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Old Policy #: 6940 

Old Policy Name: Nondiscrimination in School and Classroom Practices 

New Policy #: 103 

New Policy Name: Nondiscrimination in School and Classroom Practices 

 

Administrative Regulation(s) 

The School District Compliance Officer will update legal announcements, the school address 
and phone number in yearly publications of this policy, as needed. 
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Old Policy #: 5330 

Old Policy Name: Course Load 

New Policy #: 107 

New Policy Name: Adoption of Planned Instruction 

 

Administrative Regulation(s) 

In the high school (grades 9-12), a student shall have a minimum course load so that they 
have a maximum of nine study halls in a six-day cycle, and a maximum course load of eight 
(8) units of credit per year plus physical education, unless special permission is granted to 
the student by the principal. 
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Old Policy #: 5120 

Old Policy Name: Library Circulation Records 

New Policy #: 109 

New Policy Name: Resource Materials 

 

Administrative Regulation(s) 

Records relating to the circulation of library materials which contain the names or other 
personally identifying details regarding the users of library materials shall be confidential and 
shall not be made available to anyone except by a court order in a criminal proceeding. 
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Old Policy #: 5400 (page 1 of 8) 

Old Policy Name: Selection of Instructional Materials 

New Policy #: 109 

New Policy Name: Resource Materials 

 

Administrative Regulation(s) 

Philosophy and Goals 
 
The aim of the Central Columbia School District is to provide a quality education for the 
children of the school community and to provide for each student, within fiscal limitations, the 
kind of education which best suits the needs, interests, and abilities. The instructional 
program, and such courses, is one that will enable each student to function effectively and 
responsibly in a changing world.  
 
The primary objective of the school’s library media center is to implement, enrich, and 
support the educational program of the school. It is the duty of the center to provide a wide 
range of materials on all levels of difficulty, with diversity of appeal, and the presentation of 
different points of view.  
 
To this end, the Board of Education of the Central Columbia School District reaffirms the 
statements as set forth in the Library Bill of Rights (June 19, 1939 and amended January 29, 
2019) and asserts that the responsibility of the school media center program is: 
 
To provide materials that will enrich and support the curriculum, taking into consideration the 
varied interests, abilities, and maturity levels of the students served. 
 
To provide materials that will stimulate growth in factual knowledge, literacy appreciation, 
aesthetic values, and ethical standards. 
 
To provide a background of information which will enable students to make intelligent 
judgements in their daily lives.  
 
To provide material of opposing sides of controversial issues so that young citizens may 
develop under guidance the practice of critical analysis of all media. 
 
To provide materials representative of the many religious, ethnic, and cultural groups and 
their contribution to our American heritage.  
 
To place principle above personal opinion and reason above prejudice in selection of 
materials of the highest quality in order to assure a comprehensive collection appropriate for 
the users of the library media center. 
 
Collection Characteristics 
 
Materials are defined as all print, digital, and nonprint resources, including textbooks, used by 
students and faculty in meeting the needs of the pupils who attend the school in which the 
library media center is located. 
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Old Policy #: 5400 (page 2 of 8) 

Old Policy Name: Selection of Instructional Materials 

New Policy #: 109 

New Policy Name: Resource Materials 

 

Administrative Regulation(s) 

Responsibility for Selection of Materials 
 
The Central Columbia Board of Education is legally responsible for all matters relating to the 
operation of the school district. 
 
The responsibility for the selection of instructional materials is delegated to the professionally 
trained personnel employed by the school system. 
 
Procedures for Selection of Materials 
 
The selection of materials is a continuous process which is dependent  
upon the following criteria: 
 
In selecting materials to purchase, the library media specialist evaluates  
the existing collection ad consults with teachers, specialists, from all departments and/or 
grade levels, administrators, students. 
 
The library media specialists are aided in their selection by reputable, unbiased,  
professionally prepared selection tools. Such tools include professional book selection aids, 
basic general lists, current general lists, special bibliographies and current reviewing media. 
 
Additional purchase suggestions come from interlibrary loan, visits to book exhibits and state 
examination centers, examination of bookstore stock, publishers’ samples, and texts and 
courses of study approved for use within the school district.  
 
In coordinating purchasing to ensure the development of a balanced media collection within a 
fixed budget, library media specialists determine priorities among materials to be purchased. 
Evaluation criteria used to determine these priorities include the following:  
 

a. Facts presented should be accurate and up to date. 
b. Information should be logically arranged.  
c. Subject matter should hold the attention of the student.  
d. Format of the material should be attractive and durable.  
e. Illustrations should be pertinent and well executed. 
f. Each medium should meet a real or potential need. 
g. Each medium should exhibit literacy and aesthetic quality. 

 
 
 
 
 



  6 
 

Old Policy #: 5400 (page 3 of 8) 

Old Policy Name: Selection of Instructional Materials 

New Policy #: 109 

New Policy Name: Resource Materials 

 

Administrative Regulation(s) 

Maintenance of Collection 
 
Gifts 
 
The library media specialist welcomes books and other resource materials from individuals 
and organizations, but reserves the right to refuse unsuitable materials.  To be acceptable, 
the materials must be of a quality to meet the standards established for the selection of 
materials in the Central Columbia School District.  It is understood that gift  
collections will be integrated into general collection and do not warrant special housing.  
Library media professionals dispose of gift materials that become out-of-date or worn. 
 
Weeding 
 
Weeding, the process of ridding the collection of out-of-date materials, is done on a continual 
basis.  Items removed from the collection will be those materials that are: 
 

a. Unattractive in appearance 
b. In poor physical condition 
c. Seldom circulated 
d. Outmoded in content, use or accuracy 
e. Mediocre or poor in quality 
f. Duplications with several titles no longer in heavy demand 
g. Of a subject matter or treatment not suitable to the district’s educational program 
h. Textbooks, except single copies that have reference value 
i. Superseded by new or revised editions 
j. Of passing interest at the time of publication 

 
Materials removed from the shelves will be replaced, repaired, rebound, recycled or 
discarded. 
 
Replacing 
 
Worn items and missing items are replaced periodically. 
 
Repairing 
 
Minor repairs will be made to materials in house. Items needing additional repair that are 
valuable to the collection will be replaced. 
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Old Policy #: 5400 (page 4 of 8) 

Old Policy Name: Selection of Instructional Materials 

New Policy #: 109 

New Policy Name: Resource Materials 

 

Administrative Regulation(s) 

Discarding 
 
Materials no longer useful to the collection will be stamped "DISCARDED" over all indications 
of ownership and will be disposed of on school property. 
 
Handling Lost or Damaged Items 
 
Materials lost or damaged beyond repair will be paid for at the current replacement cost.  Out 
of print titles will be replaced with items similar in nature. 
 
Challenged Materials 
 
Occasional objections to a selection will be made by the public, despite the care taken to 
select valuable materials for student and teacher use and the qualifications of persons who 
select the materials. 
 
The principals of the freedom to read and of the professional responsibility of the staff must 
be defended. 
 
Should a complaint be made, the procedure is as follows: 
 

1. Be courteous but make no commitments. 
 
2. Have group or individual fill out "Request for Reconsideration of Library Materials" 

form.  Assure them that this is necessary so that all parties involved will have the 
same information.  Also, allow them to take the form with them to fill out at home. 
 

3. Notify the administration of the criticism. 
 

4. Once the "Request for Reconsideration of Library Materials" form has been received a 
review committee will be appointed and will consist of:  a school board member, the 
assistant superintendent, the building principal, the building library media specialist, 
two members of the building faculty, and a representative of the student body 
(secondary). 
 

5. The committee will review the questioned material and all critical evaluations 
available.  The material will be reconsidered with the specific objections in mind. 
 

6. The report of the Review Committee's decision will be submitted in writing to the 
complainant and the superintendent by the building principal.  The report of the 
committee will be the final action of the Review Committee. 
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Old Policy #: 5400 (page 5 of 8) 

Old Policy Name: Selection of Instructional Materials 

New Policy #: 109 

New Policy Name: Resource Materials 

 

Administrative Regulation(s) 

7. The superintendent will present the findings to the board of school directors.  No 
material will be removed from use until the board has reviewed the report and 
recommends such action. 
 

8. If the decision results in keeping the material in a reserve area, the Library Media 
Center Parent Permission Form will be used.  See Appendix C. 

 
Appendices (These pages will not have the Admin Reg Book Header) 
 

A. Library Bill of Rights 
B. Request for Reconsideration of Materials 
C. Library Media Center Parent Permission Form 
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LIBRARY BILL OF RIGHTS 
(Appendix A) 

 
The American Library Association affirms that all libraries are forums for information and 
ideas, and that the following basic policies should guide their services.  
 

I. Books and other library resources should be provided for the interest, information, 
and enlightenment of all people of the community the library serves. Materials 
should not be excluded because of the origin, background, or views of those 
contributing to their creation. 

 
Libraries should provide materials and information presenting all points of view on current 
and historical issues. Materials should not be proscribed or removed because of partisan or 
doctrinal disapproval. 
 

1. Libraries should challenge censorship in the fulfillment of their responsibility to 
provide information and enlightenment.  

 
2. Libraries should cooperate with all persons and groups concerned with resisting 

abridgment of free expression and free access to ideas. 
 

3. A person’s right to use a library should not be denied or abridged because of 
origin, age, background, or views. 

 
4. Libraries which make exhibit spaces and meeting rooms available to the public 

they serve should make such facilities available on an equitable basis, regardless 
of the beliefs or affiliations of individuals or groups requesting their use.  

 
5. All people, regardless of origin, age, background, or views, possess a right to 

privacy and confidentiality in their library use. Libraries should advocate for, 
educate about, and protect people’s privacy, safeguarding all library use data, 
including personally identifiable information.  

 
Adopted: June 19, 1939, by the ALA Council;  

Amended October 14 1944; June 18, 1948; February 2, 1961;  
June 27, 1967; January 23, 1980; January 29, 2019. 

 
Inclusion of “age” reaffirmed January 23, 1996.  
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CENTRAL COLUMBIA SCHOOL DISTRICT 
(Appendix B) 

 
REQUEST FOR RECONSIDERATION OF LIBRARY MATERIALS 

 
 
Title:               
   Book   Periodical   Audio-Visual   Digital Book 
 
Author:            
 
Publisher:            
 
Request Initiated by:           
 
Representing:  Self   Organization Name:        
 
Address:            
 
Telephone:           
 

1. To what in the work do you object? Please be specific.  Cite pages or frames:     

             

 
2. Did you read the entire work?   If not, what sections?       

             

 

3. What do you feel might be the result of reading, viewing, or listening to this work?   

             

 

4. Have you read any reviews of this material?   If so, cite source and comment.   

             

 

5. What do you believe is the theme or purpose of this work?      

            

             

 

6. Are you familiar with materials selection policy for the district?        
 

7. Have you read the Library Bill of Rights?          
 

8. For what age group would you recommend this work?         
 

9. What would you like your library/school to do about this work? 
   Do not assign/lend it 
  Other (explain)            
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10. What do you suggest should be provided to replace the item in question?     

             

 
Signature:         Date       

CENTRAL COLUMBIA SCHOOL DISTRICT 
(Appendix C) 

 
LIBRARY MEDIA CENTER PARENT PERMISSION FORM 

 
 
Date:       
 
Dear Parent/Guardian: 
 
The resource listed below has been challenged.  The Central Columbia School District 
Review Committee has examined the resource and recommends that it be kept in a reserve 
area. 
 
Your son/daughter wishes to borrow the material listed.  Please indicate whether or not you 
approve.  Sign and return this from. 
 
 
 Title:           
 
 Author:          
 
 
              
                Principal 
 
 
              
                Librarian 
 
 
              
                Building 
 
 
  I grant approval 
 
  I do not grant approval 
 
 
              
  Signature of Parent      Date 

9.  
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Old Policy #: 5410 

Old Policy Name: Procurement of Media 

New Policy #: 109 

New Policy Name: Resource Materials 

 

Administrative Regulation(s) 

Staff requests for media will be submitted to their building principal, Director of Technology 
and Curriculum Coordinator for budgeting and/or ordering.  The administrators will review 
and submit, to the superintendent, their area budget.  Upon approval of the yearly budget, the 
administrator will initiate purchase orders. 
 
  



 13 
 

Old Policy #: 8340 

Old Policy Name: Textbooks Purchase 

New Policy #: 108 

New Policy Name: Adoption of Textbooks 

 

Administrative Regulation(s) 

All school textbooks shall be adopted by the board of school directors at any regular meeting 
between the first day of April and the first day of August following: 
 
Textbooks, so adopted, shall be provided for the use of the schools at the beginning of the 
following school term. 
 
Whenever a new book or series is to be considered for adoption a selection committee 
comprised of professional staff will be formed to study textbooks and subsequently make a 
recommendation to the school principal and curriculum coordinator.  
 
The superintendent shall report in which subjects new textbooks are recommended for 
adoption after receiving the appropriate adoption recommendation from the building principal 
and curriculum coordinator. 
 
Textbooks or equivalent shall be made available for board member and public inspection at 
least 30 days prior to adoption. 
 
No adoption or change of textbooks shall be made without the superintendent’s 
recommendation. 
  
Books supplemental to regularly adopted textbooks may be adopted and purchased for use 
in the schools at any time. 
 
Supplementary books shall be adopted in the same manner as textbooks are required to be 
adopted. 
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Old Policy #: 6345 

Old Policy Name: Gifted Education 

New Policy #: 114 

New Policy Name: Gifted Education 

 

Administrative Regulation(s) 

District representative at GIEP team.  The following staff members shall be authorized to 
serve as the District representative at the GIEP team meetings and to commit the resources 
of the District at such meetings when such staff are knowledgeable about resources available 
for students who are mentally gifted:  Director of Special Education, Principal, and Assistant 
Principal.  The following addition staff members may also serve in the capacity on a case-by-
case basis when such staff are knowledgeable about recourses available for students who 
are mentally gifted and when so designed in writing for a particular meeting by the Director of 
Special Education or by a Principal:  Curriculum Coordinator, School Psychologist. 
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Old Policy #: 5431 (page 1 of 3) 

Old Policy Name: Field Trips 

New Policy #: 121 

New Policy Name: Field Trips 

 

Administrative Regulation(s) 

It shall be the responsibility of the planning teacher to make a formal written request to the 
principal so that the trip may receive prior approval by the Board. 
 
It shall be the responsibility of the teacher-sponsor to develop an instructional plan for each 
field trip and submit same to the principal. 
 
The educational value of well-planned and properly executed field trips shall be anticipated 
and coordinated to the course of study to which it relates. 
 
Students scheduled to take the mandated state assessment test (PSSA) may not participate 
in field trips scheduled during the PSSA testing window. 
 
Requests for overnight field trips within the continental limits of the United States, Alaska and 
Hawaii must be submitted to the district Superintendent via the building principal at least 
forty-five (45) days prior to the overnight field trip and must be approved by the Board at a 
regularly scheduled Board meeting.  The following elements must be included in the written 
request: 
 

1. A clearly stated educational plan, number of students to be involved, number and 
positions of chaperones to be full-time members of this experience, grade levels of 
students, facilities available to the students, dates of the involvement, transportation, 
and planned activities. 
 

2. Costs: 
a. Cost to each student must be stated. 
b. District cost must be stated. 
c. Total cost of the trip must be stated. 
d. Fundraising activities to support the trip must be stated. 

 
Philosophy and purpose of field trips beyond the continental limits of the United States, 
Alaska and Hawaii: 
 

1. One aspect of the school district’s philosophy is to present varied educational 
opportunities.  The district believes it is important to provide a unique opportunity for 
its students to visit foreign countries where they can: 
a. See their heritage from foreign lands. 
b. Mingle with peoples of other countries. 
c. Develop their ability to speak in a foreign language. 
d. Become aware of their own worth as a citizen in acquiring maturity from their travel 

experiences. 
e. Learn how to appraise and appreciate how others live. 
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Old Policy #: 5431 (page 2 of 3) 

Old Policy Name: Field Trips 

New Policy #: 121 

New Policy Name: Field Trips 

 

Administrative Regulation(s) 

f. Acquire everlasting values for themselves. 
g. Observe the world’s greatest masterpieces in art and architecture. 
h. Field trips beyond the continental limits of the United States, Alaska and Hawaii 

shall be limited to experiences which are directly related to the Board approved 
curriculum of the school district. 

