

References.

Evidence of appropriate license or certificate, if necessary for the position for which the
individual applied.

Affirmative action form, if submitted.

Record Access

Only authorized school officials will have access to an employee's records without the written
consent of the employee. Authorized school officials may include, but not be limited to, the
superintendent, building principal, or board secretary. In the case of a medical emergency, the
school nurse or other first aid or safety personnel may have access to the employee's health or
medical file without the consent of the employee. Board members will generally only have access
to an employee’s personnel file without the consent of the employee when necessary for the
conducting of board business.

Employee Record Retention

All employee records, except payroll and salary records, are maintained for a minimum of one year
after termination of employment with the district. Applicant records are maintained for a minimum
of one year after the position was filled. Payroll and salary records are maintained for a minimum
of three years after payment.
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LIMITATIONS TO EMPLOYMENT REFERENCES

The district believes in taking appropriate measures to promote the health and welfare of all students. Any
school employee, contractor, or agent shall not assist another school employee, contractor, or agent in
obtaining a new job, apart from the routine transmission of administrative personnel files, if the individual or
agency knows, or has probable cause to believe, that such school employee, contractor, or agent engaged in
sexual misconduct regarding a minor or student in violation of the law.
This limitation does not apply if the matter has been properly reported to law enforcement and any other
regulatory authorities required by law, and either:

o the matter has been officially closed by the law enforcement agency;

e the individual is acquitted or otherwise exonerated of the alleged misconduct; or

o more than four years has passed since the case was opened, and no charges or indictment have been
filed.

Legal References: 20 U.S.C. 87926
281 ILA.C. 12.3(14)

Cross References:  401.5 Employee Records
402.2 Child Abuse Reporting
402.3 Abuse of Students by School District Employees
405.2 Licensed Employee Qualifications, Recruitment, Selection
411.2 Classified Employee Qualifications, Recruitment, Selection

Approved 12/16/19 Reviewed Revised
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EMPLOYEE TRAVEL COMPENSATION

Employees traveling on behalf of the school district and performing approved school district business will
be reimbursed for their actual and necessary expenses. Actual and necessary travel expenses will include,
but not be limited to, transportation and/or mileage costs, lodging expenses, meal expenses and registration
Costs.

Travel Outside the School District

Travel outside of the school district must be pre-approved. Pre-approval will include an evaluation of the
necessity of the travel, the reason for the travel and an estimate of the cost of the travel to qualify as
approved school district business. Travel outside the school district by employees, other than the
superintendent, is approved by the superintendent.

Reimbursement for actual and necessary expenses will be allowed for travel outside the school district if the
employee received pre-approval for the travel. Prior to reimbursement of actual and necessary expenses, the
employee must provide the school district with a detailed receipt, other than a credit card receipt, indicating
the date, purpose and nature of the expense for each claim item. In exceptional circumstances, the
superintendent may allow a claim without proper receipt. Written documentation explaining the exceptional
circumstances is maintained as part of the school district's record of the claim.

Failure to have a detailed receipt will make the expense a personal expense. Personal expenses, including
mileage, in excess of that required for the trip are reimbursed by the employee to the school district no later
than 10 working days following the date of the expense.

Reimbursement for actual and necessary expenses for travel outside the school district will be limited to the
pre-approved expenses. Pre-approved expenses for registration are limited to the actual cost of the
registration.

Pre-approved expenses for transportation within three-hundred miles of the school district administrative
office will be by automobile. If a school district vehicle is not available, the employee will be reimbursed
40 cents per mile.

Travel Within the School District

Employees required to travel in their personal vehicle between school district buildings to carry out the
duties of their position may be reimbursed at 40 cents per mile. It is the responsibility of the superintendent
to approve travel within the school district by employees. It is the responsibility of the board to review the
travel within the school district by the superintendent through the board's audit and approval process.

Employees who are allowed an in-school district travel allowance will have the amount of the allowance

actually received during each calendar year included on the employee's W-2 form as taxable income
according to the Internal Revenue Code.

Approved 5/13/91 Reviewed 12/16/19 Revised 5/20/13



Code No. 401.7
Page 2 of 2

EMPLOYEE TRAVEL COMPENSATION

The superintendent is responsible for developing administrative regulations regarding actual and necessary
expenses, in-school district travel allowances and assignment of school district vehicles. The administrative
regulations will include the appropriate forms to be filed for reimbursement to the employee from the school
district and the procedures for obtaining approval for travel outside of and within the school district.

