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Helena Public Schools 1000
SCHOOL DISTRICT ORGANIZATION

Legal Status and Organization

The Helena Public Schools is the governmental entity established by the State of Montana to
plan and direct all aspects of the District’s operations.

The District is governed by a Board of Trustees consisting of eight (8) members: seven (7)
members who are residents of and elected by qualified electors of the Elementary District and
one (1) member who is a resident of and elected by qualified electors of an outlying elementary
district within the High School District. Both the Elementary and the High School Districts are
classified as class one districts and are operated according to the laws and regulations pertaining
to a class one district.

The policies of the Board define the organization of the Board and the manner of conducting its
official business.

Legal References: § 20-3-323 MCA District policy and record of acts
§ 20-3-324 MCA Powers and duties
§ 20-3-341 MCA Number of trustee positions in elementary school
districts
820-3-351 MCA Number of trustee positions in high school district

Cross References:

Policy History:

Adopted on: 2.8.2011
Revised on: 2.12.2019
Reviewed on: 3.2.2021
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Governance

The trustees of the District shall participate on an equal basis with other members in all
transactions pertaining to the High Schools maintained by the District. Only the trustees elected
from the Elementary District may participate in decisions pertaining to the elementary school
district. Official action of the Board may only occur at a duly called and legally conducted
meeting. A “meeting” is defined as the convening of a quorum of the constituent membership of
the Board, whether in person or by means of electronic equipment, to hear, discuss, or act upon a
matter over which the Board has supervision, control, jurisdiction or advisory power.

There may be student delegates selected by the Board of Trustees from each high school to be
the non-voting representatives of the student body. The student representatives may attend all
regular and special Board meetings.

Individual school board members have no authority over school affairs, except as provided by
law or as authorized by the Board.

Legal References: § 2-3-202, MCA Meeting defined
8 20-3-324, MCA Powers and duties

Cross References:

Policy History:
Adopted on: 2.8.2011

Revised on:
Reviewed on: 3.2.2021
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Powers and Duties of the Board of Trustees

The Board establishes a structure in order to deliver educational services that comply with the
mission, philosophy, goals, standards, and policies of the District. In order to accomplish this
duty, the Board retains all powers and duties, statutory and inherent, as provided by law. The
specific powers and duties listed in Section 20-3-324, MCA, are the foundation for all actions of
the Board. Except as herein provided, the powers and duties of the Board shall also include the
power and duty to:

(1) Direct employees;

(2) Employ, dismiss, promote, transfer, assign, and retain employees;

(3) Relieve employees from duties because of lack of work or funds under conditions
where continuation of such work would be inefficient and non-productive;

(4) Maintain the efficiency of District operations;

(5) Determine the methods, means, job classifications, and personnel by which District
operations area to be conducted;

(6) Take whatever actions may be necessary to carry out the mission of the District in
situations of emergency; and

(7) Establish the methods and processes by which work is performed.

The Board may delegate any of these duties to appropriate staff members as provided by law.

Legal References: § 20-3-324, MCA Powers and duties
§ 39-31-303, MCA Management rights of public
employees

Cross Reference:

Policy History:
Adopted on: 2.8.2011

Revised on:
Reviewed on; 3.2.2021
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Vision, Mission and Guiding Principles

Vision
Helena Public Schools foster dynamic educational experiences that prepare all students for life.
Mission Statement

The Helena Public Schools educate, engage, and empower each student to maximize his or her
individual potential with the knowledge, skills and character essential to being a responsible citizen
and life-long learner.

This mission will be supported through the wise use of resources to meet students’ needs,
regardless of interests and talents. Students, families, educators and the community are committed
to sharing the responsibility for creating a student-centered educational community that
acknowledges learning as a life-long process.

Guiding Principles
¢ Each student enters school healthy and learns about and practices a healthy lifestyle.

e Each student learns in an intellectually challenging environment that is physically and
emotionally safe for students and adults.

e Each student is actively engaged in learning and is connected to the school and broader
community.

¢ Each student has access to personalized learning and to qualified, caring adults.

e Each graduate is prepared for success in college or further study and for employment in a
global environment.

Each year, the Board and Superintendent will formulate annual goals for the District that reflect the
District’s vision, mission and guiding principles.

The Superintendent will provide the Board with a mid-year progress update.

At the conclusion of the year, the Superintendent shall report to the Board the status of agreed upon
goals and the degree to which the goals have been accomplished.

Legal Reference:
Cross Reference:
Policy History:

Adopted on: 8.8.2011
Reviewed on: 3.2.2021, 1.10.2023
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School Board Elections

School board elections are non-partisan elections governed by the general election laws of the
State of Montana and include election of board members, various public policy propositions, and
advisory questions.

Board elections shall be held on the first Tuesday after the first Monday in May of each year. In
years when the legislature meets in regular session or in a special session that affects school
funding, the trustees may order the election on a date other than the regular school election day
in order for the electors to consider a proposition requesting additional funding under § 20-9-
353, MCA.

Any person who is a qualified voter of the District is legally qualified to become a trustee. Some
persons may be ineligible for board membership by reason of other public offices held or certain
types of State or federal employment. A Declaration of intent to be a candidate shall be
submitted to the Election Administrator at least forty (40) days before the regular school election
day. If there are different terms to be filled, the term. the position for which each candidate is
filing must also be indicated.

Any person seeking to become a write-in candidate must file a declaration of intent on the 26th
day before the election. If the number of candidates filing for vacant positions or filing a
declaration of intent to be a write-in candidate is equal to or less than the number of positions to
be elected, the Trustees may give notice that a Trustee election will not be held. Notice of the
cancellation must be given no later than 30 days before the election date. If the election is not
held, the trustees shall declare the candidates elected by acclamation and issue of “certificate of
election” to each candidate.

A candidate intending to withdraw from the election shall send a statement of withdrawal to the
clerk of the district containing all information necessary to identify the candidate and the office
for which the candidate filed. The statement of withdrawal must be acknowledged by the clerk
of the district. A candidate may not withdraw after 5:00p.m. the day before the election ballot
certification deadline in 20-20-401. MCA.

Except in the event of an unforeseen emergency occurring on the date scheduled for the election,
a proposition requesting additional funding pursuant to § 20-9-353, MCA, may be submitted to
the electors only once each calendar year — on the regular school election day.

The District will comply with Montana law in providing access to voting places and
accessibility for individuals with disabilities.

Legal References:

§ 13-1-101 Definitions

§ 13-10-211, MCA Declaration of Intent for write-in candidates

§ 15-10-425, MCA Mill levy election (Revised by House Bill 543)
§ 20-3-304, MCA  Annual election



§ 20-3-305, MCA
§ 20-3-313, MCA
§ 20-3-322, MCA

Candidate qualification and nomination
Election by acclamation — notice
Meetings and quorum

§ 20-3-324(4), MCAPowers and duties

§ 20-3-344, MCA
§ 20-9-353, MCA
§ 20-9-426, MCA

§ 20-20-105, MCA
§ 20-20-204, MCA
§ 20-20-301, MCA
§ 13-1-101, MCA

Cross References:
Policy History:

Adopted on:
Revised on:

Nomination of candidates by petition in first-class elementary district
Additional financing for general fund-election for authorization to impose
Preparation and form of ballots for bond election (Revised by House
Bill 543)

Regular school election and special school elections

Election Notice

Qualifications of elector

Definitions (Revised by Senate Bill 15)

2.8.2011
7.12.2016, 3.8.2022, 10.10.2023
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SCHOOL DISTRICT ORGANIZATION

Board Member Term of Office

A newly elected trustee shall take office as soon as the election results have been certified and

the newly-elected trustee has taken and subscribed to an oath that the trustee will faithfully and
impartially discharge the duties of the office to the best of the trustee’s ability. The oath shall be
administered by the county superintendent, the superintendent’s designee, or any person who is
authorized by law to take testimony or has the power to administer oaths. Such oath must be filed with
the county superintendent within fifteen (15) days after the receipt of the certificate of election.

Except as otherwise provided by law, trustees shall hold office for terms of three (3) years, or
until their successors are elected and qualified. Terms of trustees are staggered as provided by
law.

The District Clerk shall collaborate with the Office of Public Instruction to provide a link to the
District website and contact information for trustees and the District Clerk within fourteen (14) days of
trustee qualification and oathtaking.

Legal Reference: § 1-6-101, MCA Officers who may administer oaths
§ 2-16-116, MCA Power to administer oaths
§ 20-1-202, MCA Oath of Office
§ 20-3-307, MCA Qualification and oath
§ 20-3-301, MCA Election and term of office
House Bill 811 Online Repository for Trustee Information

Cross References:

Policy History:
Adopted on: 2.8.2011

Revised on: 3.9.2016, 10.10.2023
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SCHoOL DISTRICT ORGANIZATION

Board Member Conflict of Interest

Board members are expected to be familiar with and observe those provisions of Montana law
that define school board authority and govern conflict of interest. Board members shall not only
adhere to all laws regarding conflict of interest, but also to be alert to situations that may have
the appearance of a conflict of interest and to avoid actions that might compromise himself or
herself or the Board. Therefore, a trustee may not:

e engage in a substantial financial transaction for the trustee’s private business
purpose with a person whom the trustee inspects or supervises in the course of
official duties;

e perform an official act directly and substantially affecting, to its economicbenefit,
a business or other undertaking in which the trustee has a substantial financial
interest or is engaged as counsel, consultant, representative or agent;

e act as an agent or solicitor in the sale or supply of goods or services tothe
District;

e have a pecuniary interest, directly or indirectly, in any contract made by the Board
when the trustee has more than a 10% interest;

e perform an official act directly and substantially affecting a business or other
undertaking to its economic detriment a business or other undertaking in which
the trustee has a substantial personal interest in a competing firm or undertaking;

e be employed in any capacity by the District, except to officiate atathletic
competitions under the auspices of the Montana Officials Association; or

e appoint or employ any person related or connected by consanguinity within the fourth
(4th) degree or by affinity within the second (2nd) degree.

a. This prohibition does not apply to the issuance of an employment contract to a
person as a substitute teacher who is not employed as a substitute teacher for more
than thirty (30) consecutive school days.
b. This prohibition does not apply to the renewal of an employment contract of a
person related to a Board member who was initially hired before the Board member
assumed the trustee position.
c. This prohibition does not apply if trustees comply with the following
requirements:
1) all trustees, except the trustee related to the person to be employed or
appointed, vote to employ the related person;
2) the trustee related to the person to be employed abstains fromvoting;
and
3) the trustees give fifteen (15) days written notice of the time and place of
their intended action in a newspaper of general circulation in the county
where the school is located.

Degrees of Affinity

Affinity is the legal relationship arising as the result of marriage. Relationship by affinity terminates upon_



the death of one of the spouses or other dissolution of marriage, except when the marriage has resulted in

issue still living.

Legal References:

Cross Reference:

Policy History:
Adopted on:

Revised on:

§ 2-2-105, MCA
§ 2-2-121, MCA
§ 20-9-204, MCA

§ 20-1-201, MCA
§ 2-2-302, MCA

Ethical Requirements for Public Officers and
Public Employees

Rules of Conduct for Public Officers and Public
Employees

Conflict of interest

School officers not to act as agents

Appointment of relative to office of trust or
emolument unlawful -- exceptions -- publication of
notice.

2.8.2011
9.10.2019, 9.14.2021
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Resignations and Other VVacancies

Any elected trustee position shall be vacant whenever the incumbent:

(1) dies;

(2) resigns;

(3) moves his residence from the District, or from the nominating district in the case of
an additional trustee in a high school district;

4) is no longer a registered elector of the District;

(5) is absent from the District for 60 consecutive days;

(6) fails to attend three consecutive meetings of the trustees without a good excuse;

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

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

A trustee position also shall be vacant when an elected candidate fails to qualify under the
provisions of 8 20-3-307, MCA. A resignation of a trustee, for whatever reason, must be
submitted in writing to the Clerk of the District and shall specify an effective date.