 
2. Tour Guidelines: 

a. The tours are to be planned with educational value of prime importance through a 
reliable organization.  Students are to be supervised throughout the tour, and 
professional guides are to provide informative lectures.  Free time is to be at a 
minimum. 

b. The department shall select tours which provide the broadest cultural scope in 
light of the objectives stated in Section 1. 

c. The school district authorizes and is responsible for organizing tours beyond the 
continental limits of the United States, Alaska and Hawaii for students of the 
district. 

d. The respective department supervisor will be the coordinator for tours generated 
for the school district. 

e. The days on which students and teaches are on tour which are regular school 
days will not be considered as days absent from school.  Students will be 
responsible for making up work missed. 

f. Requests for trips beyond the continental United States, Alaska and Hawaii will be 
granted based on the merits of the planning and the educational objectives 
associated with the trip. 

g. Only teachers from the department organizing the trip and/or administrators shall 
serve as chaperones for that trip.  All trips must have a minimum of eight (8) 
students, with the total on a single trip not to exceed forty-five (45).  It is to be 
understood that trips will be cancelled, should the minimum number not be 
reached by October 15 for end-of-year trips, January 15 for Spring recess trips 
and September 15 for Thanksgiving trips.  No chaperone will be responsible for 
chaperoning more than twelve (12) students; whenever twenty (20) or more, 
students will be chaperoned by three (3) staff members.  When a third chaperone 
is required, that chaperone will be a school administrator. 

h. A survey of students interested in the tours as well as an application form to be 
signed by their parents will be secured in the Spring prior to the school year in 
which the tour is to be taken. 

i. A fair and effective screening of students will be made, with primary consideration 
given to students with the highest grade point average. 

j. Parents and students will be required to attend a minimum of one (1) meeting at 
which rules and penalties for conduct on the tour will be clearly stated in writing. 
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Old Policy #: 5431 (page 3 of 3) 

Old Policy Name: Field Trips 

New Policy #: 121 

New Policy Name: Field Trips 

 

Administrative Regulation(s) 

k. An insurance package is available, but is not mandatory if the parents already 
have insurance coverage for this type of travel or prefer to secure their own 
insurance. 

l. A release form exonerating Central Columbia School District and its chaperones 
from responsibility for all damages, loss or mishap will be required. 

m. These tours are to occur during Thanksgiving recess, end of the calendar year 
recess and Spring recess. 

n. A written request for approval of the tour detailing the trip and including itineraries, 
dates, names of students, staff members, and pending Board approval, other 
participants must be submitted to the Board via the district Superintendent no later 
than October 1 for the end of the calendar year recess trips, no later than 
November 1 for Spring recess trips, and no later than June 1 for Thanksgiving 
recess trips. 

o. All trips must be approved by the Board during the regularly scheduled October, 
November, or June meeting of the Board. 

p. Cost for each student and total cost of the tour, including insurance, must be 
stated. 

q. When trips are approved by the Board at a regularly scheduled meeting, the 
parent/legal guardian from that time must make the decision to withdraw his/her 
child(ren) from the approved trip.  The superintendent shall have the authority and 
secretion to cancel any field trip without prior notice if the Superintendent 
determines that canceling the field trip is in the best interest of the health, safety, 
or welfare of the field trip attendees.  By way of example, the Superintendent may 
cancel field trips in response to declared states of emergency, extreme weather 
conditions, terror alerts issued by the U.S. Department of Homeland Security, etc.  
The district will assume no responsibility for any such cancellation. 

r. If a student is withdrawn by the parent/legal guardian after Board approval has 
been granted, the parent/legal guardian accepts all responsibility for any loss of 
deposits. 

s. The school district will not sponsor or support field trips beyond the continental 
limits of the United States, Alaska and Hawaii during the summer recess. 
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Old Policy #: 5720 

Old Policy Name: Chaperones for Bus Trips 

New Policy #: 121 

New Policy Name: Field Trips 

 

Administrative Regulation(s) 

The Central Columbia School District in recognizing its obligation for providing for the safety 
and control of school children while on school approved field trips will require chaperones in 
the following numbers: 
 

a. Kindergarten field trips will require at least one chaperone per class (30 pupils), but 
may in some instances require one chaperone for each five pupils. 

b. Grades 1 through 12 will require at least one chaperone per class (30 pupils), but may 
in some instances require one chaperone for each ten pupils. 

c. More chaperones may be required for field trips involving handicapped children and/or 
other children who may require special attention. 

 
At least one chaperone on each bus must be a responsible, professional staff member and 
will be the person who will make all decisions for providing the safety and control of the 
school children. 
 
Volunteer chaperones may be used and are encouraged by the Board to participate in school 
trips.  It must be understood, however, that they must comply with the rules of the school 
district and that the final decision for providing for the safety and control of the school children 
rests with the professional staff member(s) in charge. 
 
This policy does not necessarily comply with travel of athletic teams where more controlled 
conditions prevail and therefore fewer chaperones may be required. 
 
Athletic teams and other school groups traveling over night or longer will be required to 
comply with the one chaperone for each ten students rule. 
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Old Policy #: 5206 

Old Policy Name: English as a Second Language/Bilingual Program 

New Policy #: 138 

New Policy Name: English as a Second Language/Bilingual Ed Program 

 

Administrative Regulation(s) 

The superintendent or designee, in conjunction with appropriate stakeholders, shall develop 
and disseminate written procedures regarding the ESL program.  The following procedures 
will be listed on the district website. 
 

a. Program goals 
 
b. Student enrollment procedures (i.e., Home Language Survey) 
 
c. Assessment procedures for program entrance, measuring progress in gaining English 

proficiency, and program exiting 
 
d. Accommodations for English Language Learners (ELL) in the classroom 

 
e. List of resources including support agencies and interpreters 
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Old Policy #: 5450 

Old Policy Name: Online Instruction 

New Policy #: 141 

New Policy Name: Online Instruction 

 

Administrative Regulation(s) 

A third-party vendor may be selected and would be responsible for overseeing and reporting 
to the Central Columbia School District all aspects of the Central Columbia Cyber Academy 
student’s educational program, including but not limited to attendance, grading, progress, 
monitoring, and instruction. 
 
The student shall: 

1. Participate in all state and district graduation requirements including, but not limited to, 
assessments, programs of remediation, and graduation projects in accordance with 
district and Pennsylvania state law and regulations. 

2. Complete all assignments, tests and projects required for completion of each course 
of study. 

3. Show evidence of engagement through regular attendance and participation in the 
coursework assigned in accordance with course requirements. 

4. Assume responsibility for communicating with each online teacher. 
5. Schedule and attend monthly meetings with assigned district liaison to monitor 

progress and discuss any concerns. 
6. Arrange to take major or culminating assessments identified by the Instructional 

Planning Team in a proctored setting. 
7. Accept responsibility for the care of district equipment provided and return it promptly 

when requested. 
8. Comply with the district’s Acceptable Use Policy regarding the use of the computer 

and Internet in the home. 
 
The family shall: 

1. Support your child to ensure success in his or her educational program and with the 
requirements and expectations listed above. 

2. Assume responsibility for the cost of repair/replacement of the computer system or 
damaged parts. 

3. Maintain regular contact with the district regarding your child’s progress and accept 
responsibility for contacting the district when any problems or disruptions that impact 
the student’s educational program occur. 

4. Monitor student progress and maintain oversight of your child’s educational program 
and compliance with district policies and guidelines. 

 
Exceptions to the above regulations will be made on a case by case basis including, but not 
limited to recover from an accident, documented medical conditions, and extenuating 
circumstances; however, the administration maintains the right to limit enrollment in the 
Central Columbia Cyber Academy or online coursework as defined by the parameters of this 
policy. 
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Old Policy #: 6100 

Old Policy Name: Evidence of Age 

New Policy #: 200 

New Policy Name: Enrollment of Students 

 

Administrative Regulation(s) 

One of the following instruments shall be used to verify age. 
 
A legal birth certificate. 
 
A Baptismal certificate indicating date of birth, together with a notarized statement from 
parent/guardian attesting to the accuracy of the certificate. 
 
A certified copy of entrance into the United States showing the date of birth of the child along 
with a notarized statement from the parent/guardian. 
 
Such other evidence as an insurance policy, a current passport or previous school record 
showing date of birth of the child, along with a sworn notarized statement form the parent or 
guardian. 
 
If none of the above are available, an affidavit of age sworn by the parent/guardian and 
accompanied by a certificate of age from a public health officer or public school physician, or 
in their absence, a licensed practicing physician in the county. 
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Old Policy #: 6021 

Old Policy Name: Student Residence/Non-Residence/Tuition 

New Policy #: 202 

New Policy Name: Eligibility of Nonresident Students 

 

Administrative Regulation(s) 

Persons completing an Affidavit of Guardianship are required to submit documentation along 
with the statement before the district will accept the child as a student.  Reasonable 
information to substantiate the statement shall include the following: 
 
Signer is a resident of the district 

• Utility bill, or 

• Pennsylvania Department of Transportation identification or driver’s license, or 

• Pennsylvania Department of Transportation vehicle registration, or 

• Copy of State/Federal program enrollment, or 

• Copy of paycheck stub with name and address of employee and employer, 

• And residency affidavit 
 
Signer is supporting the child gratis 

• Copy of completed IRS form transferring tax exemption of child to resident, or  

• Copy of Federal or State tax form which lists child as a dependent of resident, or 

• Copy of completed county form transferring child support payments to resident, or 

• Copy of completed State form notifying Department of Welfare of child’s new 
residence, or 

• Copy of insurance policy/card/statement listing child as eligible for services, or 

• Copy of lease/rental agreement identifying the child as tenant, 

• And residency affidavit. 
 

Signer will assume all personal obligations for the child relative to school requirements sworn 
statement by resident shall be satisfactory evidence thereof. 
 
Signer intends to so keep and support the child continuously and not merely through the 
school term sworn statement by resident shall be satisfactory evidence thereof. 
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Old Policy #: 6310 

Old Policy Name: Notification of Assignment 

New Policy #: 206 

New Policy Name: Assignment Within District 

 

Administrative Regulation(s) 

Assignment of students to teachers and classrooms shall be made on or before August 15 
and distributed to students on or before the first day of school. 
 
  



 24 
 

Old Policy #: 6150 

Old Policy Name: Possession/Use of Asthma Inhalers 

New Policy #: 210.1 

New Policy Name: Possession/Use of Asthma Inhalers/Epi Pen 

 

Administrative Regulation(s) 

To self-administer medication, the student must be able to: 
1. Respond to and visually recognize his/her name. 
2. Identify his/her medication. 
3. Demonstrate the proper technique for self-administering medication. 
4. Sign his/her medication sheet to acknowledge having taken the medication. 
5. Demonstrate a cooperative attitude in all aspects of self-administration. 

 
When an asthma inhaler is initially brought to school by a student, the school nurse shall be 
responsible to complete the following: 

1. Obtain the required written request and statements from the parent/guardian and 
physician, certified registered nurse practitioner or physicians assistant, which shall be 
kept on file in the office of the school nurse. 

2. Review pertinent information with the student and/or parent/guardian, specifically the 
information contained on the statement submitted by the physician, certified registered 
nurse practitioner or physicians assistant. 

3. Determine the student’s ability to self-administer medication and the need for care and 
supervision. 

4. Maintain an individual medication log for all students possessing asthma inhalers. 
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Old Policy #: 5510 (page 1 of 2) 

Old Policy Name: Grading System 

New Policy #: 212 

New Policy Name: Reporting Student Progress 

 

Administrative Regulation(s) 

The formal issuance of grades through symbols on a four marking period basis at the Middle 
School and High School and on a trimester basis in the elementary school, is authorized by 
the Board in order to promote a process of continuous evaluation of student performance, to 
inform the student, parents, and counselor of the student's progress, and to provide a basis 
for bringing about improvement in student performance, where such change seems 
necessary. 
 
Meaningful evaluation shall include consideration of all activities that have occurred during 
the particular evaluation period.  Such activities should include (1) homework, (2) projects, (3) 
reports, (4) class participation, (5) test which shall include unit tests, and (6) attendance.  In 
addition to the above activities, examinations may be administered in each course at the 
conclusion of each semester in courses which offer credit toward high school graduation. 
 
Grading system for the various grade levels are as follows: 
 
High school students are graded on a numerical system in  
all subjects in grades 9-12.  Numerical and equivalent letter grades are as follows: 
 
 A---Excellent, (93-99%) 
 B---Good, (85-92%) 
 C---Average, (77-84%) 
 D---Poor, (70-76%) 
 E---Failing, (Below 70%) 
 
 SA-Satisfactory Achievement According to Ability 
 I-----Incomplete 
 W---Withdrew from course 
 
Middle school students in grades 5-8 are graded on a numerical scale in two categories; 
proficiency and responsibility. 
 
GRADING SCALE 

 
 A---Excellent, (93-99%) 
 B---Good, (85-92%) 
 C---Average, (77-84%) 
 D---Poor, (70-76%) 
 E---Failing, (Below 70%) 
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Old Policy #: 5510 (page 2 of 2) 

Old Policy Name: Grading System 

New Policy #: 212 

New Policy Name: Reporting Student Progress 

 

Administrative Regulation(s) 

 
In the elementary schools, a number scale is used to report academic progress in reading, 
language arts, mathematics, science/health, social studies, art, music, physical education, 
and library/computer.  The grades are as follows: 
 
 4—Advanced 
 3—Proficient 
 2—Basic 
 1—Below Basic 
 
Special development, work habits, and descriptive times under academic areas are items 
which do not become part of the student’s academic record.  They are only intended to give 
parents a better picture of their child's behavior.  These areas are graded as follows:  
 
 S---Shows satisfactory development or better 
 N---Performance below that normally expected 
 
Report cards are prepared and distributed to parents either digitally or on paper four times 
each school year at the Middle School and High School and three times each year at the 
elementary school. 
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Old Policy #: 6621 

Old Policy Name: Parental Conference 

New Policy #: 212 

New Policy Name: Reporting Student Progress 

 

Administrative Regulation(s) 

If the principal deems it appropriate and/or necessary to hold a conference with a student, 
their parent or guardian, and the teacher(s)/counselor in order to better communicate 
progress and/or better serve the student, arrangements will be made to conduct such a 
conference. 
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Old Policy #: 5540 

Old Policy Name: Honor Rolls/Class Rank 

New Policy #:  

New Policy Name:  

 

Administrative Regulation(s) 

The Board authorizes the superintendent or their designee to develop criteria for defining 
honor rolls.  The superintendent may implement uniform publication of honor rolls in the 
school for any or all time periods for which formal grade reporting is done. 
 
Honor students shall be chosen for each graduating class on the basis of individual student 
grades, credits, and honor points and/or criteria established by the National Honor Society. 
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Old Policy #: 5550 

Old Policy Name: Promotion and Retention of Students 

New Policy #: 215 

New Policy Name: Promotion and Retention 

 

Administrative Regulation(s) 

The Board believes that each person is unique and that each student grows at his/her own 
rate, in accordance with ability, environment, and past experience.  All students cannot meet 
the same grade standards. 
 
In the elementary schools, each student shall be placed by the principal at the grade level to 
which each is best adjusted academically, socially, emotionally, chronologically, and 
physically.  The educational program shall provide for the continuous progress of students 
from grade to grade.  A small number of students may benefit from spending two (2) years in 
the same grade. 
 
Students in grades five through eight (5-8) shall satisfactorily complete the prescribed 
program of studies and be recommended for promotion by their teachers.  Promotion in 
grades nine through twelve (9-12) shall be based on units of credit which may be earned by 
successful completion of specific courses. 
 
A student must earn five (5) credits as a freshman to be classified as a sophomore, a total of 
eleven (11) credits to be classified as a junior, and a total of eighteen (18) credits to be 
classified as a senior. 
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Old Policy #: 5552 

Old Policy Name: Acceleration 

New Policy #: 215 

New Policy Name: Promotion and Retention 

 

Administrative Regulation(s) 

The staff shall encourage the individual learner to progress academically to the best of 
his/her ability. 
 