Legal Reference: lowa Constitution, Art. 111, § 31.
lowa Code 8§ 70A.9-.11 (2007).
1980 Op. Att'y Gen. 512.

Cross Reference: 216.3 Board of Directors' Member Compensation and Expenses
401.6 Transporting of Students by Employees
401.10 Credit Cards
904.1 Transporting Students in Private Vehicles
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RECOGNITION FOR SERVICE OF EMPLOYEES

The board recognizes and appreciates the service of its employees. Employees who retire or resign may be
honored by the board, administration and staff in an appropriate manner.

If the form of honor thought appropriate by the administration and employees involves unusual expense to
the school district, the superintendent will seek prior approval from the board.

Legal Reference: lowa Const. Art. 111, § 31.
lowa Code § 279.8 (2007).
1980 Op. Att'y Gen. 102.

Cross Reference: 407 Licensed Employee Termination of Employment
413  Classified Employee Termination of Employment



Approved 4/14/97 Reviewed 12/16/19 Revised 4/6/04
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EMPLOYEE POLITICAL ACTIVITY

Employees will not engage in political activity upon property under the jurisdiction of the board. Activities
including, but not limited to, posting of political circulars or petitions, the distribution of political circulars
or petitions, the collection of or solicitation for campaign funds, solicitation for campaign workers, and the
use of students for writing or addressing political materials, or the distribution of such materials to or by
students are specifically prohibited.

Violation of this policy may be grounds for disciplinary action.

Legal Reference: lowa Code 8§ 55; 279.8 (2007).

Cross Reference: 409.5 Licensed Employee Political Leave
414.5 Classified Employee Political Leave

Approved 4/7/03 Reviewed 12/16/19 Revised
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CREDIT CARDS

Employees may use school district credit cards for the actual and necessary expenses incurred in the
performance of work-related duties. Actual and necessary expenses incurred in the performance of work-
related duties include, but are not limited to, fuel for school district transportation vehicles used for
transporting students to and from school and for school-sponsored events, payment of claims related to
professional development of the board and employees, and other expenses required by employees and the
board in the performance of their duties.

Employees and officers using a school district credit card must submit a detailed receipt in addition to a
credit card receipt indicating the date, purpose and nature of the expense for each claim item. Failure to
provide a proper receipt will make the employee responsible for expenses incurred. Those expenses are
reimbursed to the school district no later than ten working days following use of the school district's credit
card. In exceptional circumstances, the superintendent or board may allow a claim without proper receipt.
Written documentation explaining the exceptional circumstances is maintained as part of the school district's
record of the claim.

The school district may maintain a school district credit card for actual and necessary expenses incurred by
employees and officers in the performance of their duties. The superintendent may maintain a school
district credit card for actual and necessary expenses incurred in the performance of the superintendent's
duties. The transportation director may maintain a school district credit card for fueling school district
transportation vehicles in accordance with board policy.

It is the responsibility of the superintendent to determine whether the school district credit card use is for
appropriate school business. It is the responsibility of the board to determine through the audit and approval
process of the board whether the school district credit card use by the superintendent and the board is for
appropriate school business.

The superintendent is responsible for developing administrative regulations regarding actual and necessary
expenses and use of a school district credit card. The administrative regulations will include the appropriate
forms to be filed for obtaining a credit card.

Legal Reference: lowa Constitution, Art. 111, § 31.
lowa Code 88§ 279.8, .29, .30 (2007).
281 I.LA.C. 12.3(2).

Cross Reference: 216.3 Board of Directors' Member Compensation and Expenses
401.7 Employee Travel Compensation

Approved 4/7/03 Reviewed 12/16/19 Revised
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EMPLOYEE ORIENTATION

Employees must know their role and duties. New employees may be required to participate in an
orientation program for new employees. The employee's immediate supervisor should provide the new
employee with a review of the employee's responsibilities and duties. Payroll procedures and employee
benefit programs and accompanying forms will be explained to the employee by the Business Manager.
Regular employees ineligible for the school district's group health plan will be given information regarding
where they can obtain health care or health care insurance.

Legal Reference: lowa Code 8§ 20; 279.8 (2007).
191 1LA.C. 74.
Cross Reference: 404  Employee Conduct and Appearance

406 Licensed Employee Compensation and Benefits
412  Classified Employee Compensation and Benefits

Approved 4/7/03 Reviewed _12/16/19 Revised
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EMPLOYEE USE OF CELL PHONES

The use of cell phones and other communication devices may be appropriate to provide for the effective and
efficient operation of the School district and to help ensure safety and security of people and property while
on School district property or engaged in school-sponsored activities.