When a trustee vacancy occurs, the remaining trustees shall declare the position vacant and shall
fill such vacancy by appointment. The Board may request applications from any qualified
persons seeking to fill the position and may appoint one (1) candidate to fill the position.

Should the Board fail to fill a vacancy within sixty (60) days from the declaration of such
vacancy, the county superintendent shall appoint, in writing, a competent person to fill such
vacancy. An appointee shall qualify by completing and filing an oath of office with the county
superintendent with fifteen (15) days after receiving notice of appointment and shall serve until
the next regularly scheduled school election and a successor has qualified.

Legal Reference: § 2-16-502, MCA Resignations
§ 20-3-307, MCA  Qualification and oath
§ 20-3-308, MCA  Vacancy of trustee position
§ 20-3-309, MCA Filing vacated trustee position — appointee
qualification and term of office

Cross References:

Policy History:
Adopted on: 2.8.2011
Revised on: 9.10.2019

Reviewed on: 4.6.2021
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Board Development and Self Evaluation

The Board strives to learn, understand, and practice effective governance for the benefit of the
District. As determined by the Board, individual members have the opportunity to attend state
and national meetings designed to familiarize members with public school issues, governance
and legislation. Notice of training opportunities will be provided either through the
Superintendent or through the Board Chair.

Newly elected or appointed trustees shall be made aware of the location of District policies on
the District web site and shall have the opportunity to meet with the Superintendent and/or
members of the Board for the purpose of answering questions and providing information about
the District. The Board Chair may request that a veteran Board member mentor a new member.

As part of the Board’s professional development and in an effort to ensure a continuous
improvement cycle, the Board will conduct an annual self-evaluation.

The Board of Trustees will make adjustments in its conduct and practices to ensure continued
improvement in its performance over time based on their self-evaluation.

Legal Reference:

Cross References:

Policy History:

Adopted on: 2.8.2011

Revised on: 9.15.2021
Reviewed on:
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Board Member Expenses

Trustees are not compensated for their service to the District. Travel expenses in the form of a
mileage reimbursement may be paid to any trustee who lives more than three (3) miles from the
regular meeting place of the trustees at the rate specified in 8§ 2-18-503, MCA.

The District will pay the expenses for trustees to attend Board approved workshops, trainings
and conferences both in state and out of state. The following expenses are eligible for payment
and/or reimbursement at the rate established by the District:

1. Transportation as approved by the Board.

2. Hotel or motel costs as necessary.

3. Food costs as necessary.

4. Communication services.

5. Incidental expenditures for tips and other necessary costs.

The District will not pay for or reimburse expenses for alcohol, expenses of a guest,
entertainment or other expenses unrelated to District business.

Legal Reference: § 20-3-311, MCA Trustee travel reimbursement
Cross Reference:

Policy History:

Adopted on: 2.8.2011

Revised on: 9.14.2021
Reviewed on:
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Board — Superintendent Relationship

The Board —Superintendent relationship is based on mutual respect for the complementary roles
of each entity. The relationship requires clear communication of expectations regarding the
duties and responsibilities of both the Board and Superintendent.

The role of the Board shall be to:
define the mission and vision for the District;
determine long and short-term goals that will move the District toward its mission
and vision;
provide stewardship of the fiscal resources in relation to the mission of the District;
maintain avenues for effective communication with all stakeholders;
employ a superintendent and evaluate their performance;
monitor and evaluate the District and its progress in relation to the mission, vision
and goals; and
advocate for students and quality public education.

The role of the Superintendent shall be to:
provide leadership to move the District toward its mission and vision by achieving
established long and short term goals;
manage the District within the parameters of established policy and law;
provide the Board with appropriate information to facilitate its deliberations and
informed decision-making;
maintain avenues for effective communication with all stakeholders; and
advocate on behalf of students, the District and public education.

Legal Reference:

Cross Reference:

Policy History:
Adopted on: 2.8.2011

Revised on:
Reviewed on: 4.6.2021
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Qualifications, Terms and Duties of Board Officers

The Board officers are the chair and vice chair. These officers are elected at the annual
organizational meeting.

The Board may elect any trustee as chair or vice-chair. If a high school trustee is chosen to serve
as the chair or vice-chair he/she may not vote on issues pertaining only to the elementary district.

The Board elects a chair from its members for a one-year term. The duties of the chair are as
follows:

e preside at all regular and special board meetings and conduct the meetings in the
manner prescribed by the Board’s policies;

e make all Board committee appointments; and

e sign all papers and documents as required by law and as authorized by the Board.

The chair must be able to perform the functions of a trustee in all matters over which they
presides.

The vice chair shall preside at all regular or special Board meetings in the absence of the chair,
and shall perform all of the duties of the chair in case of the chair’s absence or disability.

Legal Reference: § 20-3-321(2), MCA Organization and officers
Cross Reference: Policy 1065 Board Meetings

Policy History:

Adopted on: 2.8.2011

Revised on: 3.8.2016

Reviewed on: 4.6.2021
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Communications To and From the Board

The Board encourages open lines of communication between members of the education
community. It also must maintain a chain of command as an organization to promote efficient
and effective communications.

All official communications to the Board should be directed to the Superintendent. Board
member questions or communications to staff about programs and/or requests for information
should also be submitted through the Superintendent.

The Board acts only as a body. Individual school board members have no authority to act
independently and cannot commit or bind the board by their individual actions. Powers and
duties of the board must be exercised by the board as a whole. If contacted individually, Board
members should refer the matter to the Superintendent. Individual Board members may not take
action to compromise the Board or the administration.

Use of digital communication will conform to the same standards of judgment, propriety and
ethics as other forms of Board related communication. E-mail may not be used as a substitute for
deliberations at Board meetings or for other communications or business properly confined to
Board meetings. E-mail and related attachments received or prepared for use in Board business
may be regarded as a public record subject to disclosure upon request, unless otherwise made
confidential by law.

Legal Reference: § 2-3-301, MCA Agency to accept public comment electronically - -
dissemination of electronic mail address and documents required --
prohibiting fees

Cross Reference: Policy 1065 Board Meetings

Policy History:

Adopted on: 2.8.2011

Revised on: 1.9.2018, 9.14.2021
Reviewed on:
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Committees

Board Member Committees

The Board may create Board member committees as deemed necessary. The Board Chair will
make all appointments to board member committees. Notice of board member committee
meetings shall be given in the same manner as notice for special meetings, and board member
committee meetings shall be open to the public.

A trustee who is a member of a committee and is participating remotely in a committee meeting
has the same privileges, rights, and responsibilities as if the trustee were physically present.

Citizen Committees

The Board or the Superintendent may create committees that involve community members as
deemed necessary, either on an ad hoc or regular basis. The board chair or the Superintendent
will make all appointments to citizen committees and will establish the parameters and duties for
the citizen committees. Notice of citizen committee meetings shall be given in the same manner
as notice for special meetings, and citizen committee meetings shall be open to the public.

Administrative Committees

The Superintendent may create administrative committees as deemed necessary. The
Superintendent will make all appointments to the administrative committees. In determining
whether an administrative committee meeting shall be open to the public, the following factors,
although not exhaustive in nature, should be considered:

(1) the frequency of the meeting held,;

(2) whether the committee is deliberating or just gathering facts;

(3) whether the deliberations concern a matter of policy rather than ministerial or

administrative functions;

(4) whether the committee members have executive authority and experience; and

(5) the results of the meeting.

If the presiding officer determines that the administrative committee should be held
incompliance with the Open Meeting Act, they shall provide notice of the meeting in the same
manner as notice for a special meeting, and the administrative meeting shall be open to the
public.

Legal Reference: § 2-3-203, MCA Meetings of public agencies open to the public
Cross Reference:

Policy History:

Adopted on: 2.8 2011

Revised on: 9.14.2021
Reviewed on:
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Board Meetings

For all meetings of the Board and its committees, the Superintendent or designee shall satisfy all
notice and posting requirements contained herein, as well as the Open Meetings Act. This shall
include providing meeting notification to news media that have officially requested it. The
agenda for the meeting shall be posted through a link on the website of the newspaper of general
circulation in the District, if offered free of charge, or through a link on the District’s website or
posted to the District’s social media site(s). A copy of the agenda will also be posted at the
entrance of the Lincoln Center.

Except for an unforeseen emergency or as described below, all meetings must be held in a
District building or, by unanimous consent of the Board, in a publicly accessible building located
within the District. The Trustees may meet outside the boundaries of the District for
collaboration or cooperation on educational issues with other school boards, educational
agencies, or cooperatives. Decision making must still occur only at properly noticed meetings
held within the District’s boundaries.

Regular Meetings

Unless otherwise specified by the Board, all regular meetings are held on the second Tuesday of
the month at 5:30 p.m. at the Lincoln Center, 1325 Poplar Street. If the time or place of a Board
meeting is changed, notice shall be given in the same manner as provided for special meetings.
The Board may choose to not convene a meeting in the month of July if there is no pressing
business to attend to at that time.

Special Meetings

Special meetings may be called by the Board Chair or by any 2 members of the trustees. A
written notice of a special meeting, stating the purpose of the meeting, must be provided to each
trustee not less than 48 hours prior to the time of the meeting. The 48 hour written notice is
waived in the event of an unforeseen emergency or to consider a violation of the student code of
conduct within a week of graduation. Written notice shall also be sent not less than 24 hours
prior to the meeting to each newspaper and radio or television station that has filed a written
request for such notices.

Committee Meetings

Committee meetings may be called by the Committee Chair and are subject to the requirements
of the Open Meetings Act, including notice and posting requirements.
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Budget Meetings

As required by state law, the Board shall meet to consider all budget information and any
attachments required by law. The Board may continue the meeting from day to day but shall
adopt the final budget for the District and determine the amounts to be raised by tax levies for the

District not later than the fourth Monday in August and before the fixing of the tax levies for
each district.

As required by state law, the Clerk shall publish one notice, in the Independent Record, stating
the date, time, and place that the Board will meet for the purpose of considering and adopting the
final budget.

Organizational Meeting

After the issuance of the election certificates to the newly elected trustees in May, and as
required by state law, the Board shall convene and elect from among its members a Chair and a
Vice-Chair to serve 1 year terms. The Chair shall serve until the next organizational meeting and
shall preside at all the meetings of the Board. In addition, the Board shall employ and appoint a
competent person as the Clerk of the District at this meeting.

Emergency Meetings

In the event of a storm, fire, explosion, community disaster, insurrection, act of God, or other
unforeseen destruction or impairment of school district property that affects the health and safety
of the trustees, students, or district employees or the educational functions of the district, the
Board may meet immediately and take official action without prior notification.