While acceleration ahead of grade should be approached with caution, capable students may 
be so advanced.  The following procedure shall be used to determine acceleration for 
children in grades 1 through 8.  Grades 9 through 12 shall be governed by the regulations 
contained in Chapter Four. 
 

a. The parent shall request acceleration in writing. 
b. The student shall have achieved the ninety-ninth percentile in an individually 

administered achievement test administered during the year prior to acceleration.  
This percentile shall be with respect to local norms. 

c. The student shall have been identified as meeting the requirements of the district’s 
gifted program. 

d. The student shall have maintained an average grade of at least ninety-five percent in 
reading, mathematics, science, English and social studies for two consecutive years 
immediately prior to acceleration. 

e. A multi-disciplinary team meeting shall be held to discuss the recommended 
acceleration. 

f. The student must be recommended for acceleration by the principal and the district 
psychologist following an interview with the student. 
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Old Policy #: 6330 

Old Policy Name: Promotion 

New Policy #: 215 

New Policy Name: Promotion and Retention 

 

Administrative Regulation(s) 

Students shall be promoted, transferred, or retained from grade to grade according to the 
following policy: 
 
Students in grade one through eight shall be promoted, transferred or retained at the 
discretion of the teacher(s) and administrators, but a student shall not be retained in 
one grade for more than two consecutive years. 
 
Promotion in grades nine through twelve shall be by credits earned. 
 

a. to become a Freshman (9th)-Promoted through 8th grade or successfully 
complete a pre-ninth grade summer program previously approved by the high 
school principal 

b. to become a Sophomore (10th) – 5 credits earned 
c. to become a Junior (11th) – 11 credits earned 
d. to become a Senior (12th) – 18 credits earned 
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Old Policy #: 6502 (page 1 of 2) 

Old Policy Name: Collection of Student Records 

New Policy #: 216 

New Policy Name: Student Records 

 

Administrative Regulation(s) 

No information shall be collected from students without either prior informed individual 
consent from the child and parents or representational consent from the board of school 
directors. 
 
A permanent educational record will be maintained for each student who is enrolled in/or a 
resident of the Central Columbia Schools. 
 
Personally identifiable information may be collected. 
 
The school psychologist, school social worker, and school counselors may maintain personal 
and confidential files containing notes, transcripts of interviews, clinical diagnoses, and other 
memory aids for their own personal use in counseling pupils. 
 

a. Any informational that is considered to be the personal property of a professional 
employee such as a counselor, social worker or school psychologist shall be guarded 
by the rules given above in addition to those dictated by professional ethics, or subject 
to special agreements between the professional and individual parents and/or 
students. 
 

Information Requiring Individual Consent 
 

a. Individual consent from students and parents shall be required for collecting 
information relative to personality testing and assessment, a student’s family 
background, other than that required for pupil identification, or miscellaneous data not 
directly relevant for educational purposes. 
 

b. Prior to the requesting of individual consent, parents shall be fully informed, in writing, 
as to the methods by which the information will be collected; the uses to which it will 
be put; the methods by which it will be retained and the person to whom it will be 
available, under what conditions, the location of depositories of records about which a 
respective parent might be concerned, and the titles and addresses of the official of 
the listed record depositories.  If such explanation is impossible or undesirable, the 
reasons shall be presented. 
 

c. In all situations where individual consent is obtained, it shall be in writing. 
 

d. Where individual parental consent is required, the student’s consent shall be obtained 
when they are reasonably competent to understand the nature and consequences of 
the decision. 
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Old Policy #: 6502 (page 2 of 2) 

Old Policy Name: Collection of Student Records 

New Policy #: 216 

New Policy Name: Student Records 

 

Administrative Regulation(s) 

e. The rights accorded to and the consent required of the parent of the student under 
this policy thereafter only be accorded to and required of the eligible student. 

 
Information requiring Representational Consent 
 

a. The board of school directors, the elected representatives of the parents, shall have 
the authority to grant consent for the collection of all permanent educational record 
information, including aptitude and achievement test results, health and medical 
information, and reports of skill and knowledge outcomes in subject matter areas 
currently in the curriculum, and such additional information as is agreed upon by the 
board of school directors and the school administration, provided there is reasonable 
effort to assure prior community knowledge of the intent to engage in such an 
agreement. 

 
b. In situations in which representational consent is sufficient, students and their parents 

shall be informed in advance, by school officials, annually, of the purposes and 
character of the information collected, and shall be given reasonable opportunity by 
the board of school directors to contest the necessity or desirability of the collection 
process or the proposed use of the information.  However, the decision of the board of 
school directors is, subject to higher authority or judicial review, binding on all students 
and parents, whether or not they might individually have consented to the collection. 
 

Information Collected for Non-School Purposes 
 

a. In regard to information which is to be collected for non-school purposes, by school 
personnel or outsiders, the foregoing policies shall be fully applied, with the further 
provision that prior informed consent must be obtained from the appropriate building 
principal, or in the case of the district-wide collection, the superintendent of schools. 

 
b. In cases where the information is to be collected under conditions of anonymity, the 

collecting agency must still obtain the appropriate form of consent.  Procedures for 
regulating the collection of such information shall include the following:  notification to 
students and parents that their participation is voluntary; and careful review of the 
instruments and procedures to be used for any such information collection to 
determine whether the methods and/or inquiries constitute a significant potential 
invasion of privacy, even though the information is to be collected under conditions of 
anonymity. 
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Old Policy #: 6503 

Old Policy Name: Maintenance and Storage of Student Records 

New Policy #: 216 

New Policy Name: Student Records 

 

Administrative Regulation(s) 

The responsible official shall be responsible for insuring that the education records, 
confidentiality rules established under Pa. Code 22, Chapter 341, paragraph 341, 61(b) of 
Title 22, Part XVI, and this Education Records Policy for students are enforced and 
administered.  This official will: 
 

a. Annually notify parents and eligible students of this policy; its procedures, and their 
rights.  The notification shall be in their primary language unless it is not feasible to do 
so; 

 
b. The individual building counselor shall be responsible for record maintenance and 

access, and shall educate the staff concerning maintenance and access procedure 
 

c. All school personnel having access to records including personally identifying 
information shall receive periodic in-service in security emphasis upon privacy rights 
of students and parents. 
 

d. Records shall be kept under lock and key at all times, under the supervision of the 
guidance counselor. 
 
1. Permanent files in building office. 
2. Personally identifiable files in counselor’s office. 
3. Memory aids are individual owners’ responsibility. 
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Old Policy #: 6504 

Old Policy Name: Student Record Access 

New Policy #: 216 

New Policy Name: Student Records 

 

Administrative Regulation(s) 

In situations in which the school is asked by other agencies, institutions, or individuals to 
transmit student information to those parties, stringent precautions are required to protect the 
rights of the student against infringement of privacy, misinterpretation of data, and 
inappropriate use. 
 
Authorized Access Rights 

 
A list of the names and positions of those agents and employers of the LEA who are 
authorized to have access to personally identifiable information shall also be maintained and 
appropriately posted.  These officials may without student/parent consent release or access 
student records.  All other professionals desiring access to a student’s educational record will 
be required to sign the written access record form included in each permanent file, indicating 
specifically the “legitimate educational interest” that they have in seeking this information. 
 
This record which indicates the legitimate interest the parties have in obtaining information 
from the student’s record, may be inspected by the parent of the student or eligible student. 
 
Parent Access Rights 
 
The parent or eligible student or designated representative shall be permitted to inspect and 
review the education record of the student within a reasonable period of time, but in no case 
more than 30 days after a written request has been made.  Requests should be directed to 
the building principal who will arrange a meeting at a mutually agreeable time. 
 
A parent also has the right to request and receive the following: 
 

a. Explanation of information in the student’s education records. 
 
b. Copies of the records will be provided to the parent or eligible student upon request at 

a few not to exceed duplicating costs. 
 

c. A list of the types and location of the student’s education record collected, maintained, 
or utilized by the LEA. 
 

Student Access Rights 
 
An eligible student has the right to access their educational record. 
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Old Policy #: 6505 (page 1 of 3) 

Old Policy Name: Dissemination of Student Information 

New Policy #: 216 

New Policy Name: Student Records 

 

Administrative Regulation(s) 

 
The Central Columbia School District recognizes that it is necessary to protect the rights of a 
student and parents against infringement of privacy, misinterpretation of data, and 
inappropriate use. 
 
Release of Education Information to Educational Officials 
 
The school may, without consent of parents or eligible students release a student’s 
educational record to: 
 

a. Officials of another school or school system in which the student is enrolled or intends 
to enroll.  Records will be mailed to the receiving school upon confirmation of 
legitimate enrollment. 

 
b. Authorized school officials who have been determined by the Central Columbia 

School District to have a legitimate educational interest (a legitimate educational 
interest for an authorized school official means that this official will have 
administrative, supervisory, or instructional duties with regard to the student’s 
educational program). 
 

c. Authorized representatives of the Comptroller General of the United States, Secretary, 
the Commissioner, the Assistant Secretary for Education, or to the appropriate 
officials of the U.S. Department of Education, or the PA Department of Education. 
 

d. State and local officials or authorities to whom information is specifically required to be 
reported or disclosed pursuant to state statute adopted prior to November 19, 1974; or 
 

e. Comply with a judicial order or lawfully issued subpoena, provided the Central 
Columbia School District makes a reasonable effort to notify the parent or the student, 
or the eligible student of the order or subpoena in advance of compliance. 
 

f. Appropriate authorities in a health or safety emergency after consideration of the 
seriousness of the threat, the need for the information to meet the emergency, the 
position of the requesting party to deal with the emergency, and the extent to which 
time is of the essence in meeting the emergency. 
 

g. When a school district in which the student is enrolled or intends to enroll requests the 
release of information, the Central Columbia School District will comply with the 
request within seven working days of receiving the request. 
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Old Policy #: 6505 (page 2 of 3) 

Old Policy Name: Dissemination of Student Information 

New Policy #: 216 

New Policy Name: Student Records 

 

Administrative Regulation(s) 

Release of Educational Information to Others 
 
Written consent will be obtained prior to release of personally identifiable information to any 
party not mentioned above.  Prior to requesting consent, the Central Columbia School District 
will provide the parent or eligible student in writing with the following: (1) a general description 
of the information or record to be released; (2) the form of the release; (3) the reason the 
release was requested; and (4) the party or agency to whom the information will be released. 
 

a. Separate and specific consent shall be required for the release of information in 
personally identifiable information. 

 
b. Under no conditions, except by judicial order or subpoena, shall the school release 

information gathered by any non-school agency which is included in the school record, 
with the exception of birth date. 
 

c. Each matter of request for consent must be handled separately, and no blanket 
permissions for release of information within an extended period of time may be 
solicited except where requests are made for transcripts to be sent to schools of 
higher education for admission. 
 

d. Parental requests for the release of information to other persons or agencies shall be 
complied with, except that when a student reaches the age of eighteen, is no longer 
attending high school, or is married (whether eighteen or not) consent alone must be 
obtained.  This includes the right to deny parental access to records. 
 

Release of Anonymous Information for Outside Research 
 
The school may provide anonymous information from its records for outside research 
purposes without consent where the likelihood of identifying any individual because of unique 
characteristics is negligible, with administrative approval. 
 
Release of Information by Government Mandate 
 

a. In cases in which local, state, or federal governmental agencies mandate the release 
of information on individuals, the principle of informed consent should apply except in 
those cases involving school responsibilities under existing child abuse or neglect 
statutes. 
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Old Policy #: 6505 (page 3 of 3) 

Old Policy Name: Dissemination of Student Information 

New Policy #: 216 

New Policy Name: Student Records 

 

Administrative Regulation(s) 

b. Where identification of individuals is nevertheless legally required, with or without 
consent, written protest shall be made by the superintendent of schools to the 
requesting agency, and parents shall be informed of the specific information which 
has been provided. 
 

c. Parents or eligible students who wish to file complaints with regard to compliance of 
this policy may do so by contacting the district superintendent.  If further appeal is 
necessary, the parent or eligible student may contact the U.S. Department of 
Education or PA Department of Education 
 

Release of Information by Public Notice 
 

Directory information may be disclosed for purposes beneficial to the student or the school 
district only with the approval of the responsible official of the Central Columbia School 
District. 
 
The parent or eligible student has the right to refuse the disclosure of any or all types of 
directory information by giving the school written notice within twenty (20) days of publication 
of the notice.  Parents shall be given notice relative to this right at the beginning of the school 
year. 
 
Directory information that is released may be on either a former student or one currently 
enrolled. 
 
The Central Columbia School District shall give public notice of the categories of personally 
identifiable information which they have designated as directory information.  This notice may 
be accomplished by a mailing to the parent.  Parents or eligible student have the right to 
refuse to permit this designation and/or the release of any or all of this information; however, 
the parent or eligible student must register their protest in writing within 30 days of the public 
notice. 
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Old Policy #: 6506 

Old Policy Name: Destruction of Student Records 

New Policy #: 216 

New Policy Name: Student Records 

 

Administrative Regulation(s) 

The Central Columbia School District will not destroy any or part of an education record or 
personally indefinable information necessary for the education of a student who is enrolled or 
has been enrolled in a program operated by the Central Columbia School District. 
 
Notification of Destruction 
 
The Central Columbia School District will inform the parents of a student when personally 
identifiable information in the records of the student is no longer relevant to and necessary for 
the provision of educational services to the student. 
 
Parent Request for Destruction 
 
Upon the parents’ request, information no longer relevant to and necessary for the provision 
of educational services to the student shall be destroyed.  Only in this situation is the LEA or 
APS required to destroy education records.  Prior to the destruction of this information, the 
parents will receive written notification informing them of their rights to receive a copy of the 
material being destroyed. 
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Old Policy #: 6507 (page 1 of 2) 

Old Policy Name: Amendment of Student Records 

New Policy #: 216 

New Policy Name: Student Records 

 

Administrative Regulation(s) 

Parent Request for Amendment of Records 
 
A parent has the right to request the Central Columbia School District amend information 
contained in education records collected, maintained, or used by the Central Columbia 
School District if they believe it to be inaccurate, misleading, or in violation of the privacy or 
other rights of the student. 

 
Challenging the Validity of Information 
 
Students and their parents may challenge the validity of any information contained in their 
student record by formal written petition to the appropriate building principal.  The principal’s 
decision may be appealed to the superintendent of schools, and the superintendent’s 
decision may be appealed to the board of school directors. 
 

a. Subsequent to the request for an amendment, the Central Columbia School District 
shall decide whether to amend the disputed information within 45 days after the 
receipt of the request to amend. 

 
b. If the Central Columbia School District agrees to amend the disputed information, the 

parent or eligible student shall be notified in writing. 
 

c. If the Central Columbia School District decides not to amend the education records in 
accordance with the request of the parent, the Central Columbia School District shall 
inform the a parent in writing of the refusal, the reason(s) for the refusal, and shall 
provide further notification of their right to request and receive a records review 
hearing. 
 

d. The school board shall hear challenges no later than the second regularly scheduled 
meeting following the date such a challenge is filed, and shall render a judgment at 
the regularly scheduled meeting following such hearing.  Hearing may be closed at the 
request of the student or parents, but judgments shall be rendered in public meetings. 
 

e. A parent and an LEA may meet by mutual agreement, prior to a request for a hearing, 
to consider parental concerns about an educational record. 

 
 
 
 
 
 
 



 41 
 

Old Policy #: 6507 (page 2 of 2) 

Old Policy Name: Amendment of Student Records 

New Policy #: 216 

New Policy Name: Student Records 

 

Administrative Regulation(s) 

Procedures for Requesting Hearing 
 
The following procedures will be followed with then opportunity for a hearing is actualized: 
 

a. The hearing shall be held at a mutually agreed upon time and place within thirty days 
after the Central Columbia School District receives the request for a hearing from the 
parent; 

 
b. The Central Columbia School District shall give written notification to the parent of the 

date, place, and time of the hearing no later than five (5) days in advance of the 
hearing. 
 

c. The hearing will be conducted by any party who does not have a direct interest in the 
outcome of the hearing (this could include an official of the Central Columbia School 
District); 
 

d. The parent/eligible student shall be afforded a full and fair opportunity to present 
evidence relevant to the specific information and reason(s) for requesting that 
information be amended, and may be represented by an individual of their choice, 
including legal counsel; 
 

e. The hearing officer shall render a written decision within 30 days of the conclusion of 
the hearing.  This decision shall be based solely on evidence presented at the hearing 
and include a summary of the evidence and reasons for the decision; 
 

f. If the decision rendered is to amend the education record(s), the Central Columbia 
School District will inform the parent of this in writing; and 
 

g. If the decision rendered is not to amend the education record(s), the Central Columbia 
School District shall inform the parent in writing of their right in the education record 
and/or reasons for disagreeing with it in the actual record.  The parental statement will 
be part of the record and released as such for the duration of the time the record is 
maintained. 
 

h. With respect to both challenges and verifications, parents and students shall be 
assured minimal rights of due process.  Regardless of the outcome of a challenge, the 
student or parents shall have a right to place a statement in the student’s file 
challenging the information in question. 
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Old Policy #: 5560 

Old Policy Name: Graduation Requirements 

New Policy #: 217 

New Policy Name: Graduation 

 

Administrative Regulation(s) 

A requirement for graduation shall be the completion of required assessments, work, and 
studies representing the instructional program assigned to grades 9 through 12, which are 
aligned to established academic standards. 
 