The Board authorizes the purchase and employee use of cell phones as deemed appropriate by the
superintendent. School district-owned cell phones shall be used for authorized school district business
purposes, consistent with the school district’s mission and goals. Personal use of cell phones is prohibited
except in emergency situations. Any expenses incurred for such personal use shall be reimbursed to the school
district.

Use of cell phones in violation of board policies, administrative regulations, and/or state/federal laws will
result in discipline, up to and including dismissal, and referral to law enforcement officials, as appropriate.

The superintendent is directed to develop administrative regulations for the implementation of this policy,
including a uniform and controlled system for identifying employee cell phone needs, monitoring use and
reimbursement. Provisions may also be included for staff use of privately owned cell phone for authorized
school district business.

Employees may possess and use cell phones during the school day as outlined in this policy. Employees
should not use cell phones for personal business while on-duty, including staff development times, parent-
teacher conferences, etc., except in the case of an emergency or during prep time or break/lunch times.
Employees, except for bus drivers, see below, are prohibited from using cell phones while driving except in
the case of an emergency.

Cell phones are not to be used for conversations involving confidential information. School district-provided
cell phones devices are not to be loaned to others.

School bus drivers are prohibited from using any communication device while operating the bus except in the
case of an emergency, or to call for assistance, after the vehicle has been stopped.

Employees violating the policy will be subject to discipline, up to and including, discharge. It is the
responsibility of the superintendent to develop administrative regulations regarding this policy.

Legal References: Internal Revenue Comment Notice, 2009-46, http://www.irs.gov/irb/2009-
23 _IRB/ar07.html
lowa Code 8§ 279.8, 321.276 (2009)

Cross References: 406 Licensed Employee Compensation and Benefits
412  Classified Employee Compensation and Benefits
707.5 Internal Controls


http://www.irs.gov/irb/2009-23_IRB/ar07.html
http://www.irs.gov/irb/2009-23_IRB/ar07.html

Approved 08/19/13 Reviewed _12/16/19 Revised
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EMPLOYEE USE OF CELL PHONES ADMINISTRATIVE REGULATION

Cell phone Usage

1.

~

Cell phones shall be used in a manner that does not disrupt instruction and should not be used during
school-sponsored programs, meetings, in-services, or other events where there exists a reasonable
expectation of quiet attentiveness unless there is a reason of personal health or safety involved.

Cell phones should not be used to transmit confidential information either verbally or written.

Employees are prohibited from using a cell phone while driving, unless in the case of an emergency,
unless the vehicle has come a complete stop.

Cell phones are provided specifically to carry out official school district business when other means
of communications are not readily available. These devices may not be used for routine personal
communications except in emergencies.

Personal use of school district-provided cell phones is limited to making or receiving calls for family
emergency purposes, including contacting a family member or child care provider to advise that the
employee is going to be late arriving home or picking up children for a reason directly related to his/her
official school district duties, i.e., a meeting which runs later than expected or a last minute schedule
change. Whenever possible, such calls should be made or received on school district or other public
telephones.

Employees issued a cell phone are responsible for its safekeeping at all times. Defective, lost or
stolen cell phones are to be reported immediately to the superintendent who will in turn notify the service
provider. Reckless or irresponsible use of school district equipment, resulting in loss or damage may
result in the employee having to reimburse the school district for any associated costs of replacement or
repair.

Cell phones and any other school district issued communication equipment issued for employees are
to be returned to the board secretary at the conclusion of the school year, activity or as otherwise specified
or immediately upon request.

Cell Phone Authorization - School district-provided cell phones may be purchased and authorized for staff
use in accordance with the following guidelines:
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EMPLOYEE USE OF CELL PHONES ADMINISTRATIVE REGULATION

Cell phones may be assigned or made available on a temporary basis, by the superintendent, when it is
determined:

1. The assignment of a cell phone device to the employee is a prudent use of school district resources;

2. The employee's job responsibilities requires the ability to communicate frequently and access to a
school district or public telephone is not readily available.

3. The employee’s job involves situations where immediate communication is necessary to ensure the
safety of individuals and security of school district property.

Cell Phone Business Procedures

School district employees may be reimbursed for use of privately owned cell phones to conduct school district
business in accordance with board policy and this regulation, with prior approval of the superintendent.