Closed Session of Any Meeting

The Board or any committee may hold closed sessions to consider matters of individual privacy
or to discuss a strategy to be followed with respect to litigation when an open meeting would
have a detrimental effect on the litigating position of the District. Prior to closing the meeting to
consider matters or individual privacy, the presiding officer must determine that the demands of
individual privacy exceed the merits of public disclosure. The litigation strategy exception is not
available if the litigation involves only public bodies or associations as parties.
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Legal References: § 2-3-103, MCA Public participation — governor to ensure

guidelines adopted (revised by House Bill
724)

§ 2-3-104, MCA Requirements for compliance with notice
provisions

§ 2-3-105, MCA Supplemental notice by radio or television

§ 2-3-201, MCA Legislative intent — liberal construction

§ 2-3-203, MCA Meetings of public agencies and certain
associations of public agencies to be open to
public— exceptions

§ 20-3-321, MCA Organization and officers

§ 20-3-322, MCA  Meeting and quorum (revised by House Bill
724)

§ 20-9-115, MCA  Notice of final budget meeting

§ 20-9-131, MCA Final budget meeting

10.55.701, ARM Board of Trustees

Cross Reference:

Policy History:
Adopted on: 2.8.2011
Revised on: 4.12.2016, 10.10.2023
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Records Management and Access to Public Records

The District is committed to effective records management including meeting legal standards for
record retention and protection of privacy, optimizing the use of space, minimizing the cost of
record retention, and properly destroying outdated records. This policy applies to all records,
regardless of whether they are maintained in hard (paper) copy, electronically, or in some other
fashion.

The District requires that its records be maintained in a consistent and logical manner and be
managed so that the District:

Meets legal standards for protection, storage and retrieval,
Protects the privacy of students and employees of the District;
Optimizes the use of space;

Minimizes the cost of record retention; and

Destroys outdated records in an appropriate manner.

orwdPE

The Superintendent shall establish appropriate records management procedures and practices,
which shall be provided to staff members who manage records within the District. The Board
acknowledges the importance of public records as the record of the acts of the District and the
repository of information about the District. The Board acknowledges the public’s right to
inspect and copy the District’s public records, with certain exceptions. Unless otherwise
provided by law, a public record shall be accessible for inspection and duplication either by
written or oral request. The District shall respond to all such requests within a reasonable period
of time, generally not to exceed 10 business days. If the District cannot respond to the request
within 10 business days, the records custodian shall notify the requestor in writing and provide a
timeline for response to the request. If an oral request is not responded to within 10 business
days, the requestor must put the request in writing.

The Superintendent shall establish procedures for storage of and access to essential records. The
Superintendent shall designate essential records which are immediately necessary to:
e Respond to an emergency or disaster;
e Begin recovery or reestablishment of operations during and after an emergency or
disaster;
e Protect the health, safety, and property of District students and employees;
or
e Protect the assets, obligations, rights, history and resources of the District, its employees,
and students.

The District will provide copies of all documents, including electronic communications, in the
medium in which those documents exist.



Reasonable fees may be charged for copies and for time spent researching a request and
reproducing materials as follows:

e actual costs directly related to fulfilling a records request including but not limited to the
time required to gather, redact, scan, copy, or otherwise and reproduce the requested
information; and

e actual cost of purchasing the electronic media used for transferring data, if the person

requesting the information does not provide the media;
copies of Board minutes at .15¢ per page;

copies of other materials at .25¢ per page;

no charge for copies emailed to requestor;

actual postage for any copies mailed.

The District shall comply with Montana law in addressing any unauthorized breaches of its
computer data security system, including but not limited to complying with all disclosure and
investigative requirements.

Legal References: § 20-3-324, MCA Powers and duties
8 20-3-323, MCA District policy and record of acts
§ 2-6-1001 et al, MCA Public Records
§ 30-14-1704, MCA Computer Security Breach
House Bill 123 Public Records Laws

Cross Reference:

Policy History:
Adopted on: 2.8.2011

Revised on: 1.12.2016, 2.14.2017
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School Board Policy

It is the intent of the Board to develop written policies to serve as guidelines and goals for the
successful and efficient functioning of the District. The policies are framed and are meant to be
interpreted in terms of state statute, administrative rules, and all other regulatory agencies within
our local, county, state, and federal levels of government. The policies are also framed and are
meant to be interpreted in terms of those educational objectives, procedures, and practices that
are broadly accepted by leaders and authorities in the public education field.

Changes in needs, conditions, purposes, and objectives will require revisions, deletions, and
additions to the policies of the current Board and those of the future. The Board welcomes
suggestions for ongoing policy development.

Policy proposals and suggested amendments to or revisions of existing policies shall be
submitted in writing prior to a regularly scheduled board meeting. All new or amended policies
become effective upon adoption unless a specific effective date is provided in the motion for
adoption. Minutes of each meeting shall reflect any readings and action taken.

Legal References: Mont. Const. Art. X, § 8 School District Trustees
8§ 20-3-323, MCA District policy and record of acts
§ 10.55.701, ARM Board of trustees

Cross Reference:

Policy History:
Adopted on: 2.8.2011
Revised on: 1.4.2022




Helena Public Schools 1085
School District Organization

Uniform Complaint Procedure

The Board establishes this Uniform Complaint Procedure as a means to address complaints
arising within the District. This Uniform Complaint Procedure is intended to be used for all
complaints except those governed by a specific process in state or federal law that
supersedes this process or by a collective bargaining agreement. Matters covered by a
collective bargaining agreement will be reviewed in accordance with the terms of the
applicable agreement.

The District will endeavor to respond to and resolve complaints without resorting to this
formal complaint procedure and, when a complaint is filed, to address the complaint as
outlined in this policy. The right of a person to prompt and equitable resolution of a
complaint filed hereunder will not be impaired by a person’s pursuit of other remedies. Use
of this complaint procedure is not a prerequisite to pursue other remedies and use of this
complaint procedure does not extend any filing deadline related to pursuit of other remedies.

The District requires that all individuals use this complaint procedure when the individual
believes the Board or its employees or agents have violated the individual’s rights under
state or federal law or Board policy. Complaints against a building administrator shall be
filed with the appropriate Assistant Superintendent. Complaints against a District level
administrator shall be filed with the Superintendent. Complaints against the Superintendent
or Clerk shall be filed with the Board.

When a complaint alleges sexual harassment or a violation of Title IX of the Education
Amendments of 1972 (the Civil Rights Act), Title II of the Americans with Disabilities Act
of 1990, or Section 504 of the Rehabilitation Act of 1973, the building administrator shall
turn the complaint over to the applicable District nondiscrimination coordinator. The
coordinator shall ensure an investigation is completed in accordance with the applicable
procedure. In the case of a sexual harassment or a Title IX complaint the applicable
investigation and appeal procedure is Policy 3000 or 5005. In the case of a disability
complaint, the coordinator shall complete an investigation and file a report and
recommendation with the building administrator for decision. Appeal of a decision in a
disability complaint will be handled in accordance with this policy.

Deadlines requiring District action in this procedure may be extended for reasons related but
not limited to the District’s retention of legal counsel and District investigatory procedures.
Additional timelines may be waived with the agreement of both parties.

Retaliation

Any individual participating in an investigation or proceeding under this policy shall notify
the appropriate building or district administrator if that person believes that he or she is
being retaliated against for participating in the investigation or proceeding. The District
prohibits retaliation against individuals making complaints and/or participating in any
investigation that may ensue under this policy. The District may discipline students or staff



members determined to have retaliated against any individual for participating in an
investigation or proceeding under this policy.

Level 1: Informal

An individual with a complaint should discuss it with the appropriate

employee or building administrator with the objective of resolving the matter promptly and

informally. If the complaint can’t be resolved within (thirty) 30 school days of

the completion of the informal process, then the complainant may file a written complaint as
outlined in Level 2. An exception is that a complaint of sexual harassment should be
discussed directly with an administrator not involved in the alleged harassment.

Level 2: Building Administrator

When a complaint has not been or cannot be resolved at Level 1, an individual may file a
signed and dated written complaint stating: (1) the nature of the complaint; (2) a description
of the event or incident giving rise to the complaint, including any school personnel
involved; and (3) the remedy or resolution requested. The written complaint must be filed
within thirty) 30 school days of the event or incident or completion of the informal
resolution process.

When a complaint alleges a violation of Board policy or procedure, the building
administrator or supervisor will investigate and attempt to resolve the complaint. The
administrator or supervisor will respond in writing to the complaint, within fifteen (15)
school days of receipt of the written complaint.

If the complainant disagrees with the findings of the administrator or supervisor the
complainant may request, in writing, that the appropriate Assistant Superintendent review
the administrator’s or supervisor’s decision. (See Level 3.) This request must be submitted
to the appropriate Assistant Superintendent within fifteen (15) school days of receipt of the
administrator’s or supervisor’s decision.

Level 3: Assistant Superintendent

If the complainant appeals the administrator’s or supervisor’s decision provided for in Level
2, the Assistant Superintendent will review the complaint, any relevant documents and the
administrator’s or supervisor’s decision. The Assistant Superintendent will respond in
writing to the appeal, within fifteen (15) school days of the Assistant Superintendent’s
receipt of the written appeal.

If the complainant disagrees with the findings of the Assistant Superintendent the
complainant may request, in writing, that the Superintendent consider an appeal of the
Assistant Superintendent’s decision. (See Level 4.) This request must be submitted in
writing to the Superintendent, within fifteen (15) school days of the Assistant
Superintendent’s written response to the complaint.

Level 4: Superintendent



If the complainant appeals the Assistant Superintendent’s decision provided for in Level 3,
the Superintendent will review the complaint and the Assistant Superintendent’s decision.
The Superintendent will respond in writing to the appeal, within fifteen (15) school days of
the Superintendent’s receipt of the written appeal.

If the complainant disagrees with the findings of the Superintendent, the complainant may
request, in writing, that the Board consider an appeal of the Superintendent’s decision. (See
Level 5) This request must be submitted in writing to the Superintendent, within fifteen (15)

school days of the Superintendent’s written response to the complaint, for transmission to
the Board.

Level 5: The Board

Upon written appeal of a complaint alleging a violation of the individual’s rights under state
or federal law or Board policy upon which the Board of Trustees has the authority to
remedy, the Board may consider the decisions made in Level 2, 3 and 4. Upon receipt of
written request for appeal, the Chair will either; place the appeal on the agenda of a regular
or special Board meeting or respond to the complaint with an explanation of why the appeal
will not be heard by the Board of Trustees in accordance with this policy. The Board will
report its decision on the appeal, in writing, within thirty (30) school days of the Board
meeting at which the Board considered the appeal or the recommendation of the panel.

A decision of the Board is final, unless it is appealed pursuant to Montana law within the
period provided by law.

An individual may obtain a written copy of this policy by requesting one through the
Superintendent. This policy is available on the District’s website.

Cross Reference: 3000 - Equal Educational Opportunities
’ 5000 - Equal Employment Opportunity and Non-Discrimination
5005 — Sexual Harassment

Legal Reference: Title IX of the Education Amendments of 1972 (Civil Rights Act)
Title IT of the Americans with Disabilities Act of 1990
§ 504 of the Rehabilitation Act of 1973
34 C.F.R. Part 106 = Nondiscrimination on the Basis of Sex in

Education
§ 20-3-323, MCA  District policy and record of acts (revised by
House Bill 504)
Policy History:
Adopted on: 2.08.2011
Revised on: 9.13.2016, 3.8.2022, 10.10.2023

Reviewed on:
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Duties of Individual Trustees

The authority of individual trustees is limited to participating in actions taken by the Board as a
whole when legally in session.

Trustees shall not assume responsibilities of administrators or other staff members. The Board or
staff shall not be bound by an action taken or statement made by an individual trustee, except
when such statement or action is pursuant to specific instructions and official action taken by the
Board.

Each trustee shall review the agenda and attendant materials in advance of a meeting and shall be
prepared to participate in discussion and decision making for each agenda item.