A student who has completed the requirements for graduation shall not be denied a diploma 
as a disciplinary measure but the student may be denied participation in the graduation 
ceremony when personal conduct so warrants.  Such exclusion shall be regarded as a school 
suspension. 
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Old Policy #: 6622 

Old Policy Name: Detention 

New Policy #: 218 

New Policy Name: Student Discipline 

 

Administrative Regulation(s) 

If the principal and/or teacher deems it appropriate, in terms of serving the best 
interest of the student, to require a student to stay after school for a stated period of 
time for a stated purpose, the principal may authorize such detention provided that 
the parent/guardian has received at least one day’s notice. 
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Old Policy #: 6720 

Old Policy Name: Disruption of School 

New Policy #: 218 

New Policy Name: Student Discipline 

 

Administrative Regulation(s) 

No student of the Central Columbia School District shall, by use of passive 
resistance, noise, threat, fear, intimidation, coercion, force, violence, or any other 
form of conduct intentionally cause the disruption of the educational function, mission, 
process of the school to which assigned or any other school in the school district. 
 
No student shall participate or become involved in any of the following activities that 
may serve to disrupt the educational process. 
 

a. Boycotts or walkouts 
 
b. Assault or case personal physical injury 

 

c. Student demonstrations which disrupt classes 
 

d. Use threatening or abusive action 
 

e. Possess or transmit weapons or dangerous instruments 
 

f. Commit theft or damage to school property 
 

g. Any activity which infringes on the rights or freedoms of other students 
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Old Policy #: 6640 (page 1 of 2) 

Old Policy Name: Drug Controlled Substances and Alcoholic Beverages 

New Policy #: 227 

New Policy Name: Controlled Substances/Paraphernalia 

 

Administrative Regulation(s) 

Off-Campus Violation-A student apprehended by law enforcement authorities for the violation 
of the Act or of any Federal Drug Statute, while not subject to the school's jurisdiction, will be 
permitted to continue attending classes but shall be subject to temporary suspension by the 
principal, provided in his opinion the student's presence, because of his actions in school, is 
disrupting to the educational system or detrimental to the welfare or safety of other students. 
 
Possession or Use-A student who, while subject to the school's jurisdiction, possesses or 
uses any controlled substances, alcoholic beverage or any prescription drug other than drugs 
registered in accordance with this policy, shall be temporarily suspended from school and all 
school-related activities for a period of up to two weeks, and shall be placed on probation for 
the remainder of the school year.  During the period of probation, a student may be excluded 
from some or all school related activities, including social functions. 
 
Under the Influence-A student who, while subject to the school’s jurisdiction, is under the 
influence of a controlled substance, alcoholic beverage or any prescription drug other than 
drugs registered in accordance with this policy, shall be temporarily suspended from school 
and all school-related activities for a period of up to two weeks, and shall be placed on 
probation for the remainder of the school year. 
 
Sale or Distribution-A student who, while subject to the school’s jurisdiction, sells or 
distributes, or offers to sell or distribute, any controlled substance, alcoholic beverage, or 
prescription drug, shall be immediately and temporarily suspended pending a hearing. After a 
proper hearing the student may be subject to suspension, expulsion, probation or 
continuation of studies outside the school premises. 
 
Drug Distribution-A student, who, while subject to the school’s jurisdiction, sells or distributes, 
or offers to sell or distribute, any drug other than those mentioned in the preceding section, or 
any other pill, tablet, or capsule of any kind, may be suspended for a period of time to be 
determined by the school board after a proper hearing. 
 
Hearing-The school board or an appropriate officer of the board may appoint a committee for 
the purposes of conducting hearings with regard to any alleged violation of this policy.  
Nothing in this policy shall prevent the school administration from immediately suspending a 
student. 
 
Probation-A student subject to probation under this policy shall continue to attend school, but 
shall be required to observe certain conditions relating to in-school conduct and behavior 
which conditions may include but need not be limited to: 
 

a. Prohibition of association with certain students; 
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b. Prohibition of any further violation of this policy; 
 

c. Prohibition of participation in athletic or social functions 
 

d. Reporting at stated period of appropriate persons for counseling; 
 

e. Attending after school hours disciplinary detention of study hall; 
 

f. Assistant in after school hours maintenance and rehabilitation programs 
 

g. Loss of driving privileges; 
 

h. Placement in alternative education setting; 
 

i. Such other conditions reasonably related to insuring a correction of the misbehavior or 
misconduct for which the probation was imposed. 
 

Violation of any condition of probation by a student, shall after a hearing result in suspension, 
expulsion, more restrictive probation, or continuation of studies outside school premises. 
 
Rehabilitation-In each instance when a student is placed on probation or is suspended, the 
school authorities will endeavor to involve the students in appropriate rehabilitation 
experiences through the student assistance program.  The school will attempt to arrange for 
psychological or social services appropriate to the student's needs.  The school will continue 
to work closely with authorities and institutions, in particular those within the community 
concerned with juveniles, and will seek their advice and assistance in dealing with students 
violating this policy.  The school will make every effort to encourage cooperative action on the 
part of the offender, the parents, school personnel, and agencies mentioned above, in 
planning a program of rehabilitation. 
 
Instruction-Building principals are charged with the responsibility of implementing an 
appropriate, well-organized program of instruction concerning the proper use of medicines 
and the detrimental effects of the misuse of drugs and controlled substances.  The use of a 
drug dog may be used for education, training, and random searches to aid in instruction. 
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The following minimum penalties are prescribed for any student athlete found in violation of 
the prohibited use of anabolic steroids: 
 

1. For a first violation, suspension from school athletics for the remainder of the season. 
2. For a second violation, suspension from school athletics for the remainder of the 

season and for the following season. 
3. For a third violation, permanent suspension from school athletics. 

 
No student shall be eligible to resume participation in school athletics unless a medical 
determination has been submitted, verify that no residual evidence of steroids exists. 
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The board of school directors feels that community band performances are beneficial to both 
the students and the community. 
 
The board realizes that it will not always be possible to present a full band complement 
during the summer vacation months; however, the board, through the administration, 
encourages and requests band members to participate whenever possible. 
 
Procedure for requesting band performances at parades and/or concerts are as follows: 
 

a. All requests for the marching band to participate in local parades and/or concerts are 
to be submitted, in writing, to the senior high school principal. 
 

b. All requests will be considered on a first come basis. 
 

c. All requests will be reviewed with the band director to determine the availability of the 
band. 
 

d. All requesting groups will be notified, in writing, or acceptance or non-acceptance of 
an invitation to perform.  The reason for non-acceptance will be so stated on the 
notice. 

 
e. It is strongly urged that all requests be submitted at least three weeks prior to the 

performance date.  All arrangements require. 
1. Administrative approval; 
2. That the band members be contacted to determine availability; and 
3. Board approval on all trips. 

 
Procedure to be used by the band in requesting permission to travel is as follows: 
 

a. Written request must be submitted to the high school principal as early as possible, 
preferably sixty (60) days in advance and must include: 
1. Name of group sponsoring the event; 
2. Location of the parade or concert; 
3. Travel arrangements; 
4. Itinerary: 

i. Departure time and date 
ii. Return time and date 

5. Housing arrangements; 
6. Meal arrangements; 
7. Cost of the trip; 
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8. Who is responsible for payment 
9. How much personal expense to each band member. 

 
b. Administrative and board approval are required for each trip. 
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The superintendent or designee shall develop procedures for implementing this policy which 
include: 
 

1. Offering counseling services to help students plan their future. 
 
2. Cooperation with community resources to assist students. 

 

3. Development of curriculum for the alternate educational program to which the 
pregnant student may be assigned on her request. 
 

4. Designation of a qualified staff member to act upon the licensed physician’s statement 
regarding the examination and health of a pregnant student. 
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The school board establishes the following guidelines with respect to the taking of 
photographs or video of school students while such students are on school grounds: 
 

a. No person may take photographs or video recordings or school students while such 
school students are on school grounds unless those persons are school personnel, 
employees or contractors of the school district except as otherwise set forth herein. 

 
b. Contractors of the school district shall include photographers or videographers hired 

by the school district or appointed by the school district for the purpose of taking 
photographs or video recordings of school students. 
 

c. Photographs and video recordings shall be permitted to be taken of school students 
while school students are on school grounds in the following circumstances unless 
specifically prohibited, in writing, by the superintendent or a school principal, in which 
case such photographs and video recordings shall be prohibited: 
1. Interscholastic athletic and academic events 

2. Musical, theatrical or other performances 

3. Graduations and other ceremonies, but only to the extent permitted by the 

superintendent or principal in charge of such ceremonies. 

4. As otherwise expressly permitted by the superintendent. 

 

d. Although this policy applies to persons off school premises who are photographing or 
conducting video recordings of students while such students are on school property, 
any person violating this policy while such person is on school property shall be 
deemed to be trespassing and such persons shall not be deemed to have permission 
to be on school property and shall be deemed to have been  prohibited from being 
present upon school property and the superintendent and administration may bring 
such criminal and/or civil action, including the pursuit of injunctive relief, as deemed 
necessary or prudent by the superintendent or administration. 
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The Board prohibits possession of laser pointers and telephone paging devices/beepers by 
students on school property, on buses and other vehicles provided by the district, and at 
school-sponsored activities. 
 
Cellular Phones/Portable Music Players 
 
The Board prohibits use of personal communication devices by students during the school 
day in district buildings, on district property, and while students are attending school-
sponsored activities during the school day, with the following exceptions for the high school 
only: 
 

• High School student are permitted to bring their cellular phones and portable music 
players into the school building. 

• High School students may use cellular phones and portable music players in the 
school building at the following times: until the instructional days begins, in the 
cafeteria or courtyard during their assigned lunch period, and after the instructional 
day ends. 

• Upon entering a classroom, if a student has a cellular phone, the student must place 
the device out on their desk; the device must be turned off and may not be used for 
any reason.  If a student has a portable music player, the device must be turned off 
and put away. 

• Teachers may allow students to use their cellular phones for in-class instructional 
activities. 

• Students are not permitted to use cellular phones or portable music players during 
classes (including study halls) or between classes during the instructional day. 

• Students may use the school telephone near the attendance clerk’s desk in the main 
office to make phone calls during the school day.  Parents/guardians may call the 
school office and leave a message for their child. 

• Students are not permitted to take photographs or record videos on their cellular 
phones. 

• If a teacher sees or hears a student using a cellular phone or portable music player 
during class or between classes, the teacher will confiscate the devise and take it to 
the main office at their earliest convenience.  At that point an administrator will store 
the device and assign an appropriate consequence. 

• If a teacher sees or hears a student using a cellular phone in class during a test or 
quiz, the teacher will give the student a grade of ‘0’ on the test or quiz. 

• After the device has been confiscated, school personnel will not utilize the device for 
any reason. 
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All electronic devices, unless specifically utilized or permitted by the classroom teacher for 
instructional purposes, are banned from classrooms. 
 
Teachers and support personnel may possess cellular telephones; however their use is 
prohibited during scheduled instructional time except during extreme emergency (to call the 
office, the nurse’s office, or 911).  Teachers’ and support personnel electronic devices, 
except those specifically used for instructional purposes, are to be turned off during 
instructional time so as to not disrupt instruction. 
 
The Board prohibits use of cellular telephones that have the capability to take photographs or 
record audio or video during the school day in district buildings, on district property and while 
students are engaged in school-sponsored activities during the school day except where 
otherwise stated in this policy. 
 
In addition, the Board prohibits possession and use by students of any device that provides 
for a wireless, unfiltered connection to the Internet that specifically by-passes the district 
filtering system. 
 
The district shall not be liable for the loss, damage or misuse of any electronic device brought 
to school by a student. 
 
The superintendent or designee shall annually notify students, parents/guardians and staff 
about the district’s electronic device policy by publishing such policy in the student handbook, 
newsletters, posted notices, and other efficient methods. 
 
Exceptions to the prohibitions set forth in this policy may be made for health, safety or 
emergency reasons with prior approval of the building principal or designee, or when use is 
provided for in a student’s individualized education program (IEP).  Violations of this policy by 
a student shall result in disciplinary action as determined by the administration and may 
result in confiscation of the electronic device. 
 
Disciplinary action for violations of this policy by teachers or support personnel will be 
handled in accordance with Board policy and the PA School Code. 
 
Telephone Pagers/Beepers 
 
With prior administrative approval, the telephone paging device/beeper prohibition shall not 
apply in the following cases: 
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• A student who is a member of a volunteer fire company, ambulance or rescue squad. 

• A student who has a need for such device due to the medical condition of an 
immediate family member. 

• Other reasons determined appropriate by the building principal. 
 
Laptop Computers/Personal Digital Assistants 
 
Laptop computers and personal digital assistants (PDAs) brought to school shall be restricted 
to classroom or instructional-related activities.  Students shall comply with the guidelines set 
by the classroom teacher or school officials for the educational use of laptop computers and 
PDAs. 
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Administrative Regulation(s) 

The board will hold an annual academic achievement recognition event in May. 
 
A plaque will be erected in the high school to permanently display the names of those 
students who have been recognized at the academic achievement event. 
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Investigation Procedures 
 

1. A student shall report a complaint of bullying or cyberbullying, orally or in writing, to 
the teachers, building administrator, or counselor. 

 
2. The building administrator will investigate the alleged conduct that occurred. 

 

3. The building administrator may ask assistance from other district employees in the 
investigation process. 
 

4. After the investigation, the building principal or designee shall be notified in writing of 
the complaint and the results of the investigation and shall take corrective action to 
ensure that the conduct ceases. 
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New Policy #: 302 
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Administrative Regulation(s) 

The function of the superintendent follows: 
 
Executive 
 

a. The superintendent of schools shall be the chief administrative officer of the school 
district, responsible to the board of school directors for the total education program for 
citizens of the Central Columbia School District.  As such, shall attend all meetings of 
the board, including the executive sessions. 

 
b. The Pennsylvania School Code, Section 1081, provides that the superintendent “shall 

have a seat on the board of school directors and the right to speak on all matters 
before the board, but not to vote.” 

 
Instructional 
 

a. The superintendent of schools shall be considered as the instructional leader of the 
school system.  Shall provide instructional leadership to the professional staff through 
inservice education, pre- and post-school workshops, dissemination of new 
knowledge on the methods and content of instruction, and the distribution of 
professional literature to the staff. 

 
b. Section 1005 mandates that, “It shall be the duty of each superintendent to see that in 

the district there shall be taught the several branches required by this act, as well as 
such other branches as the board of school directors may require.” 
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To be considered for employment and to finalize contracts, if selected, each employee shall 
do the following: 
 

a. Completed application form, resume, and credentials 
b. Completed Act 34 – Pennsylvania State Police Request for Criminal History Record 

Check 
c. Pennsylvania Child Abuse History Clearance (Act 151) 
d. Completed Act 114 – FBI Federal Criminal History Check 
e. Completed Act 168 – Employment History Review 
f. Completed Act 24 – Arrest/Conviction Report & Certification form 
g. Copy of Pennsylvania teaching certificate 
h. The original cost of the clearances listed in letters b., c., and d., above will be paid by 

the employee.  Those employees serving in a part-time capacity (working less than 20 
hours per week) will be reimbursed for costs after satisfactory service of one full year. 