1. Requests for reimbursement for authorized use of employee owned cell phones are to be submitted on
school district provided forms accompanied by a copy of the billing statement with the school district
business related calls highlighted. A notation for each highlighted entry, indicating the nature of the call is
required. The employee’s immediate supervisor must sign-off on the billing statement verifying the calls
were school district business related. School district reimbursement for authorized use of employee
owned cell phones will be made in conformance with school district payment procedures. Requests for
reimbursement, including the highlighted billing statement must be submitted within thirty (30) days of
the end of the time period for which reimbursement is requested. Requests submitted after the
reimbursement deadline has passed will be denied.
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STAFF TECHNOLOGY USE

Computers are a powerful and valuable education and research tool and, as such, are an important part of the
instructional program. In addition, the school district depends upon computers as an integral part of
administering and managing the schools’ resources, including the compilation of data and recordkeeping for
personnel, students, finances, supplies and materials. This policy outlines the board’s expectations in regard to
these different aspects of the school district’s computer resources. Employees must conduct themselves in a
manner that does not disrupt from or disrupt the educational process and failure to do so will result in
discipline, up to and including, discharge.

General Provisions

The superintendent is responsible for designating a computer network coordinator who will oversee the use of
school district computer resources. The computer network coordinator will prepare in-service programs for
the training and development of school district staff in computer skills, appropriate use of computers and for
the incorporation of computer use in subject areas.

The superintendent, working with appropriate staff, shall establish regulations governing the use and security
of the school district’s computer resources. The school district will make every reasonable effort to maintain
the security of the system. All users of the school district’s computer resources, including students, staff and
volunteers, shall comply with this policy and regulation, as well as others impacting the use of school
equipment and facilities. Failure to comply may result in disciplinary action, up to and including discharge, as
well as suspension and/or revocation of computer access privileges.

Usage of the school district’s computer resources is a privilege, not a right, and that use entails responsibility.
All information on the school district’s computer system is considered a public record. Whether there is an
exception to keep some narrow, specific content within the information confidential is determined on a case
by case basis. Therefore, users of the school district’s computer network must not expect, nor does the school
district guarantee, privacy for e-mail or use of the school district’s computer network including web sites
visited. The school district reserves the right to access and view any material stored on school district
equipment or any material used in conjunction with the school district’s computer network.

The superintendent, working with the appropriate staff, shall establish procedures governing management of
computer records in order to exercise appropriate control over computer records, including financial,
personnel and student information. The procedures will address:

= passwords,

= system administration,

= separation of duties,

= remote access,

= data back-up (including archiving of e-mail),
= record retention, and

= disaster recovery plans.

Approved 08/19/13 Reviewed _ 12/16/19 Revised
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Social Networking or Other External Web Sites

For purposes of this policy any web site, other than the school district web site or school-school district
sanctioned web sites, are considered external web sites. Employees shall not post confidential or proprietary
information, including photographic images, about the school district, its employees, students, agents or
others on any external web site without consent of the superintendent. The employee shall adhere to all
applicable privacy and confidentiality policies adopted by the school district when on external web sites.
Employees shall not use the school district logos, images, iconography, etc. on external web sites. Employees
shall not use school district time or property on external sites that are not in direct-relation to the employee’s
job. Employees, students and volunteers need to realize that the Internet is not a closed system and anything
posted on an external site may be viewed by others, all over the world. Employees, students and volunteers
who don’t want school administrators to know their personal information, should refrain from exposing it on
the Internet. Employees should not connect with students via external web sites without consent of the
superintendent. Employees, who would like to start a social media site for school district sanctioned
activities, should contact the superintendent.

It is the responsibility of the superintendent to develop administrative regulations implementing this policy.

Legal Reference: lowa Code § 279.8 (2011).
281 1.A.C. 13.35, .26

Cross Reference: 104  Anti-Bullying/Harassment
306  Administrator Code of Ethics
401.11 Employee Orientation
407 Licensed Employee Termination of Employment
413  Classified Employee Termination of Employment
605 Instructional Materials
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STAFF TECHNOLOGY USE REGULATION

The following rules and regulations govern the use of the school district's computer network system,
employee access to the Internet, and management of computerized records:

Employees will be issued a school district e-mail account. Passwords must be changed periodically.
Each individual in whose name an access account is issued is responsible at all times for its proper
use.

Employees are expected to review their e-mail regularly throughout the day, and shall reply promptly
to inquiries with information that the employee can reasonably be expected to provide.
Communications with parents and/or students must be made on a school district computer, unless in
the case of an emergency, and should be saved and the school district will archive the e-mail records
according to procedures developed by the Superintendent.

Employees may access the Internet for education-related and/or work-related activities.

Employees shall refrain from using computer resources for personal use, including access to social
networking sites.

Use of the school district computers and schoo