Cross Reference: 1070 School Board Meeting Policy

Legal References: 8§ 20-3-301, MCA Election and term of office
§ 20-3-308, MCA Vacancy of trustee position
§ 20-3-324(21), MCA Powers and duties
§ 20-3-332, MCA Personal immunity and liability of trustees
Policy History:
Adopted on: 05.14.2024
Revised on:

Reviewed on:
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School Board Meeting Procedure

Agenda
All meetings shall be guided by an agenda prepared and delivered in advance to all Board
members and to other persons upon request. The Superintendent shall prepare agendas in
consultation with the Chair or presiding officer. Items submitted by Board members or other
individuals may be included on the agenda. Individuals or groups that would like to address the
Board through an agenda item must submit a request to the Superintendent in writing at least
seven (7) days prior to the regular Board meeting. The notification must include the reason for
the request. The Superintendent may determine that the individuals or groups must follow the
uniform grievance procedure in order to appear before the Board and refer the individuals or
groups to the appropriate step on that procedure.

All agendas must contain a public comment section to allow members of the public to comment
on any public matter under the jurisdiction of the District that is not specifically listed on the
agenda. Contested cases and other adjudicative proceedings are not appropriate topics in the
public comment section. The presiding officer may place reasonable time limits on the comments
received during this section of the meeting to ensure effective and efficient operations of the
Board. The Board may not take action during that meeting on any matter discussed in the public
comment section.

Board packets will be distributed to Board members not less than 48 hours prior to the meeting.
This material shall be available to the public not less than 48 hours prior to the meeting.

Quorum
Four (4) members the Elementary Board shall constitute a quorum of that Board. Five (5)
members of the High School Board shall constitute a quorum of that Board. If there is less than a
quorum present at a Board meeting, the members may not hear, act upon or discuss any business.
Board members may be present physically or present via electronic means to establish a quorum.
Unless otherwise provided by law, affirmative votes by a majority of the membership of the
Board are required to approve any action under consideration.

Recording of Meetings

The District shall record in an audio and video format all public meetings at which the Board is acting on
a matter over which the Board has supervision, control, jurisdiction or advisory power. The audio and
video recordings shall be made publicly available within five (5) business days of the meeting through a
link to the recording on the District’s website or social media page if no District website is maintained.

The audio and video recording shall not be the official record of the meeting except as otherwise
designated by the Board of Trustees. Unless designated by the Board as the official record of the
meeting, the audio and video recording may be destroyed after being retained online for one (1) year and
is not subject to a public records request.



The Board is not required to disrupt or reschedule a meeting if there is a technological failure of the
meeting recording. If the recording is not able to be made available online, the Board shall prominently
post a notice in the same manner as it posts notices of its meetings and all locations where meeting
recording links are available. Such notice shall explain the reason(s) the meeting was not recorded and
describe the steps taken to remedy the failure prior to the next meeting.

Minutes
The Clerk or the Clerk’s designee shall keep written minutes of all meetings which are open to
the public. The approved minutes must be signed by the Chair and the Clerk. The minutes must
include:

the date, time and place of the meeting;

the name of the presiding officer;

a record of Board members present and absent;

a summary of the discussion on all matters discussed, proposed, deliberated or decided,
and a record of any motions made and votes taken;

a detailed statement of all expenditures;

the purpose of recessing into closed session; and

the time of adjournment.

The Clerk shall keep minutes of educationally related student disciplinary actions taken by the
Board, including those portions held in closed session. The Board shall keep minutes of all
closed sessions. Minutes taken during closed sessions shall be sealed.

The Board may direct the Clerk to make a verbatim record of any meeting. Any verbatim
recording may be destroyed after the minutes are approved. A file of permanent minutes of all
meetings shall be maintained in the office of the Clerk. A written copy of the minutes shall be
made available to the public within five (5) days following approval by the Board. Sealed
minutes taken during any closed session of the Board shall not be made available to the public
absent a court order.

If the meeting is audio recorded and designated by the Board as the official record, a written
record of the meeting must also be made and must include the information specified above. In
addition, a log or time stamp for each main agenda item is required for the purpose of providing
assistance to the public in accessing that portion of the meeting.

Meeting Conduct and Order of Business

The Board will use general rules of parliamentary procedure to govern the conduct of its
meetings. Robert’s Rules of Order shall be used as a guide at any meeting, although rules
adopted by the Board and any laws or regulations of the State of Montana in conflict with
Robert’s Rules of Order shall take precedence. The order of business for each meeting shall be
set out on the agenda. The Board may change the order of business by consent or by majority
vote.



Voting Method
Unless otherwise provided by law, when a vote is taken upon any measure before the Board, a
majority of the votes cast shall determine its outcome. Voting shall be by acclamation or show of
hands. The use of proxy votes or secret ballots is not permitted. Trustees are encouraged to vote
on all issues before the Board unless they are prohibited by law from voting on the matter. A
trustee may abstain from voting on any issue before the Board.

Public Participation
The Board recognizes the value of public participation and encourages the public to attend and
participate in its meetings. In order to permit the orderly and fair expression of such
participation, the Board will solicit oral and/or written comments prior to a final decision on a
matter of significant interest to the public. The Chair may place reasonable time limits on public
comment and may interrupt or terminate any statement that is out of order, personally directed,
abusive, obscene, or too lengthy. Members of the public are encouraged to make comments
during the public comment section of the agenda on matters that are of public concern and that
are not on that particular agenda. The Chair will recognize individuals or groups for public
comment on agenda items after the Board has discussed the issue. Comments may be presented
orally or in writing for the Board’s consideration.

Legal Reference: 8§ 2-3-202, MCA Meeting defined

§ 2-3-103, MCA Public participation

8§ 20-1-212, MCA Destruction of records by school office

§ 2-3-212, MCA Minutes of meetings

§ 2-3-214, MCA Recording of meetings for certain boards (Eff. July 1, 2024)

§ 20-3-322, MCA Meetings and quorum

8§ 20-3-323, MCA District policy and record of acts

§ 2-3-301, MCA Agency to accept public comment electronically --
dissemination of electronic mail address and documents
required -- prohibiting fees

Cross Reference:

Policy History:

Adopted on: 02.08.2011

Revised on: 10.13.2015, 02.12.2019, 05.14.2024
Reviewed on:
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Public Charter Schools

The Board of Trustees may submit an application to the Board of Public Education in response to
a request for a proposal to establish a public charter school in accordance with Montana law. An
application for a public charter school must be consistent with the District’s mission and vision
specified in its adopted strategic plan for continuous improvement.

Requests for Creation of a School or Program

An individual or entity that is not affiliated with the District may request that the Board create a
school or program within the District. Upon receipt of such request, the Board, or a designated
committee of the Board, shall determine whether the requested school or program is currently
addressed by District operations or meets the District’s mission and vision specified in its
strategic plan for continuous improvement.

The Board shall respond to a request by an individual or entity unaffiliated with the District to
create a school or program by granting or denying such request. The Board may grant such a
request and shall establish a timeline for implementing the school or program in a manner
consistent with District operations. The Board may deny such request on the grounds that the
requested school or program is currently offered by the District. In denying a request on this
basis, the Board shall explain how the school or program operates and the process for students to
access such school or program. The Board may deny a request on the grounds that the requested
school or program is not consistent with the District’s mission and vision specified in its strategic
plan for continuous improvement and shall specify the inconsistencies in making the denial. The
Board may reconsider a denial of a request to create a school or program at a future meeting.

Cross Reference: Policy 1065 Board Meetings

Legal References: House Bill 549
8 20-6-510, MCA Public Charter Schools Act

Policy History:

Adopted on: 12.12.2023
Reviewed on:

Revised on:
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Student Instructional Goals

The District will provide equal opportunity for students to receive an education, which will
enable them to fulfill their role in society, commensurate with individual ability, in compliance
with legal requirements, and reflecting the desires of the people.

Instructional programs, methods, and resources should meet the needs of each student, regardless
of race, color, creed, sex, sexual orientation, or level of ability. The District recognizes that equal
opportunity education does not imply uniformity and that each student’s unique characteristics
must be acknowledged. Instructional programs, methods, and materials will not imply, teach, or
encourage any beliefs or practices reflecting bias or discrimination toward other individuals or
groups and will not deny others their basic human rights.

The District has developed curriculum learner goals that are available through District and
School Offices. These goals reflect the District’s ongoing strategic educational plan and will be
publicized and made available to interested citizens. This statement will be reviewed annually
and revised as deemed necessary.

Legal References: 8 20-1-102, MCA Legislative goals for public
elementary and secondary schools.
10.55.701, ARM Board of Trustees

Cross References:

Policy History:
Adopted on: 1.14.2014

Revised on:
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School Year, Calendar, and Day

Subject to 88 20-1-301 and 20-1-308, MCA, and the District’s collective bargaining agreement
covering the employment of affected employees, the Board sets the number of days in a school
term, the length of the school day, and the number of school days in a school week

When proposing to adopt changes to a previously adopted school term, school week, or school
day, the Board shall: (a) if necessary, negotiate the changes with the recognized collective
bargaining unit representing the employees affected by the changes; (b) solicit input from the
employees affected by the changes but not represented by a collective bargaining agreement; and
(c) solicit input from the people who live within the boundaries of the school district.

Saturday School

In emergencies, including during reasonable efforts of the trustees to make up aggregate hours of
instruction lost during a declaration of emergency by the trustees under Section 20-9-806, MCA,
pupil instruction may be conducted on a Saturday when it is approved by the trustees.

Pupil instruction may be held on a Saturday at the discretion of a school district for the purpose
of providing additional pupil instruction beyond the minimum aggregate hours of instruction
required in Section 20-1-301, MCA, provided student attendance is voluntary.

Commemorative Exercises

All classes shall conduct appropriate exercises during the school day on the commemorative
days noted in Montana law.

School Holidays

The schools in the District shall be closed on the following holidays: New Year's Day; Memorial
Day; Independence Day (2 days); Labor Day; Thanksgiving Day (2 days); Christmas Day;
Martin Luther King Day; President’s Day; and State and national election days when the school
building is used as a polling place and the conduct of school would interfere with the election
process at the polling place. When these holidays fall on Saturday or Sunday, the preceding
Friday or the succeeding Monday shall be a school holiday. The Board may establish other
holidays.

School Fiscal Year
At least the minimum number of aggregate hours must be conducted during each school fiscal

year. The minimum aggregate hours required by grade are:
(@ A minimum of 360 aggregate hours for a kindergarten program;



(b) 720 hours for grades 1 through 3;
(c) 1,080 hours for grades 4 through 12; and
(d) 1,050 hours may be sufficient for graduating seniors.

In addition, seven (7) pupil instruction-related days may be scheduled for the following
purposes:
1. Pre-school staff orientation for the purpose of organization of the school year (2
days);
2. Staff professional development programs (minimum of three (3) days);
3. Parent/teacher conferences (2 days); or
4. Records days (not to exceed one (1) day at the end of each semester or quarter).

Professional Development

The district recognizes that training and development are fundamental to ensure the quality of its
services to students. The Superintendent shall provide an organized program of professional
development designed to assist staff in acquiring the skills needed to work with all students.

A District professional development advisory committee will review, develop, recommend, and
evaluate the school district’s professional development plan. Each year the Board of Trustees
shall be provided a copy of a professional development report for the previous school year.

Legal References: § 20-1-301, MCA  School fiscal year
§ 20-1-302, MCA  School day and week
§ 20-3-303, MCA Conduct of school on Saturday or Sunday
Prohibited — exceptions
§ 20-1-305, MCA  School Holidays
§ 20-1-306, MCA  Commemorative exercises on certain days
§ 20-1-308, MCA Religious instruction released time program
ARM 10.65.101-103 Pupil-Instruction-Related Days
ARM 10.55.714 Professional Development

Cross References:
Policy History:

Adopted on: 2.28.2012
Revised on: 12.11.2017, 5.10.2022
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Instructional Program

The School District has instructional levels for grades pre-kindergarten through twelve. The
grouping and housing of instructional levels in school facilities shall be according to plans
developed by the Superintendent and approved by the Board.