 
Upon being hired, the employee will be required to complete the following: 
 

a. Employment Eligibility Verification Form (I-9) 
b. Completed physical examination and Tuberculosis test 
c. W-4 Form (Employee’s Withholding Exemption Certificate) 
d. Retirement, insurance, and other forms required 
e. Signed contract 
f. All district employees are responsible to obtain and present clearances to the 

business office consistent with the requirements and timelines of the Child Protective 
Services Law. 

g. Employees shall report to the Superintendent or designee, in writing, within seventy-
two (72) hours of notification, that the employee has been listed as a perpetrator in the 
Statewide database, in accordance with the Child Protective Services Law. 
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Candidates for permanent and long term substitute *employment shall be selected on the 
basis of: (a) application, (b) academic qualifications, (c) state certification, (d) personal 
interview, and (e) teaching experience based on college supervisor and cooperating teacher 
observation, or if presently employed, immediate supervisor observation, (f) recent (e.g. last 
two years) letters of recommendation, and (g) recommendation from the interview team. 
 
*A long-term substitute is one who will be employed ninety or more consecutive 
school days.  There is no guarantee of a permanent position.  Long-term substitutes 
should be rotated. 
 
Applications from teacher candidates will be kept in the district office.  Applications will 
remain active for one year and will be filed by certification area and date.  Candidates can 
continue their active status by calling or writing each year requesting to keep the application 
active. 
 

a. Advertisements for all professional positions will be placed with PSBA. 
 
b. In the event that there are less than five applications on file, an effort will be made to 

acquire additional applications by contact the placement directors of universities and 
colleges. 

 
The principal of the building where a vacant professional position exists will establish an 
interview team to review and evaluate applications in order to select a minimum of five 
candidates to be interviewed according to board policy.  Members of the interviewing team 
must not be a direct relative of the candidate. 
 
The principal will select an interview team.  This team will consist of the principal and at least 
three of the following recommended professional staff members.  Whenever possible, at least 
three team members will be teachers.  Persons leaving the district should not be part of the 
interview team.  In cases where they are the sole building employee in that area, an 
employee in that area from another building should be considered. 
 

a. Elementary School 
1. Assistant Principal 
2. Guidance counselor 
3. Grade group leader for grade or specialty area where vacancy exists 
4. Classroom teacher 
5. Educational co-op or instructional assistant 
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b. Middle School 
1. Assistant Principal 
2. Guidance counselor 
3. Department head 
4. Classroom teacher from team or specialty area where vacancy exists 
5. Educational co-op or instructional assistant 

 
c. High School 

1. Assistant Principal 
2. Guidance counselor 
3. Department head 
4. Classroom teacher from department or specialty area where vacancy exists 
5. Educational co-op or instructional assistant 

 
Teacher evaluations will be conducted as follows: 
 

a. All applications will be reviewed by members of the interviewing team. 
 
b. A minimum of five applicants will be selected for interviews by the team. 

 

c. Candidates who have accepted an invitation to interview will be evaluated using 
questions developed by the interview team.  The list of questions will be pre-approved 
by the superintendent.  All interview candidates will take part in teaching a lesson in a 
classroom before the interview team.  The interview process will include both phases. 
 

d. The top three candidates ranked in order of committee preference shall be submitted 
to the superintendent along with all of the appropriate written documentation.  The 
superintendent shall, after consultation with the respective administrator, have the 
final authority to accept and/or reject the committee’s recommendation and may/may 
not submit any name to the board for its consideration.  The superintendent’s decision 
to submit or not submit a candidate to the board shall be accompanied by the 
appropriate documentation. 
 

e. The superintendent will submit the name of the successful candidate to the board for 
appointment and make available the candidate’s credentials for the board’s 
inspection. 

 
f. A candidate is then appointed by a majority vote from the board. 

 

g. As a professional courtesy, all interviewees will be notified in writing of the search 
results. 
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In the event that a professional vacancy exists and the next regular board meeting is not 
scheduled until after school begins, then the superintendent has the authority to hire an 
applicant on a temporary appointment until the board can take action on the appointment.  
Should the board not accept the candidate appointed by the superintendent, the person will 
receive salary for the days worked. 
 
The superintendent may make a temporary appointment when an emergency occurs such as 
death of a staff member, sudden long term illness, commencing maternity leave earlier than 
expected, etc., based on the applications in the file. 
 
Candidates for employment will be selected on the basis of: 
 
a. Application 
 
b. Training background 
 
c. Experience record 
 
d. Personal interviews 
 
e. Ability 
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A prospective substitute teacher shall furnish: 
 

a. Completed application form, resume, and credentials 
b. Completed Act 34 – PA State Police Request for Criminal History Record Check 
c. Pennsylvania Child Abuse History Clearance (Act 151) 
d. Completed 114 – FBI Federal Criminal History Check 
e. Completed Act 168 – Employment History Review 
f. Act 24 – Arrest/Conviction Report & Certification form 
g. Copy of Pennsylvania Teaching Certificate 
h. Employment Eligibility Verification form – (I-9) 
i. Completed Physical Examination and Tuberculosis test 
j. Employee’s Withholding Exemption Certificate Form – (W-4) 

 
District administrators will monitor substitute teachers by requiring substitute teachers and 
classroom teachers to complete substitute teacher reports after each period of substitution.  
District administrators will observe substitute teachers. 
 
With continuity and quality of instruction in mind, building principals will rotate calling 
substitute teachers by the numbered list to provide equal opportunity for all.  Substitutes 
should be available between the hours of 6 and 7:30a.m. each day school is in session.  The 
school’s inability to reach a substitute by telephone will be considered a refusal of 
employment for that day. 
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Substitute professionals are subject to the following guidelines and are classified into the 
following categories for purposes of remuneration and/or fringe benefits: 
 
Compensation 
 

1. Day-to-Day Substitute:  One who is called to substitute by the day or for a period of 
less than or equal to 30 consecutive school days for the same professional staff 
member. 
a. The salary remuneration will be $80 per day. 
b. Persons holding an LPN or RN certificate and substitute for a school nurse will 

receive $100 per day. 
c. There will be no fringe benefits awarded. 

 
2. Thirty-one (31) School Days through Eighty-nine (89) Days Substitute:  One who is 

called to substitute for a period of more than or equal to 31 consecutive school days, 
but less than or equal to 89 consecutive school days, for the same professional staff 
member. 
a. The salary remuneration will be $85 per day. 
b. There will be no fringe benefits awarded. 

 
3. More than Thirty (30) School Days as a Day-to-Day Substitute:  One who is called to 

substitute for a period of more than or equal to 31 school days. 
a. The salary remuneration will be $85 per day. 
b. There will be no fringe benefits awarded. 

 
4. Regular Substitute:  One who is appointed annually by the School Board to serve a 

specific non-consecutive placement at least 70 days but not to exceed 140 days. 
a. The salary remuneration will be $100 per day. 
b. There will be no fringe benefits awarded. 

 
5. Ninety (90) School Days to a Full Year Substitute:  One who is called to substitute for 

a period of 90 or more continuous school days during the course of one academic 
year. 
a. The salary remuneration will be at a per diem rate equal to the rate prescribed in 

the CBA, given the appropriate step to which the employee is entitled. 
b. Fringe benefits will be as included in the CBA in effect at the time. 
c. The long-term substitute would be eligible to be included in the Bargaining Unit. 
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Extensions 
 
If a substitute professional’s retention is extended beyond an initial or a previously extended 
retention, the pay rate of that substitute professional for the extended retention period shall 
be increased, from the date of the extension forward and not retroactively, to the rate 
applicable to the category of retention for the time period which is equal to the continuous 
substitute service provided by the substitute prior to the extension, plus the time period 
during which said substitute’s retention is extended without lapse of service.  Benefits will be 
prorated. 
 
Payroll Deductions 
 
The following payroll deductions will be taken from all substitute employees pay regardless of 
classification: 
 

a. Federal Income Tax 
b. Social Security (FICA) 
c. Earned Income Tax 
d. State Income Tax 
e. Pennsylvania Employee Retirement must be deducted if an employee will work more 

than 80 days in one (1) or more state institutions during any one (1) fiscal year. 
f. Occupational Privilege Tax 
g. Unemployment Compensation Tax 
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Administrative Regulation(s) 

The Central Columbia School Board recognizes that there are cases when personnel must 
be transferred, in addition to those who have requested transfers.  The following guidelines 
are established so that optimum assurance of fair treatment may be provided to employees 
involved.  Factors to be considered as having bearing on such transfer are: 
 

a. Program change 
 
b. Change in enrollment 

 

c. Court mandate 
 

d. Student achievement data 
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It shall be the responsibility of the superintendent to provide orientation for each administrator 
given a new assignment. 
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New Policy #: 309 
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Administrative Regulation(s) 

Professional personnel shall be assigned by the superintendent on the basis of training, 
competence, experience and the best interests of the school system. 
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New Policy Name: Evaluation of Employees 
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Evaluation of employees is a management function and shall be the duty and the 
responsibility of the administration. 
 
The purpose of supervision and evaluation of teachers is for the improvement of instruction 
and continuing employment by the district. 
 
The ultimate criterion for determining the effectiveness of a teacher shall be the effect that 
the teacher has on the progress of his students. 
 
Since the traits which are considered as prerequisites to effective teaching will be difficult to 
measure objectively, a major part of the evaluation process must be done on the basis of 
subjective judgement. 
 

a. All monitoring or observation of the work performance of an employee shall be 
conducted openly and with full knowledge of the employee.  Although unannounced 
classroom visitations will be used the majority of time. 

 
b. Employee shall be offered the opportunity to review with the individual making a 

written report of the observation the content thereof and to append, and sign their 
comments with respect to such contents.  They may also submit any supporting 
documents they wish. 
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Administrative Regulation(s) 

Any employee shall be allowed to review their personnel record file in the personnel office in 
accordance with the following conditions: 
 

1. Only one (1) review shall be allowed in a given school year, unless extenuating 
circumstances may justify otherwise. 

 
2. The superintendent or designee shall be present for all approved reviews. 

 

3. Requests for reviews shall be submitted only for times when the personnel office is 
regularly open. 
 

4. All review requests shall be filed at least ten (10) working days before the first 
requested date. 
 

5. A request shall be filed for such review at the personnel office on the request form 
provided, and supply such information as: 
a. A date and hour for the review, and an alternate date and hour in case the first 

date can’t be granted. 

b. List of items desired for review. 

c. Reason(s) for the review. 

 

6. The superintendent or designee shall respond to each review request form showing 
approval, rejection, and/or remarks at least five (5) working days prior to the earliest 
review date requested. 
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Old Policy #: 1220 

Old Policy Name: Content of Personnel Files 

New Policy #: 324 

New Policy Name: Personnel Files 

 

Administrative Regulation(s) 

A personnel record file shall be maintained in the district personnel office for each district 
employee and shall contain such items as: 
 

a. Application for employment with State Police Clearance (Act 34), FBI, and/or 
Department of Welfare (Act 151) Clearance 

b. Wage or salary information 
c. Notices of commendations 
d. Warnings or disciplines 
e. Authorization for a deduction or withholding of pay 
f. Fringe benefit information 
g. Leave records 
h. Employment history with the school district, including salary information, job title, 

dates of changes, retirement record, attendance records and records performance 
evaluations. 

 
A separate confidential personnel record file shall contain such material as: 
 

a. Physical Exam and medical records 
b. Letters of reference 
c. Documents being prepared for use in civil, criminal, or grievance procedures 
d. Information available to the employee under “The Fair Credit Reporting Act” 
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Old Policy #: 2204 

Old Policy Name: Administrative Personnel – Wage and Salary 

New Policy #: 328 

New Policy Name: Compensation Plans/Salary Schedules 

 

Administrative Regulation(s) 

For purposes of this policy, school administrators shall be defined as any employee of the 
school district below the rank of superintendent or assistant superintendent, but including the 
rank of first level supervisor, who by virtue of assigned duties is not in a bargaining unit of 
public employees as created under Act 195 (Public Employee Relations Act).  This definition 
shall apply to all principals, director of special education/school psychologist, curriculum 
coordinator, business administrator, supervisor of technology, food service director, 
supervisor of buildings and grounds, and supervisor of transportation shall be included under 
the administrative compensation plan. 
 
The plan shall include: 
 

a. A description of the program for determining administrative salaries, 
b. Salary amounts and/or salary schedules or scales, 
c. A list of fringe benefits to be provided to administrators. 
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Old Policy #: 3701 (page 1 or 2) 

Old Policy Name: Payment of Co-Curricular Salaries 

New Policy #: 328 

New Policy Name: Compensation Plans/Salary Schedules 

 

Administrative Regulation(s) 

Co-curricular salaries are divided into two (2) categories:  (1) scholastic sports, and (2) clubs.  
Salaries for scholastic sports will be paid either by one lump sum payment at the end of the 
season, or by two equal payments.  If two equal payments are elected, the first would be paid 
at approximately mid-season, the second at the completion of the season.  Each coach will 
be responsible for notifying the business manager, by payroll voucher, of his/her preference 
for payment.  If no notification is received at least two (2) weeks prior to the scheduled pay 
period, it will be paid at the end of each sport season. 
 
In most cases, the end of the club activity period is at the end of the school year, therefore, a 
lump sum payment will be made at this time. 
 
Scholastic sports payments will be made as follows: 
 

a. Fall Sports: 
1. The first partial payment, if applied for, will be made on the last payroll period in 

September. 
2. The final payment will be made on the second payroll period in November. 
3. The single lump sum payment, if elected, will be made on the second payroll 

period in November. 
 

b. Winter Sports: 
1. The first partial payment, if applied for, will be made on the second payroll period 

in December. 
2. The final payment will be made on the first payroll period in March. 
3. The single lump sum payment, if elected, will be made on the first payroll period in 

March. 
 

c. Spring Sports 
1. The first partial payment, if applied for, will be paid on the second pay period in 

April. 
2. The final payment will be made on the first payroll period in June. 
3. The single lump sum payment, if elected, will be made on the first payroll period in 

June. 
 

d. JH Girls Basketball 
1. The first partial payment, if applied for, will be paid on the second payroll period in 

November. 
2. The final payment will be made on the second payroll period in December. 
3. The single lump sum payment, if elected, will be made on the second payroll in 

December. 
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Old Policy #: 3701 (page 2 or 2) 

Old Policy Name: Payment of Co-Curricular Salaries 

New Policy #: 328 

New Policy Name: Compensation Plans/Salary Schedules 

 

Administrative Regulation(s) 

Scholastic Sports payments will not be made until all equipment has been returned to the 
School District and the Director of Co-Curricular Activities and Head Coach have had their 
end of season meeting and evaluation.  If this occurs after the above payroll period, the pay 
will be applied to the next payroll period after the meeting.  The Director of Co-Curricular 
Activities will affirm to the Business Office when requirements have been met. 
 
Club payments will be made as follows: 
 
Payment for club activities will be made as a lump sum payment at the end of the activity. 
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Old Policy #: 1100 

Old Policy Name: Sick Leave 

New Policy #: 334 

New Policy Name: Sick Leave 

 

Administrative Regulation(s) 

A sick leave shall commence when the employee, or agent of the employee is sufficiently 
disabled, reports the absence.  A sick leave day, once commenced, may be reinstated as a 
working day only with the approval of the superintendent or designee. 
 
Proof of Sick Leave/Disability 
 
An employee absent for three (3) or more consecutive school days shall be required to 
submit a physician’s statement. 
 
The superintendent may request documentation of illness for less than three (3) consecutive 
days after providing a written notification as such to any employee. 
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Old Policy #: 1110 

Old Policy Name: Accidents and Injuries 

New Policy #: 347 

New Policy Name: Worker’s Compensation Transitional Return-to-Work Program 

 

Administrative Regulation(s) 

Any employee who is injured while working on school premises must make a report of the 
accident if they wish to be eligible for Worker’s Compensation.  This report should be made in 
the business office within twenty-four (24) hours after the accident.  If the injured employee is 
unable to report the accident, assistance should be sought of another employee in order to 
make the required report on their behalf. 
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Old Policy #: 1360 (page 1 of 5) 

Old Policy Name: Employee Drug and Alcohol Policy  

New Policy #: 351 

New Policy Name: Drug and Substance Abuse 

 

Administrative Regulation(s) 

Central Columbia School District is committed to programs that promote safety in the 
workplace and employee health and well-being.  Consistent with the spirit and intent of this 
commitment, CCSD has developed this policy statement. 
 