Each student will be assigned to an instructional group or a classroom that will best serve the
needs of that individual student and consider the rights and needs of the other students. Factors
to be considered in classroom assignments are: class size, peer relations, student- teacher
relations, instructional style of individual teachers, and any other variables that may affect the
performance of the student.

Legal References: § 20-6-501, MCA Definition of various schools

Cross References: 3010 Entrance, Placement and Transfer

Policy History:
Adopted on:

Revised on: 2.13.2018
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Curriculum Development, Content and Assessment

The Superintendent shall recommend a comprehensive curriculum that is designed to accomplish
the learning objectives and goals for excellence contained in the District’s educational
philosophy, mission statement, objectives and goals. The Board must approve all changes to the
curriculum. New course proposals, changes in existing course names, and suspension or
elimination of courses will be approved by the Superintendent.

Written sequential curricula that aligns with the appropriate content standards, grade-band
progressions, and the District’s educational goals shall be developed for each program area. A
curriculum review cycle and timelines for curriculum development and evaluations shall be
established by the Superintendent.

The District shall assess student progress toward achieving content standards and content-
specific grade-band learning progressions including: content and data; accomplishment of
appropriate skills; development of critical thinking and reasoning; and attitude.

The District will use assessment results to improve the educational program, and use effective
and appropriate tools for assessing such progress. This may include but is not limited to:
standardized tests; criterion-referenced tests; teacher-made tests; ongoing classroom evaluation;
actual communication assessments such as writing, speaking, and listening assessments; samples
of student work and/or narrative reports passed from grade to grade; samples of students’
creative and/or performance work; and surveys of carry-over skills to other program areas and
outside of school.

The District may receive and/or provide distance, remote, or offsite learning programs, as
provided in Montana law. These learning programs and/or courses shall meet the learner
expectations adopted in the District and shall be aligned with state content standards and content-
specific grade-band learning progressions. The Superintendent is directed to develop procedures
regarding the District’s distance, remote or offsite delivered learning.

The District will provide gifted and talented coursework. The District will provide structured
support and assistance to teachers in identifying and meeting the diverse student needs of gifted
and talented students and a framework for considering a full range of alternatives for addressing
students needs.

The building principal shall be responsible for the supervision and implementation of the
adopted curriculum. The teaching staff has a significant responsibility in the development of
curricula and the primary responsibility for the implementation of curricula.

Legal References: § 20-1-101, MCA Definitions (revised by House Bill 214)
§ 20-3-324, MCA Powers and duties



Cross References:

Policy History:
Adopted on:
Revised on:

§ 20-4-402, MCA
§ 20-7-118, MCA
§ 20-7-602, MCA
10.55.603, ARM

§ 20-7-902, MCA

§ 20-7-902

2/28/2012

Duties of district superintendent or county high
school principal

Remote Instruction (revised by House Bill 214)
Textbook selection and adoption

Curriculum and Assessment

School district programs to identify and serve the
gifted and talented child

MCA School district programs to identify and serve
the gifted and talented child (Revised by Senate Bill
109)

2/13/2018, 10.11.2022, 10.10.2023
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Human Sexuality Instruction

The District recognizes the right of a parent or guardian to withdraw a child from instruction or
an organized school function regarding human sexuality instruction. Such withdrawals will be
classified as an excused absence.

“Human sexuality instruction™ means teaching or otherwise providing information about human

sexuality, including intimate relationships, human sexual anatomy, sexual reproduction, sexually
transmitted infections, sexual acts, sexual orientation, gender identity, abstinence, contraception,
or reproductive rights and responsibilities.

48 Hour Notice

Parents and guardians will be notified no less than 48 hours prior to holding an event or
assembly or introducing material for instructional use.

This notice will contain:
1) the basic content of the district's or school's human sexuality instruction; and
2) the right to withdraw the student from the instruction

Annual Availability of Materials

The District will make curriculum materials used in human sexuality instruction available for
public inspection before use. This will occur on an annual basis.

No Abortion Curriculum

In compliance with Montana law, the District will not allow personnel to offer, sponsor, or
furnish any course materials or instruction relating to human sexuality or sexually transmitted
infections if the person or entity provides abortion services.

Legal References: Senate Bill 99 Parameters for K-12 Human Sexuality Education
§ 20-5-103, MCA  Compulsory attendance and excuses (Revised by
Senate Bill 99)
10.55.701, ARM Board of Trustees

Cross References: Policy 2015 Curriculum Development, Content, and Assessment
Policy History:
Adopted on: 11.9.2021

Revised on:
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Student and Family Privacy Rights

All fundamental parental rights are exclusively reserved to the parent/guardian of a child without
obstruction or interference by a governmental entity in accordance with the common law, state
and federal law, and Board policies.

Surveys - General

All surveys requesting personal information from students, as well as any other instrument used
to collect personal information from students, must advance or relate to the District’s educational
objectives as identified in Board policy. This applies to all surveys, regardless of whether the
student answering the questions can be identified and regardless of who created the survey.

Surveys Created by a Third Party

Before the District administers or distributes a survey created by a third party to a student, the
student’s parents/guardians may inspect the survey upon request and within a reasonable time of
their request. This section applies to every survey that is created by a person or entity other than
a District official, staff member, or student, regardless of whether the student answering the
questions can be identified, and regardless of the subject matter of the questions.

Surveys Requesting Personal Information

School officials and staff members shall not request, nor disclose, the identity of any student who
completes ANY survey containing one (1) or more of the following items:

1. Political affiliations or beliefs of the student or the student’s parent/guardian;

2. Mental or psychological problems of the student or the student’s family;

3. Behavior or attitudes about sex;

4, Illegal, antisocial, self-incriminating, or demeaning behavior;

5. Critical appraisals of other individuals with whom students have close family
relationships;

6. Legally recognized privileged or analogous relationships, such as those with lawyers,
physicians, and ministers;

7. Religious practices, affiliations, or beliefs of the student or the student’s parent/guardian;

8. Income (other than that required by law to determine eligibility for participation in a

program or for receiving financial assistance under such program).

The student’s parents/guardians may inspect the survey within a reasonable time of the request,
and/or refuse to allow their child to participate in any survey requesting personal information.
The school shall not penalize any student whose parent(s)/guardian(s) exercise this option.



No student shall be required to submit to any survey requesting personal information without
consent of the parent/guardian. Parents /guardians will be given notice and an opportunity to opt
their child out of participation of any survey requesting personal information that is not required
by the District.

Instructional Material

A student’s parent/guardian may, within a reasonable time of the request, inspect any
instructional material used as part of their child’s educational curriculum. The term
“instructional material,” for purposes of this policy, means instructional content that is provided
to a student, regardless of its format, printed or representational materials, audio-visual materials,
and materials in electronic or digital formats (such as materials accessible through the Internet).
The term does not include academic tests or academic assessments.

Collection of Personal Information from Students for Marketing Prohibited

The term “personal information,” for purposes of this section only, means individually
identifiable information including: (1) a student’s or parent’s/guardian’s first and last name, (2) a
home or other physical address (including street name and the name of the city or town), (3)
telephone number, or (4) a Social Security identification number.

The District will not collect, disclose, or use student personal information for the purpose of
marketing or selling that information or otherwise providing that information to others for that

purpose.

The District, however, is not prohibited from collecting, disclosing, or using personal
information collected from students for the exclusive purpose of developing, evaluating, or
providing educational products or services for, or to, students or educational institutions such as
the following:

1. College or other post-secondary education recruitment or military recruitment;
. Book clubs, magazines, and programs providing access to low-cost literary products;
3. Curriculum and instructional materials used by elementary schools and secondary
schools;
4, Tests and assessments to provide cognitive, evaluative, diagnostic, clinical, aptitude, or

achievement information about students (or to generate other statistically useful data for
the purpose of securing such tests and assessments) and the subsequent analysis and
public release of the aggregate data from such tests and assessments;

5. The sale by students of products or services to raise funds for school-related or education-
related activities;
6. Student recognition programs.

Notification of Rights and Procedures



The Superintendent or designee shall notify students’ parents/guardians of this policy as well as
its availability from the administration office upon request; how to opt their child out of
participation in activities as provided in this policy; the approximate dates during the school year
when a survey requesting personal information, as described above, is scheduled or expected to
be scheduled; and how to request access to any survey or other material described in this policy.

This notification shall be given parents/guardians at least annually at the beginning of the school
year and within a reasonable period after any substantive change in this policy.

The rights provided to parents/guardians in this policy transfer to the student when the student
turns eighteen (18) years of age or is an emancipated minor.

Cross Reference:

Legal Reference: 20 U.S.C. 1232h Protection of Pupil Rights
§ 40-6-701, MCA Interference with Fundamental Parental Rights
Restricted (revised by House Bill 676)

Policy History:

Adopted on: 5.8.2012
Reviewed on: 10.10.2023
Revised on:
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K-12 School Counseling Program

The District will provide a K-12 School Counseling program that will strive to assist every
student.

All staff members are responsible for effectively guiding students under their supervision in
order to provide early identification of intellectual, emotional, social and physical needs, and to
make appropriate referrals for evaluation of special needs. The counselors offer services to
supplement the District’s efforts to meet the academic development, personal / social
development and career development needs of students outside of the classroom setting.

High school students will have the opportunity to receive college and career-oriented
information. Representatives from colleges and universities, occupational training institutions
and career-oriented recruiters, including the military, may be given access to the school campus
in order to provide students and parents with information. All recruiters, including but not
limited to college, university, employment and military recruiters, must follow the procedures
established by the District.

All staff will encourage students to explore and develop their individual interests in career and
vocational technical programs and employment opportunities without regard to gender, race,
marital status, national origin, or disability/mobility conditions, including encouraging students
to consider and explore “nontraditional” occupations.

The District may utilize a career coach for educational and career counseling. A career coach
may offer opportunities for internships or apprenticeships within the community and assist
students with high school course offerings, career options, occupational training, and
postsecondary opportunities associated with the student’s field of interest.

Legal References: § 26-1-809, MCA Confidential communications by student to
employee of educational institution
§ 49-3-203, MCA  Educational, counseling and training programs
House Bill 458 Career Coaches

Cross References:

Policy History:
Adopted on: 12.19.2014

Revised on: 10.10.2023
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Federal Funding and Title |

The Board may participate in federal programs which in the judgment of the administrative staff
shall be beneficial to the total school program. All projects written to secure federal funds shall
be on the recommendation of the Superintendent and approval of the Board. The Board shall
comply with all federal and state certification requirements for alcohol and drug abuse education
and prevention programs.

The Superintendent or designee shall pursue funding under Title | of the Elementary and
Secondary Education Act, to supplement instructional services and activities in order to improve
the educational opportunities of educationally disadvantaged children.

All District schools, regardless of whether they receive Title | funds, shall provide services that,
taken as a whole, are substantially comparable. Teachers, administrators and other staff shall be
assigned to schools in a manner that ensures equivalency among the District’s schools.
Curriculum materials and instructional supplies shall be provided in a manner that ensures
equivalency among the District’s schools.

In keeping with the requirements of federal law, the Board assures:
1. A salary schedule which applies to all instructional personnel,
2. Equivalence among schools in teachers, administrators, and auxiliary personnel,
3. Equivalence among schools in the provision of curriculum materials and instructional
supplies, and
4. Parental consultation in project planning, implementation and evaluation.

Parental and Family Engagement

District schools operating Title | programs shall undertake the following to engage parents and families:

= Host an annual meeting that accommodates parents’ needs to inform parents about Title I
requirements and about the right of parents to be involved in the Title | program.