Employee involvement with drugs and alcohol can adversely affect job performance and 
employee morale, undermine public confidence, and, most importantly, jeopardize the safety 
of students, fellow employees and the public. Such involvement is particularly unacceptable 
in an environment such as ours.  Our goal, therefore, and the purpose of this policy, is to 
establish and maintain a safe workplace and a healthy and efficient workforce free from the 
effects of drug and alcohol abuse. 
 
CCSD recognizes that alcohol and drug addiction are problems that can be successfully 
overcome.  Therefore, an employee who acknowledges a drug/alcohol problem and who 
requests help in an alcohol or drug rehabilitation program approved by CCSD will not have 
his or her job security jeopardized as a result of the request, provided that the employee 
comes forward voluntarily, prior to being requested to submit to a test, subject to the policies 
set forth below.  Furthermore, employees who avail themselves of counseling or treatment 
will not be exempt from rules, policies or procedures relating to work performance standards.  
Payment for an employee’s participation in an alcoholism or drug addiction program will be 
the responsibility of the employee and/or their benefit package, not of CCSD. 
 
Rules Regarding Drugs and Alcohol 
 

a. The use, possession, sale, distribution, storage or dispensation of alcohol or of 
controlled or illegal drugs by employees while on CCSD property, during working 
hours (including lunch and other breaks), or otherwise while on CCSD business is 
strictly prohibited and will be cause for immediate discharge.  The exception would be 
the possession of prescription medicine specifically prescribed to the employee.  
Illegal substances will be confiscated and the appropriate law enforcement agencies 
notified. 

 
b. Employees may not report for duty under the influence of: 

1. Marijuana 

2. Alcohol 

3. Any other controlled or illegal substance 

4. Any other substance, including over-the-counter medication and medication 

prescribed by a doctor, that may in any way adversely affect alertness, 

coordination, reaction, response or safety (“other intoxicants”).  Employees who 

take over-the-counter or prescribed medications are responsible to report to their 

supervisors the use of medication likely to impair their ability to do their jobs. 
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Old Policy #: 1360 (page 2 of 5) 

Old Policy Name: Employee Drug and Alcohol Policy 

New Policy #: 351 

New Policy Name: Drug and Substance Abuse 

 

Administrative Regulation(s) 

Violations may be cause for immediate discharge and will be treated on a case-to-
case basis. 

 
Testing for Drugs/Alcohol in System 
 
An employee who engages in conduct which raises a reasonable suspicion that the 
employee is under the influence of alcohol and/or illegal drugs and/or other intoxicants, will 
be required to submit to drug and alcohol testing, and thus will be required to provide a urine, 
blood and/or Breathalyzer sample. 
 

a. An employee who refuses to be tested will be subject to severe disciplinary action up 
to and including discharge for insubordination. 

 
b. An employee found to have a blood-alcohol concentration of .04% or more (or its 

equivalent as determined by a diagnostic test such as a Breathalyzer) will be 
considered “under the influence” for purposes of this policy and will be subject to 
severe disciplinary action up to and including immediate discharge on the first offense.  
An employee found to have detectable concentration of marijuana or its metabolites 
(above 50 nanograms) in his or her system will be considered “under the influence” for 
purposes of this policy and will be subject to severe disciplinary action up to and 
including immediate discharge on the first offense.  An employee found to have a 
detectable concentration (in excess of a level that would result in a likelihood of false 
positive test results in greater than 2% of test results) of any intoxicant or illegal drug 
other than marijuana or alcohol in his or her system, including opiates (e.g. heroin, 
morphine, codeine, methadone), cocaine, cannabinods (e.g. marijuana, hashish), 
amphetamines, barbiturates, other narcotics and hallucinogens (e.g. phencyclidine-
PCP, methaqualone-quaalude, peyote-LSD), benzodiazepines (e.g. valium, librium) 
will be considered “under the influence” for the purposes of this policy and will be 
subject to severe disciplinary action up to and including immediate discharge on the 
first offense. 

 
Reasonable suspicion that an employee is in violation of this policy will be based upon 
specific supervisory observances of the employee while on CCSD property or on CCSD 
business which indicate unusual, unexplained, or significant deterioration in appearance or 
work habits.  If possible and reasonable, the supervisor should have the observation 
confirmed by another person in a supervisory role.  Such observable signs might include, but 
are not limited to, the following: 
 

a. Significant changes in normal activity level (hyperactive or lethargic) 
b. Significant, unexplained deterioration in employee’s past satisfactory attendance 

record, appearance or work habits 
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Old Policy #: 1360 (page 3 of 5) 

Old Policy Name: Employee Drug and Alcohol Policy 

New Policy #: 351 

New Policy Name: Drug and Substance Abuse 

 

Administrative Regulation(s) 

c. Glassy, red or blood-shot eyes 
d. Slurred speech or unusually rapid or slow speech 
e. Unsteady, staggering gait 
f. Loss of coordination 
g. Disoriented or bizarre behavior 
h. Smell of alcohol on employee’s breath or person 
i. Smell of marijuana on employee’s person 
j. Unexplained inability to concentrate 
k. Dilated pupils 
l. Unusual restlessness 
m. Drowsiness 
n. Hallucinations 
o. The employee’s involvement in a work-related accident or injury that appears to result 

from the employee’s lack of attention or coordination, gross negligence, or where the 
accident or injury is otherwise inexplicable. 

p. Observed use, possession or sale of illegal drugs and/or use, possession, sale or 
abuse of alcohol and/or illegal use or sale prescription drugs. 

q. Apparent physical state of impairment of motor functions. 
r. Marked changes in personal behavior not attributable to other factors. 
s. Violations of criminal drug law statutes involving the use or possession of illegal drugs, 

alcohol or prescription drugs and/or violations of drug statues. 
 
Procedures for Drug and Alcohol Testing 
 

a. Employee is informed of the reason that (s)he is being required to submit to drug and 
alcohol testing.  The employee will be required to follow all instructions and 
procedures established by the collection site to identify the employee, establish proper 
chain of custody, and preserve the integrity of the sample. 

 
b. At the expense of CCSD, employee is transported to and registers at a certified 

collection site.  Arrangements will be made with the collection site so that its personnel 
will take reasonable steps to protect the privacy of the employee, consistent with the 
requirement that the collection site maintain the integrity of the sample. 

 
c. Employee signs a consent form.  A copy of the signed and witnessed consent form 

must be given to the certified collection site for their medical records. 
 

d. Employee’s urine and/or blood and/or Breathalyzer samples are taken at the certified 
collection site.  The testing process will only test for the following drugs: 
1. Opiates (e.g. heroin, morphine, codeine, methadone) 

2. Cocaine 
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Old Policy #: 1360 (page 4 of 5) 

Old Policy Name: Employee Drug and Alcohol Policy 

New Policy #: 351 

New Policy Name: Drug and Substance Abuse 

 

Administrative Regulation(s) 

3. Cannabinods (e.g. marijuana, hashish) 

4. Amphetamines 

5. Barbiturates 

6. Other narcotics and hallucinogens (e.g. phencyclidine-PCP, methaqualone-

Quaalude, peyote-LSD) 

The testing also test for alcohol. 
 

e. At the expense of CCSD, employee is transported home. 
 
f. If an initial drug-screening test indicates positive findings, a confirmatory test, such as 

gas chromatography/mass spectrometry, will be conducted. 
 

g. The employee will not be permitted to return to work until the results of the tests are 
known by CCSD and provided the results are negative.  No employee will be charged 
with leave of any type missed based on a negative test result. 

 
Other Rules 
 

a. Searches 
CCSD reserves the right to carry out, for cause, reasonable searches of employees 
and their property, including, but not limited to, lockers, lunch boxes, and other 
packages or containers of any kind brought onto or off of CCSD property, that might 
conceal alcohol or illegal drugs.  An employee who refuses to submit immediately to 
such a search shall be subject to immediate discharge on the first offense. 
 

b. Drug Paraphernalia 
Employees are prohibited from bringing drug paraphernalia onto CCSD property at 
any time.  An employee who possesses or distributes such paraphernalia while on 
CCSD property shall be subject to disciplinary action, up to and including discharge. 

 
c. Reporting Violations 

It is each employee’s responsibility to immediately report unsafe working conditions or 
hazardous activities that may jeopardize his or her safety or the safety of fellow 
employees or the public.  This responsibility includes the responsibility to make an 
immediate report if an employee observes another employee working in an unsafe 
manner.  An employee who fails to report such violation is subject to disciplinary 
action, up to and including discharge. 

 
d. Job Applicants 

Applicants for employment with CCSD may be given blood, urine, or other diagnostic  
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Old Policy #: 1360 (page 5 of 5) 

Old Policy Name: Employee Drug and Alcohol Policy 

New Policy #: 351 

New Policy Name: Drug and Substance Abuse 

 

Administrative Regulation(s) 

tests to detect alcohol and/or drugs (or drug metabolites) in their systems.  Refusal to 
submit to a test shall result in denial of employment. 
 
1. Alcohol 

If an applicant tests positive for the current use of alcohol and medical evidence 
indicates that such alcohol use may be potential safety risk or is at a level that may 
impair job performance, the applicant will not be offered a position.  The level must 
be such that it would not result in a likelihood of false positive test resulting in 
greater than 2% of test results. 

 
2. Illegal Drugs 

If an applicant tests positive for an illegal drug, employment may be denied.  The 
level must be such that it would not result in a likelihood of false positive test 
resulting in greater than 2% of test results. 

 
3. Legal Drugs 

If an applicant tests positive for the use of a legal, mood-altering drug, the 
applicant may be required to offer proof that the drug has been prescribed by a 
physician.  If the applicant is unable to provide such proof, employment may be 
denied.  Employment may also be denied, in accordance with applicable disability 
laws, where future or continued use of the drug poses a potential safety risk or 
would impair work performance.  The level must be such that it would not result in 
a likelihood of false position test resulting in greater than 2% of test results. 

 
e. Re-employment/Re-entry into Workforce 

Consistent with applicable disability and family and medical leave laws, an individual 
who for any reason has not performed work for CCSD for a period exceeding ninety 
(90) days, will, for purposes of this policy, be treated as an applicant for employment. 

 
f. “CCSD” Property Defined 

For purposes of this policy, the term “CCSD property” shall include but not be limited 
to all land, buildings, structures, parking lots, equipment and means of transportation 
owned by, contracted by, or leased to CCSD. 

 
g. Progressive Discipline Not Applicable 

The discipline to be imposed for violations of the Drug and Alcohol Policy shall be 
governed solely by the provisions set forth herein.  The principle of progressive 
discipline may not be applicable to violations of the Drug and Alcohol Policy. 

 
h. The board will provide the necessary training for supervisors and administrators to 

determine “reasonable suspicion”.  
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Old Policy #: 4410 

Old Policy Name: Retirement 

New Policy #:  

New Policy Name:  

 

Administrative Regulation(s) 

Retirement policies and procedures shall be in accordance with statues establishing and 
empowering the function of the Pennsylvania Public Employees Retirement System. 
 
Under provisions of the Pennsylvania Public Employees Retirement Board, all hourly 
employees who service five (500) hundred hours or more per year shall be members of the 
Pennsylvania Employees’ Retirement System and shall contribute to Social Security.  Part-
time employees must contribute to Social Security. 
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Old Policy #: 8320 

Old Policy Name: Purchases Subject to Bid/Quotation 

New Policy #: 610 

New Policy Name: Purchase Subject to Bid/Quotation 

 

Administrative Regulation(s) 

Price Quotations 
 
Unless exempt by law, at least three (3) written or telephonic price quotations shall be 
requested by the Board for: 
 

a. Furniture, equipment, school supplies and appliances having a cost in the base 
amount range for price quotations published most recently in the Pennsylvania 
Bulletin. 

 
b. All contracts for construction, reconstruction, repairs, maintenance or work on any 

school building or property, having a total cost or value in the base amount range for 
price quotations published most recently in the Pennsylvania Bulletin. 

 
A written record of telephonic price quotations shall be made and shall contain at least the 
date of the quotation, the name of the vendor and the vendor’s representative, the supplies 
which were the subject of the quotation and the price of the supplies.  Written price 
quotations, written records of telephonic price quotations and memoranda shall be retained 
for a period of three years. 
 
If it is not possible to obtain three (3) quotations, a memorandum must be kept on file 
showing that fewer than three (3) qualified vendors exist in the market area. 
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Old Policy #: 8310 

Old Policy Name: Purchases Budgeted 

New Policy #: 611 

New Policy Name: Purchases Budgeted 

 

Administrative Regulation(s) 

All items that are purchased for the school district must be processed on the approved school 
district purchase order form and approved by the respective principals, before order is placed 
with the business office. 
 
Methods of processing all requisitions, purchase orders, invoices, and board authorization for 
the payment of invoices shall be developed by the Business Administrator with the approval 
of the Superintendent. 
 
Employees who place orders without authorization from the principal, Business Administrator, 
or Superintendent may be liable for the cost of the items so ordered. 
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Old Policy #: 1050 

Old Policy Name: 403(b) Tax Sheltered Annuities 

New Policy #: 615 

New Policy Name: Payroll Deductions 

 

Administrative Regulation(s) 

Employees may elect to purchase tax sheltered annuities from the following companies 
through payroll deductions: 
 

a. Ameriprise Financial, Inc. 
b. Horace Mann Life Insurance Company 
c. ING Reliastar Life Insurance 
d. Kades-Margoles Corporation 
e. Lincoln Investment Planning, Inc. 
f. Security Benefit Group of Companies 
g. Valic 
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Old Policy #: 1051 

Old Policy Name: 457(b) Tax Deferred Compensation Plan 

New Policy #: 615 

New Policy Name: Payroll Deductions 

 

Administrative Regulation(s) 

Employees may elect to purchase a tax deferred compensation plan from the following 
companies through payroll deductions: 
 

a. Horace Mann Life Insurance Company 
b. ING Reliastar Life Insurance Company 
c. Kades-Margoles Capital Corporation 
d. Lincoln Investment Planning, Inc. 
e. Security Benefit Group Companies 
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Old Policy #: 8220 

Old Policy Name: Statement of Accounts 

New Policy #: 619 

New Policy Name: District Audit 

 

Administrative Regulation(s) 

The school directors, their proper officers, school depositors, the superintendent, and other 

proper persons shall furnish to the auditors, whenever required by them for auditing 

purposes, statements and accounts of all finances of the district and other funds belonging to 

or controlled by the district, including assets and liabilities, together with access to all books, 

records, tax duplicates, vouchers, school orders, payrolls, letters, and other matters 

pertaining to the finances of the school district. 
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Old Policy #: 8230 

Old Policy Name: Time of the Audit 

New Policy #: 619 

New Policy Name: District Audit 

 

Administrative Regulation(s) 

The auditors for the school district shall begin their duties soon after the first day of July each 

year, and promptly within thirty (30) days audit the accounts of the treasure, school 

depositories, and other school funds, for the preceding fiscal year as provided for in the 

School Code. 
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Old Policy #: 8240 

Old Policy Name: Audit Filing Procedure 

New Policy #: 619 

New Policy Name: District Audit 

 

Administrative Regulation(s) 

The auditors, upon completion of the audit, shall make correct copies which shall contain an 

itemized statement of all receipts, expenditures, and credits, whatsoever, of school officials, 

and the assets and liabilities of the school district. 