= Involve parents and families in an organized, ongoing, and timely way, in the planning, review,
and improvement of the school’s Title I program and the school-parent compact.

= Provide parents with timely information about the Title | program/services.

= Provide parents with an explanation of the curriculum used at the school, the assessments usedto
measure student progress, and the proficiency levels students are expected to meet.

= Provide opportunities for regular meetings that allow the parents to participate in decisions
relating to the education of their children.

= Develop, with the assistance of parents and families, and conduct an effective evaluation process
regarding the Title | program.
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School-Parent Compact

The District will distribute to parents a school-parent compact for each school operating a Title | program.
The compact, jointly developed with parents, explains how parents, the entire school staff, and students
share the responsibility for improved student academic achievement. It shall describe specific ways the
school and families will partner to help children achieve the State’s academic standards. It will address the
following:

= The school’s responsibility to provide high-quality curriculum and instruction;

» The ways parents will be responsible for supporting their children’s learning;

= The importance of ongoing communication between parents and teachers through, at aminimum,
annual parent-teacher conferences; reports on student progress; access to staff; opportunities for
parents to volunteer and participate in their child’s class; and opportunities to observe classroom
activities.

It will also address any other matters determined in development of the compact.
Interactions with Parents and Families

The District will engage parents and families in meaningful interactions with schools operating Title |
programs. It will support flexible opportunities for a partnership among staff, parents, and the community
to improve student academic achievement. To help reach these goals, schools will establish the following
practices:

= Provide parents and families with assistance in understanding the State’s academic content
standards, assessments, and how to monitor and improve the achievement of their children.

= Provide parents and families with materials and training to help them work with their childrento
improve their children's achievement.

= With the assistance of parents, educate staff members about the value of parent and family
contributions, and in how to work with parents and families as equal partners.

= Coordinate and integrate the Title | parental and family engagement program with other programs,
and conducts other activities, such as parent/family resource nights/activities, to encourage and
support parents and families in more fully participating in the education of their children.

= Distribute information related to school and parent and family programs, meetings, and other
activities to parents and families in a format and language that the parents understand.

To the extent feasible and appropriate, the District will attempt to coordinate and integrate parentand
family engagement strategies with other relevant federal, state, and local laws and programs.

Accessibility
The District will provides opportunities for the participation of all parents, including parents with limited
English proficiency, parents with disabilities, and parents of migratory students. Information andreports
shall be provided in a format and language that parents understand.

Review

The District shall undertake activities to engage parents and families in the review and revision of this _
policy.



Legal Reference: Title 1 of the Elementary and Secondary Education Act, 20 U.S.C.
86301- 6514, as implemented by 34 C.F.R. part 200 of the No
Child Left Behind Act of 2001 Agostini v. Felton, 521 U.S. 103
(1997)

Cross References: Board Policy 4040  School, Student, Parent, Family and
Community Engagement in Education

Policy History:
Adopted on: 2.28.2012

Revised on: 1.14.2020
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STUDENT INSTRUCTION

Special Education and Accommodations

The District shall provide a free, appropriate public education and necessary related services to
all children with disabilities residing within the District, as required under the federal Individuals
With Disabilities Education Act (hereinafter “IDEA”) and under the provisions in Montana law,
and in compliance with the Americans With Disabilities Act.

For students eligible for services under IDEA, the District shall follow procedures for
identification, evaluation, placement, and delivery of service to children with disabilities
provided in the current Montana State Plan Under Part B of IDEA and the Montana State Plan
Under Part C of IDEA.

The District may maintain a membership in one or more cooperative associations, which shall
assist the District in fulfilling its obligations to the District’s disabled students.

Legal Reference: 42 U.S.C. § 12101, et seq. Americans With Disabilities Act 20 U.S.C.
81400, et seq. Individuals With Disabilities Education Act, 29 U.S.C.
§794 Rehabilitation Act of 1973
Title 20, Chap. 7, Part 4 MCA Special Education
Title 10, Chap. 16, ARM Special Education

Cross Reference:

Policy History:

Adopted on: 08.13.2013
Revised on:

Reviewed on: 03.05.2024
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Section 504 of the Rehabilitation Act of 1973 (““Section 504™)

It is the intent of the District to ensure that students who are disabled within the definition of
Section 504 of the Rehabilitation Act of 1973 are identified, evaluated, and provided with
appropriate educational services.

For those students who need or are believed to need special instruction and/or related services
under Section 504 of the Rehabilitation Act of 1973, the District shall establish and implement a
system of procedural safeguards. The safeguards shall cover students’ identification, evaluation,
and educational placement. This system shall include notice, an opportunity for the student’s
parent or legal guardian to examine relevant records, an impartial hearing with opportunity for
participation by the student’s parent or legal guardian, and a review process.

Legal Reference: 42 U.S.C. § 12101, et seq. Americans With Disabilities Act
20 U.S.C. § 1400, et seq. Individuals With Disabilities Education Act, 29
U.S.C. § 794 Rehabilitation Act of 1973
Title 20, Chap. 7, Part 4, MCA Special Education
Title 10, Chap. 16, ARM Special Education

Cross Reference:

Policy History:

Adopted on: 08.13.2013
Revised on:

Reviewed on: 03.05.2024
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Limited English Proficient Students

The Superintendent shall develop and maintain a program for students having limited English
language proficiency that will:

e Appropriately identify students with limited English proficiency.

e Comply with any applicable federal law and/or any requirements for the receipt of federal
grant money for limited English proficient students.

e Determine the appropriate instructional environment for limited English proficient
students.

e Annually assess the English proficiency of limited English proficient students and
monitor their progress in order to determine their readiness for a mainstream classroom
environment.

e Notify parents/guardians of, and provide information about:

1. the instructional program,
. reasons for their child's identification,
. their child's level of English proficiency,
. the method of instruction to be used,
. how the program will meet their child's needs,
. specific exit requirements of the program,
. how the program will meet their child's IEP, if applicable, and
. information on parent/guardian rights.

0 3N L kW

Parental involvement will be encouraged and parents/guardians will be regularly apprised of
their child's progress.

Parents/guardians of limited English proficient students will be:

1. given an opportunity to provide input to the program, and

2. provided notification regarding their child's placement in, and information about, the District's
limited English proficiency program.

Legal References: 42 U.S.C. 2000d Title IV, Civil Rights Act of 1964
20 U.S.C. 1703 (f) Equal Education Opportunities Act
20 U.S.C. 7401 et seq Bilingual Education Act,

Cross References:

Policy History:

Adopted on: 02.28.2012
Revised on:

Reviewed on: 03.05.2024
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STUDENT INSTRUCTION

Instructional Materials

The Board is legally responsible to approve and to provide the necessary instructional materials used in the
District.

Basic instructional course material in the fundamental skill areas of language arts, mathematics, science, and
social studies should be reviewed at intervals not exceeding five (5) years or in a manner consistent with the
state’s standards revisions schedule. Instructional materials, both print and non-print, are selected based
upon their quality and educational value. Instructional materials shall be recommended by committees
established by the Superintendent. Specific criteria for selection shall be developed by each committee.
Instructional materials shall be provided for use to students at no cost. Students may be charged for lost or
damaged instructional materials including but not limited to textbooks, technology, etc.

The District may receive and/or provide distance, online, and technology-delivered learning programs to
supplement instruction within the District. These programs may be utilized in the same manner as other
supplementary resources, and all programs and/or courses shall meet the learner expectations as adopted
by the District and must be aligned with state content standards and content-specific grade-level learning
progressions.

Except as provided by state regulation, teachers of distance, online and technology delivered learning
programs shall be licensed and endorsed in Montana in the area of instruction taught with such license
granted as a result of the completion of an accredited professional educator preparation program. The
District shall appoint a distance learning facilitator for each course.

Legal References: § 20-7-601, MCA Free textbook provision
8 20-7-602, MCA  Textbook selection and adoption
10.55.603, ARM Curriculum and assessment

Cross References: 2135 K-12 Online Learning

Policy History:
Adopted on: 6.9.2015

Revised on:
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Library/Media Collection Management Policy

Helena School District library media centers provide access to information and resources in a
variety of formats and facilitate the development of skills necessary to become lifelong learners
in an information rich society. Library media centers in the district are committed to evaluating,
selecting, organizing and managing resources to insure that students and teachers will have
access to a wide variety of information and ideas. Materials must present the problems and issues
of our times in a format suitable to the student's maturity and interest level. Materials must also
represent multiple points of view.

Library/media collection management must address the needs of the school, curriculum, and
students. The purpose of this policy is to ensure a quality collection is available for use by all
students as set forth in procedures by the district in guiding library media specialists in the
selection of materials and equipment.

Selection must provide for a wide range of materials and technology on appropriate levels of
difficulty with a diversity of appeal and with a presentation of a variety of viewpoints.

Though final responsibility rests with the Board of Trustees, the collection management process
is generally delegated to the building level principals and librarians.

The Board recognizes the right of privacy of all library users as provided by Montana law and
the American Library Association. Records maintained in libraries, which identify specific
individuals with specific resources, programs or services, are confidential and will not be
disclosed.

A library is not prevented from publishing or making available to appropriate sources statistical
reports regarding library circulation if those reports are presented so that no individual is
identified therein.

Library records may be disclosed to the extent necessary to return overdue or stolen materials or
collect fines.

The Board recognizes and supports the following documents governing library/media collection
management, operation and standards:
1. American Library Association: Library Bill of Rights.
2. American Library Association: Free Access to Libraries for Minors.
3. American Library Association: Access to Resources and Services in the School Library
Media Program.
4. National Council of Teachers of English: The Students Right to Read.
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5. The Freedom to Read: A Joint Statement by the American Library Association and the
Association of American Publishers.

Copies of these documents are on file in the central administration building, the District Library
office, and each library/media center.

Legal References:

Cross References:

Policy History:
Adopted On:

Revised On: 12.11.1990, 10.27.1998, 1.12.1999, 9.10.2002
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Handling Challenged or Questioned Material

The Board of Trustees, although it is ultimately responsible for all instructional and library
material, recognizes the right of students to free access to many different types of books and
resources. The Board also recognizes the right of teachers, librarians and administrators to select
books and other materials in accordance with the adopted curriculum, current trends in
education, and student and staff needs, and to make them available in schools and libraries.

Therefore, books and other resources will be chosen for value of interest and enlightenment of all
students in the school community. A book or other resource will not be excluded because of the
race, nationality, political, or religious values of the writer or of the material's style and language.
Every effort will be made to provide materials that present all points of view concerning the
international, national, and local problems and issues of our times. Books and other resources of
sound factual authority will not be proscribed or removed from library shelves or classrooms
because of partisan doctrinal approval or disapproval.

Censorship of books and other materials will be challenged in order to maintain the school's
responsibility to provide information and enlightenment. Accordingly, the Board will deal with
censorship of books or other materials as follows:
e The final decision on controversial materials rests with the Board after the established
process for handling challenged materials has been exhausted/completed.
e The Board recognizes the right of an individual parent or guardian to request that his or
her child not have to read a given book, or view a particular media work.
e Any parent or person of legal standing who wishes to request reconsideration of the use
of any book or resource in the school must make such request in writing on forms
provided through building principals or school librarians.

[Administrative Procedure for the enforcement of this policy may be obtained in the Central
Administration building and each school office.]

Legal References:

Cross References:

Policy History:
Adopted On:

Revised On: 9.10.2002
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Network Information and Communication System Policy

The District has implemented voice, data, and video electronic communications systems
(networks). The Board intends for these networks to be used only for educational activities and
authorizes under this policy and district network procedures specific limitations contained
therein.

Communications over district networks is not to be considered private. Network supervision and
maintenance may require review and inspection of directories or messages. All network
communication is subject to both federal and state laws regarding public disclosure. The district
reserves the right to access stored records in cases where there is reasonable cause to expect
wrong-doing or misuse of the system. However, the district will take all reasonable steps to
secure district data files. Access procedures based on individual privileges will be instituted and
monitored to ensure security at all levels.

Network access is a privilege and access to network services may be suspended or withdrawn
from students and staff who do not act in accordance with the District's Acceptable Use
Procedures. Student use of networked information and communication resources will be
permitted upon submission of permission forms by parents or guardians of minor students (under
18 years of age) and by the students themselves. These forms are included with the District's
Acceptable Use Procedures. Students will be required to indicate they will act in accordance with
the Acceptable Use Procedures by signing a document indicating they have read and will abide
by the procedures.

The Board directs the Superintendent to provide training and procedures that encourage the
widest possible access to electronic information and communication systems and networks by
students, staff and patrons while establishing reasonable controls for the lawful, efficient, and
appropriate use and management of the system.

Legal References:

Cross References:

Policy History:
Adopted On: 10.14.1997

Revised On: 9.10.2002
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STUDENT INSTRUCTION

Field Trips

Helena School District No. 1 recognizes that instructional field trips and activity-related travel
when used as a device for teaching and learning and educational incentive are an educationally
sound and important ingredient in the overall program of the schools. Such trips can supplement
and enrich educational opportunities.

Field trips that take students out-of-state, or out of the country must be approved in advance by
the Superintendent. Building principals may approve all other field trips. Building principals will
develop procedures with respect to field trips, excursions, and outdoor education including
appropriate parent approval procedures.

Staff members may not solicit students during instructional time for any privately arranged field
trip or excursion.

The presence of a person with a currently valid American Red Cross standard first aid card or
current certification from an equivalent first aid course is required during school-sponsored
activities, including field trips, athletic and other off-campus events.

Legal References: 37.111.825, ARM Health Supervision and Maintenance
Cross References:

Policy History:

Adopted on: 05.08.2012

Revised on:
Reviewed on: 03.05.2024
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Field Trips

Student Field Trip Request Form (To be completed by educator planning trip)

Directions: Please complete this form and attach required documents. Building principal must approve
before request can be sent to the Superintendent for final approval.

Teacher(s): Grade or Group:
Destination: Number of Students:
Date(s) of Trip: Number of School Days:
Time of Departure: Time of Return:

Type of Trip — Complete the required information in the appropriate section.

[J Overnight (K-8), Out-of-State Travel (K-12) — Principal and Superintendent Approval
REQUIRED.

0

U
U

(See: Board Policy 2075, Administrative Procedure 2075P for details. Use Form 2075F-2 for planning.)
Letter to Principal and Superintendent describing concept for trip, including curricular rationale and general
plans. (Letter should be submitted at least six months ahead of trip, when circumstances permit.)

Draft of parent permission slip with a letter explaining trip details. Please attach.

Number of HSD Chaperones (21 or older): (ratio ranging from 1:10 to 1:14 depending on trip)
Please attach list.

First Aid (Minimum of one chaperone must be first aid certified.) Provide copy of current certification.
Fingerprinting necessary / verified for any non-HSD employee who will be unsupervised with students.
Type of transportation to be utilized (school bus preferred if possible) — Attach additional sheet describing
all modes of transportation to be used on trip including any tours while at destination.

Housing: Hotel: Other:
Cost to Student (Attach description of fundraising activities and preliminary budget)
Cost to School or District. (Please provide detail.)

[J Out-of-Country Travel — Principal and Superintendent Approval REQUIRED.

0
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Teacher or Sponsor signature: Date:
Principal signature (signifies approval): Date:

Superintendent’s signature (signifies final approval): Date:

(See: Board Policy 2075, Administrative Procedure 2075P for details. Use Form 2075F-2 for planning.)
Letter to Principal and Superintendent describing concept for trip, including curricular rationale and general
plans. (Letter should be submitted at least six months ahead of trip, when circumstances permit.)

Draft of parent permission slip with a letter explaining trip details. Please attach.

Number of HSD Chaperones (21 or older): (ratio at least 1:10) Please attach list.

First Aid (Minimum of one chaperone must be first aid certified.) Provide copy of current certification.
Fingerprinting necessary / verified for any non-HSD employee who will be unsupervised with students.
Type of transportation to be utilized — Attach additional sheet describing all modes of transportation to be
used on trip including any tours while at destination.
Housing: Hotel: Other:
Cost to Student (Attach description of fundraising activities and preliminary budget)
Cost to School or District. (Please provide detail.)

Possible additional insurance required. Contact Business Administrator at 324.2040.

Rev. 12.21.2012, 2.14.2017, 3.8.2022
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Student Instruction 2075F-2
Field Trips

Out-of-State or Out-of-Country Trip Planning Guide

Date Activity Approval Needed

1. Develop concept for trip, including educational
rationale, dates, supervision plan, destination and cost
estimates. Begin process at least six months in
advance of trip. Submit Form 2075F-1 to principal.

2. Discuss with principal and meet and talk with
students and parents about the possibility of the trip.

3. Revise concept as necessary and create written Principal approves and forwards to Superintendent.
proposal for approval in concept.

4. Superintendent reviews proposal and may ask for
revision or clarification prior to any decision.

5. As requested, attend meeting with principal to
present proposal to Superintendent.

6. Revise any necessary and resubmit through Superintendent must approve or proposal doesn't
principal and to Superintendent. move forward.

7. Create complete proposal including:
~ Specific itinerary and activities for each day
~ Supervision Plan
~ Housing and number of chaperones
~ Transportation
~ Cost and fundraising plan

8. Review plan with principal and revise as necessary. |Principal approves and forwards to Superintendent.

9. Superintendent approves or denies

10. If the trip is approvedwork with Activity Director
and/or Business Manager, set up account for
fundraising and trip receipts.

11. Notify principal if trip plans change from those
originally proposed.

Rev. 12.01.2012



Helena Public Schools
Student Instruction 4035F-3
Field Trips

Parent Permission for Overnight / Out-of-State / Out-of-Country Field Trip

Parent Permission /Emergency Information /Informed Consent for Student to Participate Form

I hereby give my permission for (Name of student)

to participate in a field trip to: (Destination)

on: from: to:
(Date) (Time departs) (Time returns)

for the purpose of:

Class/Club/Team:

Staff contact: Phone #:

Transportation for this activity will be provided by:

District bus/vehicle
Other (specify & provide insurance documentation)

Accommodations will be as follows:

Food will be provided at/by:

We, the undersigned participant, and the undersigned parent of the participant, acknowledge and agree to
the following terms and conditions for the undersigned student's participation in the in the following
program:

Program Name:

Program Dates:

Rev. 12.21.2012, 2.14.2017, 2.26.2024




Nature of Trip

We understand that this program entails overnight, out-of-state, or travel to a foreign country, and that
such travel entails certain inherent risks regardless of all feasible safety measures that may be taken by the
district. We understand that participation in this program is entirely voluntary. We understand that the
teachers will be traveling with the group and acting as chaperones for the group.

Expectations and Terms

We agree to the terms governing this program, including appropriate standards of conduct, and we agree
that the undersigned student will follow the terms and standards of the program and the directives of the
chaperones. The chaperones will enforce rules of conduct and the terms of the program. Failure of the
undersigned student to follow the rules of conduct and terms of the program or the directives of the
chaperones at any time may result in the student's immediate termination from the program. In such event,
the chaperones are authorized to arrange transportation back to Helena, Montana, at the undersigned’s
expense.

Needed Accommodations
If the student has a disability or requires any special accommodations, those accommodations are attached.

Medical
Medical/emergency information

Student home phone #: Date of birth:
Student's Address
Family Physician: Phone #:

Describe any medical or physical condition, medication information, or allergies which could interfere with the
student’s safety in these activities:

In the event of an emergency (injury, illness, unforeseen incident), I wish the following person to be notified in
case | cannot be contacted:

Name:

Relationship:
Phone #:

Alternate phone #:

Medical Procedures
If any emergency medical procedures or treatment are required during the trip, we consent to the
trip chaperone(s) taking, arranging for, and consenting to the procedures or treatment, in the
chaperone's discretion. We will pay the costs of any such medical procedures.

Medical Insurance
We verify that health and medical insurance (please attach copy of insurance card) is in place for the
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undersigned student,

e Insurance Company:

e Policy number:

e Telephone number :

Student Responsibility for Actions

We understand that the chaperones are not responsible for the undersigned student's well-being during times
that the student may be absent from the group during independent travel or travel the undersigned student
may elect to do with relatives, friends, or other group members outside the travel plans of the program
specified above, or at any other time that the student may be on his or her own. It is the student's
responsibility to stay with the group and to keep the chaperones advised at any time the student leaves the

group.

Early or Delayed Return of Student Due to Emergency

A student’s family will be responsible for any costs associated with sending a student home due to an
emergency, disciplinary issue, illness, or other unforeseen circumstance. The cost for any changes to the
chaperone’s travel will be covered by the student’s parent/guardian should a chaperone have to remain with a
student that is unable to travel with the group or has to accompany a student who is returning home early.

Informed consent
As the parent/guardian of the above-named student, I have read the field trip information and I understand that
there are risks of physical injury associated with participation in these activities.

I authorize qualified emergency medical professionals to examine and in the event of injury or serious illness,
administer emergency care to the above-named student. I understand every effort will be made to contact me to
explain the nature of the problem prior to any involved treatment. In the event it becomes necessary for the
school district staff-in-charge to obtain emergency care for my student, neither he/she nor the school district
assumes financial liability for expenses incurred because of the accident, injury, illness and/or unforeseen
circumstances.

These activities are an extension of the school education program and student conduct is to be in accordance
with the school’s published rules and regulations.

Signature of parent/ gnardian Date

Printed name of parent/ guardian

Parent/ gnardian work phone Home phone # Cell phone #

I pledge that my conduct will, at all times, reflect credit upon myself, my parents, and my school. I understand that
the school rules of conduct apply while on the trip.

Signature of student Date
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Participant List for Out-of-Country Trips

2075F-4

Name

Student or Chaperone

Date of Birth

Address

Citizenship

Passport Number

Note: A copy of this completed list is to be maintained in the School Office and a copy is to be sent to the Superintendent's Administrative Assistant @ MBC.

Rev. 12.21.2012




Helena Public Schools

Student Instruction 2075F-5
Field Trips

Guidelines and Form for Volunteer Field Trip Chaperones

Thank You for Your Support!

The Helena School District believes that field trips provide a valuable educational experience for
students. Without the help of volunteer chaperones like you, many field trips would not be possible.
We thank you very much for giving your time and support to these important activities. In order to
help ensure that District-sponsored field trips result in safe and rewarding experiences for all
participants, we have prepared these guidelines to provide information about volunteering as a field
trip chaperone.

Becoming a Volunteer Field Trip Chaperone

Because student safety is paramount concern, our Board Policy 5122 requires the District to conduct
a criminal record background check of school volunteers with unsupervised access to children. To
accomplish this, all volunteers must complete the School Volunteer Disclosure Form. The District
also requires that volunteer chaperones be at least 21 years old.

Guidelines for Volunteer Chaperones

Prior to your field trip, the supervising staff member will provide you with information regarding the
activities planned for the trip, expectations for supervising students, and emergency procedures. In
addition, we have developed the following general guidelines to help you perform your duties as a
chaperone. If you have any questions regarding these guidelines, please contact the supervising staff
member or the building principal.

1. All school rules apply on District-sponsored events. Chaperones are expected to comply
with District policies, follow the directions given by the District’s supervising staff member,
work cooperatively with other staff and volunteers, and model appropriate behaviors for
students. Chaperones may request a copy of the Student Handbook which outlines
expectations for student behavior.