Copies of the audit shall be filed as follows: 

a. The school board 

b. County Court of Common Pleas of Columbia County 

c. The Intermediate Unit Board of Directors 

d. The Pennsylvania Department of Education 

The auditors shall within ten (10) days after completing their audit, advertise a concise 

financial statement of the district in the newspaper of general circulation in the district, once a 

week for three (3) successive weeks. 
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Old Policy #: 7500 (Page 1 of 3) 

Old Policy Name: Hazard Communication Program 

New Policy #: 705 

New Policy Name: Safety 

 

Administrative Regulation(s) 

In order to comply with the Hazard Communication Standard, the following written Hazard 

Communication Program has been established for Central Columbia School District for 

review by any interested employee. 

a. Container Labeling 

 

The supervisor of buildings and grounds will verify that all containers received by for 

use will: 

 

1. Be clearly labeled as to the contents. 

2. Note the appropriate hazard warning. 

3. List the name and address of the manufacturer. 

The supervisor of buildings and grounds will ensure that all secondary containers are 

labeled with either an extra copy of the original manufacturers label or with the generic 

label which has a block for identity and block for the hazard warning.  For help with 

labeling, please see the supervisor of buildings and grounds.  The supervisor of 

buildings and grounds will review the schools labeling system every twelve months 

and update as required. 

b. Material Safety Data Sheets (MSDS) 

 

The supervisor of buildings and grounds will be responsible for obtaining and 

maintaining the data sheet system for the school district.  Supervisor of buildings and 

grounds will review incoming data sheets for new and significant health/safety 

information.  He will see that any new information is passed on to the affected 

employees.  Copies of MSDS’s for all chemicals to which employees of this school 

district may be exposed will be kept in each school office and district office.  MSDS’s 

will be available to all employees in their work area for review during each work shift.  

If MSDS’s are not available on new chemicals, in use, and we do not have MSDS’s 

immediately contact supervisor of buildings and grounds. 

 

c. Employee Training and Information 

 

Supervisory of buildings and grounds is responsible for the employee training 

program.  This individual will ensure that all elements specified below are carried out. 
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Old Policy #: 7500 (Page 2 of 3) 

Old Policy Name: Hazard Communication Program 

New Policy #: 705 

New Policy Name: Safety 

 

Administrative Regulation(s) 

Prior to starting work each new employee of Central Columbia School District will 

attend a health and safety orientation and will receive information training on the 

following: 

 

1. An overview of the requirements contained in the Hazard Communication 

Standard. 

2. Chemicals present in their workplace operations. 

3. Location and availability of our written hazard program. 

4. Physical and health effects of the hazardous chemicals. 

5. Methods and observation techniques used to determine the presence or release of 

hazardous chemical in the work area. 

6. How to lessen or prevent exposure to these hazardous chemicals through usage 

of control/work practices and personal protective equipment. 

7. Steps the company has taken to lessen or prevent exposure to these chemicals. 

8. Emergency procedures to follow if they are exposed to these chemicals. 

9. How to read labels and review MSDS’s to obtain appropriate hazard information. 

10. Location of MSDS file and location of hazardous chemical list. 

After attending the training class, each employee will sign a form to verify that they 

attended the training, received our written materials and understood the school district 

policies on hazard communication. 

Prior to new chemical hazard being introduced into any section of this school district, 

each employee of that section will be given information as outlined above.  

Supervisory of buildings and grounds is responsible for ensuring that MSDS on the 

new chemicals are available. 

d. List of Hazardous Chemicals: 

 

The Central Columbia School District safety committee will compile a list of all known 

hazardous chemicals used by employees of Central Columbia School District.  Further 

information on each noted chemical can be obtained by reviewing Material Safety 

Data Sheets (MSDS) located in the school and district office. 

 

This list will be part of this program as Appendix I. 
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Old Policy #: 7500 (Page 3 of 3) 

Old Policy Name: Hazard Communication Program 

New Policy #: 705 

New Policy Name: Safety 

 

Administrative Regulation(s) 

e. Hazardous Non-Routine Tasks: 

 

Periodically employees may be required to perform hazardous non-routine tasks.  

Prior to starting work on such projects, each affected employee will be given 

information by their supervisor about hazardous chemicals to which they may be 

exposed during such activity.  This information will include: 

 

1. Specific chemical hazards. 

2. Protective/safety measures the employee can take. 

3. Measures the school district has taken to lessen the hazards including ventilation, 

respirators, presence of another employee, and emergency procedures. 

 

f. Information Contracts: 

 

It is the responsibility of the supervisor of buildings and grounds to provide contractor 

(with employees) the following information: 

 

1. Hazardous chemicals to which they may be exposed while on job site. 

2. Precautions the employee may take to lessen the possibility of exposure by usage 

of appropriate protective measures. 

Supervisor of buildings and grounds will be responsible for contacting each contractor 

before work is started in the school district.  This individual is to gather and 

disseminate any information concerning chemical hazards that the contractor is 

bringing to our workplace.  It is the responsibility of the contractor to train the 

employees. 

  



 92 
 

Old Policy #: 7801 

Old Policy Name: Lift Belts 

New Policy #: 705 

New Policy Name: Safety 

 

Administrative Regulation(s) 

Lift belts and training will be provided to all employees involved in lifting heavy materials, 

supplies, and equipment. 

a. Employee shall be required to wear lift belts when doing movement of heavy 

materials, supplies, or equipment. 

 

b. Heavy lifting is defined as any material, supply, or equipment in excess of 25 pounds. 

 

Employee shall be required to participate in training on how to use the lift belt properly.   
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Old Policy #: 0410 (Page 1 of 5) 

Old Policy Name: Records Management 

New Policy #: 800 

New Policy Name: Records Management 

 

Administrative Regulation(s) 

Litigation Hold  

Issuing a Litigation Hold is the responsibility of the Superintendent or Administrative Director, 

who shall consult with Solicitor as needed.  The Litigation Hold will be sent directly to the 

Records Coordinator.  The Litigation Hold may be communicated initially by phone but will be 

followed by a written notification (fax, email, or letter). 

A Litigation Hold shall be issued when a communication is received by a member of the 

School District administrative staff reasonably notifying the School District of a dispute that is 

current, threatened or impending.  Administrative staff who receive any such communication 

shall immediately forward or relay the same to the Superintendent. 

The Superintendent, in consultation with the Solicitor as needed, will decide which records 

are subject to the Litigation Hold and in which form the records will be retained or produced. 

The Superintendent or designee will be responsible for collecting such records. 

Backups 

Electronic Records maintained for disaster recover shall be referred to herein as “Backups”.  

The School District shall delete and/or dispose of Backups when they are more than 30 days 

old. 

Archived Electronic Material 

“Archived Electronic Material” is an electronic copy of a Backup pertaining to a calendar day 

and copied once per year.  Archived Electronic Material shall be deleted and/or disposed of 

when it is more than one year old, except with respect to business office records (i.e., 

business office records shall include, but shall not be limited to, check registers, deposit slips, 

annual financial reports, and investment records). 

Email and other electronic documents 

Notwithstanding the Records Retention Schedule, the following shall apply to the retention, 

deletion and/or disposal of electronically sent messages (“email”) and other electronic 

documents.  Email and electronic documents which have been sent to a “trash” folder shall 

be deleted 30 days after it is sent to the “trash” folder, unless there is a Litigation Hold put on 

the material. 

How to use the Retention Schedule 

This Records Retention Schedule attempts to list Records that are created, received or 

retained as a result of district operations.  The schedule includes a description of the  
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Records, format in which the Records will be retained, classification of the Records, retention 

period, and disposal code.  The following information will assist in applying the Schedule. 

District Records will be classified based on the information contained therein.  Public Records 

will be identified and made available for inspection in accordance with applicable law and 

regulations.  Records containing private or confidential information will be protected from 

unauthorized access in accordance with applicable law, regulations, Board policy and 

administrative regulations. 

Retention periods listed on the Schedule are given in years, unless otherwise indicated.  

Upon expiration of the retention period, identified Records will be disposed of in accordance 

with the Schedule. 

Disposal codes are used to direct the final disposition of Records.  Records must be 

disposed of according to the assigned code listed on the Schedule.  Assigned disposal codes 

are as follows: 

1. Routine Handling – No special precautions are necessary upon disposal.  The records 

should be recycled or disposed of in accordance with standard district procedures. 

 

2. Special Handling – The destruction of records containing confidential or sensitive 

information that requires special handling by shredding, burning, erasing or any other 

method that reduces information to an illegible condition. 

 

3. Archival Retention – Records requiring permanent retention or records that have 

sufficient archival or historic value must be preserved in perpetuity. 

 

4. Delete – For use with electronic records.  When electronic records have met their 

retention period, they will be deleted. 

Records Not on Schedule 

For any Record not covered by the retention Schedule the Records Management Committee 

will determine how long the record must be kept and recommend any necessary revisions to 

the retention schedule. 
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Schedule 

Record Description Record Classification Retention Period 
(in years) 

Disposal 
Code 

Accident Reports Public 5 1 

Accounts Payable Public 6 1 

Accounts Receivable Public 6 1 

Adopted Annual Budget Public 10 1 

Annual Financial Reports Public Permanent 3 

Annual Audit Reports Public Permanent 3 

Attendance Records (Employees) Private 3 after employment ends 2 

Background Check Documentation Private 7 after employment ends 2 

Bank Statements Public 6 1 

Bid Contracts (Accepted) Public 6 after termination 1 

Bid Contracts (Declined) Public 3 after completion 1 

Board Minutes Public Permanent 3 

Board Policies and Procedures 
(Current) 

Public Permanent 3 

Board Policies and Procedures 
(Old) 

Public Permanent  3 

Budget Work Papers Contains private info 1 after adoption 2 

Check Registers Public 6 1 

Collective Bargaining Agreements Public 3 after expiration 1 

Complaints (By or About 
Employee) 

Private 7 after employment ends 2 

Complaints (General) Public 6 1 

Construction Contracts Public 12 after termination 1 

Continuing Education/Professional 
Development 

Private 3 after employment ends 2 

Correspondence (General) Public 3 2 

Correspondence (Superintendent) Public Permanent 3 

Credentials (Certificates/Licenses) Private 4 after employment ends 2 

Deeds and Related Records Public Permanent 3 

Deposit Slips Public 6 1 

Discipline Records (Employees) Private 7 after employment ends 2 

District Organization Records Public Permanent 3 

Emergency Preparedness Plan Public 2 after revised 1 

Employee Training Programs Private 15 after employment ends 2 

Employment Application (Hired) Public 7 after employment ends 1 

Employment Application (Not 
Hired) 

Public 3 1 

Employment Contracts Public 3 after employment ends 1 

Equal Employment Opportunity 
Reports 

Public 3 1 
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Schedule cont. 

Record Description Record Classification Retention Period 
(in years) 

Disposal 
Code 

Equipment Inventories Public 6 1 

Ethics Statement of Financial 
Interest 

Public 5 1 

Evaluations Private 3 after employment ends 2 

Facility Use Files Public 6 1 

Fixed Asset List Public Permanent 3 

Free and Reduced Lunch Public 5 1 

General Ledger Public Permanent 3 

Grievances Private Permanent 3 

Insurance Claims and Policies Public 6 after settlement and/or 
expiration 

1 

Investment Records Public 6 after cancellation 1 

Leases (Real Estate) Public Permanent 3 

Leases (Equipment/Vehicles) Public 6 after expiration 1 

Leave Records (FMLA) Confidential 3 after employment ends 2 

Leave Records (Other) Private 3 after employment ends 2 

Litigation Files Private 7 after final conclusion of 
litigation 

2 

Medical Records (Employee) Confidential 3 after employment ends 2 

Medical Records (Student) Confidential 2 after graduation 2 

Payroll Records Contains private info 6 2 

Pesticide Application Record Public 3 1 

Pre-Employment Medical 
Examination 

Confidential 3 after employment ends 2 

Pre-Employment Reference 
Checks 

Confidential 3 after employment ends 2 

Press Releases Public Permanent 3 

Purchase Orders Public 6 1 

Real Property Purchase or Sale Public Permanent 3 

Resignation/Retirement Records Private 7 after employment ends 2 

Safe Schools Act Report Public Permanent 3 

Student Records*    

   Category A Contains private info 100 3 

   Category B Contains private info Reviewed periodically 2 

   Category C Contains private info Reviewed annually 2 

Tax Collection Records Public 6 1 

Wage and Tax Statements (W-2 
Forms) 

Private 4 2 

Withholding Allowance Certificates 
(W-4 Forms) 

Private 4 after employment ends 2 

Workers’ Compensation Records Contains private info 7 after claim closed 2 
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*The retention periods for student records should coincide with the district’s plan for student 

records.  22 PA Code Sec 12.32 requires each district to develop a plan for the management 

of student records.  Section 12.32 also states that the Department of Education will issue 

guidelines for the retention of student records.  Because no current guidelines exist, the 

student retention periods above are based on the previous guidelines issued by the 

Department. 
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All administrators, twelve (12) month, and fifty (50) week personnel will report to work on 

emergency closing days, unless, because of unusual conditions, it will not be possible to 

open the offices.  This decision will be made by the administrative team. 
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Retired Employees 

Those retired school district personnel who retire under terms and conditions of age or early 

retirement as prescribed by the Public School Employees’ Retirement System, who are not 

comparably insured under their spouse’s family coverage obtained elsewhere, and who have 

not attained the age at which they qualify for Medicare benefits, and who have not attained 

the age at which they may purchase insurance coverage through the Public School 

Employee’s Retirement System, will be provided with options to purchase single, employee 

and spouse, or family health and medical coverage, subject to the Central Columbia School 

District’s contractual agreement with its insurance carrier or state insurance regulations. 

COBRA 

The district in compliance with the Consolidated Omnibus Budget Reconciliation Act of 1986 

(COBRA) offers eligible employees and their families the opportunity for a temporary 

extension of health coverage at self-pay rates in certain instances where coverage under the 

plan would otherwise end. 
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Any employee who copies, reproduces, or uses copyrighted materials shall be responsible 

for conformity to the following guidelines: 

1. Copyrighted materials may not be copied or reproduced without written permission 

from or a license agreement with the producer. 

 

2. Emergency copying, where time factors do not permit licensing or written permission, 

will be permitted providing there is recorded efforts to acquire written permission or a 

license agreement.  Retention of any material copied under these conditions will be 

dependent on the terms established by the producer. 

 

3. Any copying or reproducing for the purpose of avoiding the purchasing of additional 

originals is prohibited. 

 

4. The copyright notice which appears in the original, must be included in all subsequent 

copies. 

 

5. Copies may be made for certain academic purposes other than for performances or 

distribution, but must comply with academic research sections of the law. 

 

6. All off-air taping of broadcast television programs must comply with the following 

guidelines from the Congressional Record, October 14, 1984: 

 

a. A broadcast program may be recorded off-air simultaneously with broadcast 

transmission (including simultaneous cable retransmission) and retained by a non-

profit educational institution for a period not to exceed 45 calendar days after date 

recorded.  Upon conclusion of such retention period, all off-air recordings must be 

erased or destroyed immediately.  “Broadcast programs” are television programs 

transmitted by television stations for reception by the general public without 

charge. 

b. Off-air recordings may be used once by individual teachers in the course of 

relevant teaching activities, and repeated once only when instructional 

reinforcement is necessary, in classrooms and similar places devoted to 

instruction within a single building, cluster or campus, as well as in the homes of 

students receiving formalized home instruction, during the first ten consecutive 

days in the 45-day calendar retention period. 

c. Off-air recordings may be made only at the request of and used by individual 

teachers, and may not be regularly recorded in anticipation of requests.  No  
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broadcast program may be recorded off-air more than once at the request of the 

same teacher, regardless of the number of times the program may be broadcast. 

d. A limited number of copies may be reproduced from each off-air recording to meet 

the legitimate needs of teachers under these guidelines.  Each such additional 

copy shall be subject to all provisions governing the original recording. 

e. After the first ten consecutive school days, off-air recording may be used to up to 

the end of the 45 calendar days retention period only for teachers evaluation 

purposes, i.e., to determine whether or not to include the broadcast program in the 

teaching curriculum, and may not be used in the teaching curriculum, and may not 

be used in the recording institution for student exhibition or any other non-

evaluation purpose without authorization. 

f. Off-air recordings need not be used in their entirety, but the recorded programs 

may not be altered from their original content.  Off-air recordings may not be 

physically or electronically combined or merged to constitute teaching anthologies 

or compilations. 

g. All copies of off-air recordings must include the copyright notice on the broadcast 

program as recorded. 

h. At the close of the academic year the audiovisual center shall erase all off-air 

recordings for which evidence has not been provided that the material has been 

licensed or purchased. 

i. Video taped off-air programs for the purpose for previewing shall be erased at the 

end of the 10/45-day period unless the requesting faculty member indicates, in 

writing, the desire to acquire permission from the producer to retain the copy. 
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In order to prevent fraud, the Board directs that a system of internal controls be followed that 

include but are not limited to the following: 

Segregation of Duties – Where possible, more than one (1) person will be involved in 

pieces of financial transactions.  No one (1) person shall be responsible for an entire financial 

transaction. 