2. In order to comply with District policy, during District sponsored events, chaperones:
* may not use, sell, provide, possess, or be under the influence of drugs (including medical
marijuana) or alcohol,
* may not use tobacco in the presence of, or within the sight of, students,
* may not possess any weapon even if the chaperone possesses a concealed weapon
permit,
* may not administer any medications, prescription or nonprescription, to students.
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Students must be supervised at all times while at District-sponsored events. As a chaperone,
you will supervise a small group of students, helping them learn and making sure they
behave appropriately. Students must stay with you, their chaperone, at all times. Account
for all participants regularly and before changing activities. Be sure you know when and
where to meet the rest of your group at the end of the visit. Chaperones must be readily
available, be mindful of safety concerns, and respond to students’ needs.

Student behavior is your responsibility. School rules related to student behavior apply.

Go over rules and standards of behavior, safety rules, and any site specific rules with
students. Ensure that students do not get involved in no extra activities not preapproved by
administrators and parents.

For the protection of both the student and the chaperone, chaperones should not place
themselves in situations in which they are alone with a student.

Family members or friends of a chaperone may not participate in a District-sponsored field
trip or event unless prior approval has been obtained from the building principal.

Chaperones who transport students in their personal vehicle must complete the District
Private Transportation for School Activities form. You are expected to comply with all
District and State student transportation rules and regulations. Be aware that your personal
vehicle insurance provides primary coverage in the event of an accident or injury.

Be sure to know what to do in an emergency (medical emergency, natural emergency, lost
child, serious breach of rule, etc.). Know who is first aid trained, where the first aid kit is,
where the cell phone is kept, and who has the copies of parental permission slips with
emergency phone numbers and medical information.
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In the event that I have a personal emergency, please contact:

Printed Name Relationship Daytime Phone

I acknowledge that I have received the copy of the “Guidelines for Volunteer Field Trip”
Chaperones,” have read these guidelines, and agree to comply with the guidelines as a school
volunteer.

Date

Printed Name

Signature

Rev. 12.21.2012



Helena Public Schools
Student Instruction 2075F-6
Field Trips

Administration of Medication

Complete this form for each middle school or high school student who will be required to self-
administer prescription medication while on a field trip.

Student Name Date

As the parent or guardian of the student named above, | understand that my high school-aged or
middle school-aged child will be responsible for providing and self-administering personal
prescription medications during a school district sponsored field trip. Due to safety concerns the
medications should be in the original labeled bottle with the student’s name, medication name,
and physician’s directions. Include the labeled bottle and directions in a zip lock bag.

| understand that my high-school-aged or middle school-aged child is expected to bring ONLY
the required number of prescription pills or capsules necessary for self-administration during the
time that the field trip is in progress.

I understand that my child may bring over-the-counter medications for use as needed for pain or
other occasional minor illness or injury.

| understand that my child will not share any prescription medications with other students during
the field trip. This also includes over-the-counter drugs such as Advil and Tylenol. If my child
does provide any medications or drugs to other students, the teacher will take the medication
from my child, and I will be called.

| understand that | am responsible for notifying the teacher about potential emergency situations
that might affect my child and emergency medications that the child is carrying.

| understand that | am responsible for sending any medications to be used by my child in an
emergency. | understand that if my child is not able to self-administer, 1 will meet with my
child’s home school nurse to develop an alternative plan prior to travel. These medications may
include, but are not limited to Epipen, Diastat, or Glucagon.

Parent/Guardian Signature:

Parent / Guardian Printed Name:

Phone Numbers

Please share this information with your child.

Medical / health related questions may be addressed to:
Your Child’s Home School Nurse

2.28.2024




Helena Public Schools

Student Instruction 2075P
Field Trips

Field Trip Procedures

A “field trip” occurs when students leave school grounds for an educational purpose. It is a
student trip for the purpose of curriculum related study (part of the classroom educational
experience), MHSA interscholastic athletics, co-curricular activities, outdoor education, or part
of a school-sponsored club.

Types of field trips include:
* Day field trips
* Recurring field trips (same activity over and over on regular basis, such as a choir or
sports games)
* Field trips with special hazards:
* near water or involving swimming or boating
* in remote locations/hiking
* involving animals (farms, zoos, riding animals, etc.)
* involving outdoor education
* Extended field trips - overnight field trips or out of area (over 50 miles)
* Out of country field trips

Guidelines for day field trips:

Pursuant to Board Policy 2075, building principals have developed procedures for field trips.
Prior to each field trip, the teacher or sponsor will fill out and submit the Field Trip Approval
Form. Students will take home, and must return signed, a Field Trip Consent Form which
describes the field trip and provides general information about the trip. Extracurricular coaches
are not required to fill out a Field Trip Approval Form prior to each out of district event, and
students participating in extracurricular activities with recurring trips must provide only one
Field Trip Consent Form per season.

In addition, each volunteer chaperone will be provided with the District’s Guidelines for
Volunteer Field Trip Chaperones. The supervising staff member will provide each volunteer
with information regarding the activities planned for the trip, expectations for supervising
students, and emergency procedures.

Guidelines for overnight, out-of-state, or out-of-country overnight field trips:
Purpose:

The purpose of overnight, out-of-state or out-of-country field trip needs to be curriculum related,
educationally sound, and improve student achievement.

Page 1
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1. Travel requests must be submitted first to the Principal and then the Superintendent for
approval prior to any planning. The request must be submitted on: Student Field Trip
Request Form 2075F-1 form and supporting documents (defined on form) must be
attached.

2. The proposal/request must have strong support from the building principal, teachers,
parents/guardians, and students.

3. The proposal must include a statement of assurance regarding adequate liability insurance

to protect the School District, School Board Members, chaperones, teachers and students.

The total number of school days missed must be included in the written proposal.

Proposals for overnight, out-of-state or out-of-country overnight field trips should include

financial information, including the cost to the class, club, department or organization,

and the projected cost to the School District and the individual student. Fundraising
drives to defray costs must be pre-approved by the Principal.

6. The specific proposal will include the names and numbers of students, names of
chaperones, the itineraries, and a breakdown of the estimated cost.

7. Following an extended overnight, out-of-state, or out-of-country overnight trip the
instructor and students may be requested to make a presentation at a School Board
meeting upon their return from the field trip.

ok~

Student Responsibilities
Students are expected to be knowledgeable about the rules governing student conduct. Out-of-
state, out-of-country, or overnight trips are considered an extension of the classroom and all rules
pertaining to a school-sponsored activity must be followed.
1. Proposals will include support of all District policy and rules contained in the
respective school handbook.
2. Students and their parent/guardian will read and sign the standard code of conduct to
be reviewed during the pre-trip meetings.
3. At the discretion of the Advisor/Teacher the student's parent/guardian may be required
complete and return to the staff member overseeing the trip, a notarized “Medical
Consent Form”.

Students who violate any school policy during an extended trip may be disciplined,
including, but not limited to, being sent home at the parent/guardian’s expense.

Chaperones

Teachers who are proposing field trips must be familiar with Guidelines and Forms for
Volunteer Field Trips Chaperones (2075F-5) and should review the guidelines with any
volunteers prior to the field trip.

The proposal/request must include the names and numbers of chaperones, (strongly encouraged)
including both male and female chaperone, if the proposal is for a mixed group of students --
staying overnight. If the chaperones are of the same gender, then the proposal/request must
include in the plan the method for supervising students of the opposite gender (i.e. utilizing
chaperones from other School Districts that are attending the event).

Pagez
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District employees serving as chaperones and developing the proposal for the overnight trips will
perform the following duties:
1. Hold a pre-trip meeting with students.
2. Provide detailed written information about the activities of the trip.
3. Provide information on the responsibility and rules to the students.
4. Discuss District policy regarding student conduct while on a school-sponsored activity.
5. Establish a reasonable curfew and enforce strict compliance to this curfew. Periodic
checks must be made to ascertain that the students are following the curfew requirements.
Every effort should be made to have chaperones of both genders when there are male and
female students on the trip. Two adult chaperones are required for all overnight out-of-
state and international trips regardless of the number of students or the gender of the
students. When conducting hotel room checks, assistance will be required from someone
of the same gender as the student(s) in the hotel room.
6. Make periodic checks to ensure strict compliance with all school rules.
7. When appropriate, organize recreational and educational activities for students during
leisure time to maximize the learning and social benefits of the tour.
8. Refrain from using tobacco and consuming alcoholic beverages or drugs while on the
extended trip.

At the discretion of the Superintendent, or Building Principal, non-employee chaperones
may be required to undergo a criminal history check.

Rev.12.21.2012, 2.14.2017
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Helena Public Schools 2080
STUDENT INSTRUCTION

Grading, Progress Reports and Promotion

The administration and professional staff shall establish a system of grading and develop
procedures for reporting academic achievement to students and their parents. The system shall
also determine when promotion and graduation requirements are met. The decision to promote a
student to the next grade level shall be made by the building administration with consideration
given to a variety of educational factors including but not limited to; successful completion of
the curriculum, attendance, and District assessments.

Legal References:

Cross Reference:

Policy History:

Adopted on: 02.28.2012

Revised on:
Reviewed on: 03.05.2024



Helena Public Schools 2085
STUDENT INSTRUCTION

Graduation Requirements

Four (4) units of English,

One (1) unit of American History,

One (1) unit of American Government,

One (1) unit of social science,

Two (2) units of science,

Three (3) units of mathematics,

Two (2) units of health enhancement which must include one and one-half (1.5) units
of physical education and one-half (.5) of health education,

One (1) unit of fine arts,

One (1) unit of career and technical education (Voed),

Seven (7) electives.

A total of 23 credits will meet the requirement for graduation.
Students may directly petition the Superintendent to waive Helena Public Schools' course
requirements that exceed the minimum state requirements for graduation, as outlined in Rule

10.55.905 of the Montana School Accreditation Standards.

The Superintendent may grant waivers based on individual student needs, hardships, aspirations,
and performance levels.

Educational Disruption

If a student who has experienced an educational disruption meets the minimum high school
credit requirement for graduation as established by administrative rules of the Board of Public
Education but will not meet a higher credit requirement established by Board of Trustees, the
District shall award the student a diploma. The District may distinguish the diploma in a
reasonable manner from standard diplomas issued under this policy.

For the purposes of this policy, "educational disruption™ means a disruption experienced during
grades nine through twelve caused by homelessness, involvement in the child welfare system or
juvenile justice system, a medical or mental health crisis, or another event considered a
qualifying educational disruption by the District.

Legal References: 10.55.906, ARM High School Credit
10.55.905, ARM Graduation Requirements
§ 10-1-1402, MCA  Montana Youth Challenge
House Bill 246 Revise education laws to enhance local control and
opportunities for pupils
§ 20-1-101, MCA Definitions (Revised by House Bill 246)



§ 20-3-324, MCA  Powers and duties (Revised by House Bill 246)

8 20-7-118, MCA  Offsite provision of educational services by school
district (Revised by House Bill 246)

8 20-4-101, MCA  System and definitions of teacher andspecialist
certification --student teacher exception (Revised by House Bill 246)

Cross References:

Policy History:

Adopted On:

Revised On: 2.12.1991, 3.9.1993, 3.10.1998, 12.8.1998, 9.10.2002, 2.9.2016, 2.8.2022
Reviewed On:




Helena Public Schools 2090
STUDENT INSTRUCTION
Credit Transfer Assessment for Placement Policy

High School

Requests for transfer of credit or grade placement from any non-accredited, nonpublic school
will be subject to examination and approval before being accepted by the District. The credit
review will be co