Payments – Payments shall be made only by checks.  No cash transactions shall be 

permitted.  Check signers shall be approved annually by the Board and will consist of 

persons not involved in the transaction.  All checks shall have at least two (2) signatures. 

Bank Reconciliations – Bank statements and cancelled checks shall be reconciled by 

individuals who are not authorized to sign checks, nor involved in check processing. 

Access to Checks – Physical and electronic access to school district checks and accounts 

shall be limited to those employees with designed business functions. 

Capital Assets – The business office shall maintain updated lists of district capital assets. 

Training – Administrators shall be responsible for ensuring that employees under their 

supervision receive training regarding fraud prevention. 
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It shall be the policy of the Central Columbia School District to protect and safeguard the 

protected health information (PHI) created, acquired, and maintained by Central Columbia 

School District consistent with the Standards for Privacy of Individually Identifiable Health 

Information (the Privacy Rule) promulgated pursuant to the Health Insurance Portability and 

Accountability Act of 1996 (HIPAA), any case law arising from the interpretation thereof, and 

applicable state laws. 

1. For purposes of this policy, all health information created and maintained by the 

Central Columbia School District and its agents that is considered part of a student’s 

“education record” under FERPA (Family Educational Rights and Privacy Act) is not 

subject to this policy. 

 

2. The Central Columbia School Board and Administration recognize that, as an 

employer and health plan sponsor, certain components within its organization engage 

in HIPAA-covered functions and must comply with the HIPAA Privacy Rule; however, 

there are other components of the school district that engage in non-covered functions 

and thus, are not required to comply with the HIPAA Privacy Rule.  Therefore, the 

Board hereby designates itself as a “Hybrid Covered Entity” under HIPAA and its rules 

and regulations. 

 

3. The Board will appoint a Privacy Officer, who will, with individuals appointed by the 

superintendent as members of a “Privacy Team,” undertake the following tasks to 

ensure compliance with the HIPAA Privacy Rule: 

 

a. Conduct a thorough initial assessment of all existing policies, procedures, and 

practices for creating, maintaining, using, disclosing, and destroying health 

information to determine where the gaps may be with respect to meeting 

HIPAA and/or FERPA standards and as to whether there are reasonable 

administrative, technical, and physical safeguards to protect the privacy of 

health information. 

b. Develop and maintain administrative procedures to allow the district to meet 

the requirements of the HIPAA Privacy Rule as they may apply to the 

employee health plan and/or its other covered component(s). 

c. Adopt a “Notice of Privacy Practices” that describes, among other things, the 

uses and disclosures that the school district is permitted or required to make 

under the HIPAA Privacy Rule, its obligations under HIPAA, and the rights 

related thereto for employees, students, and/or other individuals who may 

receive services from the district’s covered component(s). 
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d. Adopt HIPAA-compliant written authorizations to use or disclose PHI for 

purposes unrelated to treatment, payment, health care operations, and other 

designated purposes under the HIPAA Privacy Rule. 

e. Identify business associates and enter into Business Associates Agreements 

with all third parties that access PHI when providing services on behalf of the 

school district in relation to its employee health plan and/or health care provider 

components. 

f. Establish training for all members of the school district workforce on HIPAA 

and the school district’s policies and procedures related thereto “as necessary 

and appropriate” for said employees to carry out their functions.  The training 

program shall include periodic refresher courses. 

g. Develop a process for handling complaints, such process to include the 

designation of a specific individual to handle such complaints and appropriate 

procedures for documenting said complaints and the disposition thereof. 

 

4. The Privacy Officer shall ensure the appropriate development and implementation of 

sanctions against those members of the workforce who fail to comply with the policies 

and procedures developed hereunder. 

 

5. In addition to ensuring that appropriate administrative procedures are adopted and 

implemented to ensure compliance with the HIPAA Privacy Rule, the Central 

Columbia Board and administration will mitigate, to the extent possible, any harmful 

effects of improper disclosures of PHI and will refrain from any activity that may 

intimidate, threaten, coerce, discriminate against, or retaliate against an individual for 

exercising his/her rights under HIPAA. 

 

6. This Board policy and the administrative procedures developed and implemented 

under the authority of the Privacy Officer replace any existing policies and procedures 

relating to the use and disclosure of PHI.  Any separate policies and procedures 

relating to the use and disclosure of health information can only be maintained to the 

extent that they do not conflict with these policies and procedures. 
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Safety and proper social attitude in bus transportation, as well as in all phases of students’ 
educational programs are of primary concern to the Central Columbia Board of Directors. 
 
The School Laws of Pennsylvania state that the Board of School Directors may provide free 
transportation for any resident pupil.  Transportation for students is a privilege which may be 
revoked. 
 
The principal shall, at the beginning of the school year, make certain that all students 
assigned to school buses for transportation are informed and cautioned, through class 
instruction, supervision, and otherwise, of the responsibility of the individual passenger for 
conduct and safety.  The principal shall inform the parents of each bus passenger in grades 
K-8 as to the responsibilities of students while on the school bus.  Each bus passenger shall 
cooperate with the principal, the transportation supervisor, the teacher, the bus driver, and 
must comply with all regulations. 
 

1. Parents are asked to familiarize their children with the obligations and courtesies of 
school transportation.  A pupil who cannot maintain self-discipline forfeits this privilege 
and must rely on other means of transportation. 

 
2. The driver has authority over all passengers and will be responsible for the orderly 

conduct of all riders. 
 

3. The following rules will be followed at bus stops. 
 

a. All students shall be ready at the designated bus stop to board bus.  The bus 
cannot wait for those who are tardy. 

b. Students should wait until the bus stops before trying to board.  Students who 
cross roadways, will do so ten (10) feet in front of the bus, and only after looking in 
both directions for oncoming traffic. 

c. Students should enter the bus in an orderly fashion and go directly to a seat. 
d. While awaiting the bus at stops, students are under the jurisdiction of the school 

and therefore are responsible for proper behavior.  Any student disobeying the 
rules at the bus stop and any misbehavior which jeopardizes the well-being of 
other students or property will be reported. 

 
4. The following rules will be followed on the bus: 

 
a. Students must follow directions of the bus driver the first time they are given. 
b. Students will not use any form of tobacco, drugs or alcohol; they will  not sure 

matches or spit on the bus.  They may not eat, drink or litter on the bus. 
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c. Students must remain seated while the bus is in motion, must keep their heads 
and hands inside the bus, and must keep aisles clear. 

d. Students may not tamper with any equipment on the bus or commit any act which 
diverts the driver’s attention. 

e. Students will not use obscene language either with the driver or with other 
students. 

 
5. The following disciplinary action will be taken against any student in violation of the 

above policy: 
 
a. The first time a student breaks a rule the bus driver will give the student a warning. 
b. The second time a student breaks a rule, disciplinary action will be turned over to 

the building principal and the following actions will be taken: 
1. The building principal or designee shall reprimand student, notify parent(s) and 

advise transportation supervisor of action taken. 
2. Suspension is strongly recommended for serious offenses and may require a 

parental conference before riding privileges are reinstated. 
3. Once notified, it is expected that the parent(s) or guardian(s) will help prevent a 

reoccurrence. 
c. An additional referral of a student to the building principal, by the driver in writing, 

may require suspension and a conference between school officials and parent(s).  
In all cases, an additional offense will require parent notification.  It is expected 
that the parent(s) or guardian(s) will help prevent a reoccurrence. 

 
6. The coach or teacher involved with extra-curricular activities or a field trip is 

responsible for the conduct of the students on the bus.  The bus driver will not be held 
responsible for student behavior for extra-curricular activities or field trips. 

 
7. During the period of time in which a student is suspended from riding the school bus, 

the parent(s) or guardian(s) are responsible for having the student meet the 
attendance hours of the school to which assigned. 

 
8. It is not the intent of the board to make bus riding an unpleasant experience.  It is to 

make it safe for all students for whom this policy has been adopted.  It is not the 
driver, school official, or the board that excludes a student from riding the school bus.  
The student excludes themselves because of anti-social behavior that may endanger 
the safety of all concerned. 
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Video cameras may be inside and outside of each district operated building.  Video cameras 
are intended to record and discourage acts of misbehavior and security violations. 
 

1. Videotapes identify acts of misbehavior may be used at conferences with parents and 
as evidence for disciplinary action. 

 
2. Videotapes may be viewed by parents only to document their child’s conduct. 

 
3. Videotapes will be erased every seven days if no inappropriate behavior or security 

violations are recorded. 
 

4. Videotapes may be shared with the legal authorities to document and prosecute acts 
of misbehavior, vandalism, breaches in security, or other criminal acts. 
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The Board recognizes and appreciates the cooperation and support given by booster 
organizations to various extra-curricular and co-curricular activities of the schools.  It s the 
Board’s desire to maintain the continuing good relationship between the district and the 
booster organizations to serve the basic educational goals of the school district. 
 
To nurture the relationship between the district and the booster organizations and to 
delineate said relationship, booster organizations supporting activities sponsored by the 
district shall adhere to the established guidelines as adopted by the Board. 
 
Booster Club – Any organization comprised of parents or community members who choose 
to support an extra or co-curricular activity.  Parent/Teacher Organizations that exist to 
support a school or its programs are also classified as booster clubs. 
 

1. Initiation – To initiate a booster club for a particular activity, the following process 
must be followed: 
a. Parents or adult supporters must discuss their intent with the appropriate advisor, 

or coach. 
b. The coach or advisor must then discuss the request with the building principal 

and/or athletic director as appropriate.  If approved by the principal, a formal 
written request to establish a booster club to the superintendent and School Board 
for final approval. 

 
2. Each club shall conform to the following operational guidelines: 

a. The purpose of every booster club shall be to provide supplemental support for the 
youth who are participating in the activity for which the club has been formed. 

b. Booster clubs should be governed by a published constitution and/or by-law, which 
must be submitted to the Board for review before using the school, or school 
district name.  In addition, a list of each organization’s goals should be included.  
Also, the booster club constitution and/or by-laws must include a statement that 
the organization will comply with all laws and regulations including those of the 
Internal Revenue Service.  Booster clubs should annually submit a Request to 
Establish or Continue a Booster Club for Board approval by July 10 for year-long 
and fall clubs; by November 10 for winter clubs; and by February 10 for spring 
clubs.  Booster clubs must have Board approval, and all other regulatory licenses 
and approvals, prior to soliciting or expending money. 

c. Booster clubs are adult organizations, which should sponsor adult fundraising 
activities carried out in the name of the school.  Students are not to be involved in 
fundraising activities during school hours without the permission of the building 
principal.  Booster clubs may raise funds by food concessions as defined in Policy 
915.1 and like activities with pre-approval from the principal and athletic director. 
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d. Each booster club shall have fundraising projects that involve direct solicitation of 
members of the community and such projects shall be approved by the principal, 
athletic director and superintendent. 

e. A representative of each booster club shall meet with the principal, athletic 
director, or superintendent prior to submitting a Request to Establish or to 
Continue a Booster Club to review and coordinate fundraising activities for the 
forthcoming school year.  The type and times of all fundraising activities must be 
included on the Request to Establish or to Continue a Booster Club and be 
endorsed by the Board before initiation is authorized. 
The treasurer of each booster club shall meet with the business administrator who 
will establish and or approve appropriate procedures and reports to be submitted 
to the district. 

f. Booster club fundraising activities, which are carried out in the name of the school 
and involve students during school hours or at school-sponsored functions, must 
have pre-approval by completing the appropriate request form, and, by being 
placed on the fundraising calendar. 

g. To ensure custodial and security services may be available, booster clubs must 
complete Use of Facilities Request Form as required of all outside groups 
requesting use of school buildings and facilities for meetings and activities. 

h. Any gifts of equipment or construction of facilities which would require installation, 
storage, or maintenance shall require formal acceptance by the Board.  Any such 
equipment shall become the property of the district. 

i. The district will not be held responsible for any equipment owned by a booster 
club, which is lost, damaged, or stolen. 

j. The Board requires that activities and programs initiated and supported by booster 
organizations shall not violate P.I.A.A. regulating standards. 

k. Each booster club shall provide a treasurer’s report in a form approved by the 
business administrator by June 30 each year, a copy of which shall be submitted 
to the superintendent and forwarded to the Board upon request. 

l. The Board does not assume financial responsibility for a booster club and 
excludes itself from any liability a booster club may incur.  Notwithstanding the 
foregoing, all disbursements shall require the co-signature of three (3) unrelated 
officers of the booster club or two unrelated officers and a school district 
administrator. 

m. Booster clubs shall not use the district’s tax-free number for purchases.  Groups 
shall file with the Commission on Charitable Organizations, Department of State, 
as a charitable non-profit organization, if required by applicable law. 

n. Students are not eligible for membership in any booster clubs. 
o. It must be made clear that a coach’s role in the functioning of the booster club is 

solely in an advisory capacity.  S/He should not handle money or make purchases 
in the name of the booster club.  Only the booster club shall control money or  
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accounts of the booster club, subject to the co-signature requirements at 
paragraph 2.l, above.  Allowing a coach to directly receive funds or to manage 
funds is a conflict of interest and shall not occur. 

p. In the event that a booster club contracts with any individual(s) for services, then, 
that organization must carry a minimum one million dollar liability insurance policy, 
pay for workers’ compensation insurance; and must provide certificates of 
insurance to the superintendent or designee. 

 
3. If a booster club sponsors a camp and a district employee participates, or if the 

booster club pays employees, the following must be followed: 
a. The responsibilities of the employee and the booster club must be clearly defined 

as to purchases made, salaries paid, and awards given. 
b. The employee(s) hired by the booster club is not permitted to handle any money or 

to make purchases in the name of the booster club. 
c. All persons who work directly with students shall receive all required criminal 

background clearances. 
d. All payments to employees are to be reported to the Internal Revenue Service and 

the employee using proper documentation. 
e. Sponsored by Individual Citizens.  The district views these camps as being 

sponsored by individual citizens as independent enterprises. 
 

4. Compliance 
a. Should any situation emerge between a booster club and the administration 

regarding the management of any school-related activity, the superintendent or 
designee shall resolve the issue within these established guidelines and Board 
policy or as a matter of managerial discretion.  No booster club shall engage in 
any activity outside these guidelines. 

b. Any individual within the booster club who has a concern with respect to any 
matter(s) pertaining to the club and/or an employee should be required to process 
that concern through the officers and membership of the club.  If there is no 
resolution at that level, the officers of the club may refer the concern to the 
principal or athletic director as appropriate for review.  If no resolution is achieved, 
the officers of the club may formally refer the matter to the superintendent. 

 
5. Disbanding Booster Clubs 

a. Should the Board deem that the efforts or activities of any club are not in the best 
interest of the district, the authorization to operate the club may be withdrawn by 
the Board, after which the booster club shall disband. 

b. A booster club may disband on its own accord by submitting a Request to Disband 
a Booster Club. 
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6. Control and Responsibility 
a. The board shall have no responsibility, control or liability over or with respect to the 

activities of any booster club, except as is set forth herein.  It is hereby stipulated 
that the Board is not assuming any liability or responsibility for tortuous conduct 
which may be committed by any booster club and no contractual liability for 
activities or commitments made by a booster club, expressly or impliedly.  The 
school district shall not be responsible for any Charitable Solicitations licenses or 
compliance with such regulations, compliance with any Internal Revenue Service 
Charitable Exemption Status or with respect to the payment of any income taxes, 
payroll taxes, or employee withholding.  The booster club itself, its members and 
officers, shall have sole and exclusive responsibility with regard to said items and 
with regard to the filing of required tax returns and the securing of required 
licenses and permits. 
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New Policy #:  

New Policy Name:  

 

Administrative Regulation(s) 

The Activities and Personnel Committee recognizes that PIAA-related decisions including 

eligibility, play-off participation, etc. are the responsibility of the building principal.  The 

building principal consults with relevant staff including the Director of Extra/Co-Curricular 

Activities, considers PIAA rules and regulations, and finally, determines what is in the best 

interests of the students in that building in making decisions.  The guideline that is used by 

the principal is that in order to qualify for district playoffs, a team must have at least a .500 

record.  If this record is not obtained but the head coach feels playoff participation is 

warranted, the head coach may schedule a meeting with the principal to review the team’s 

circumstances and make a case for participation. The principal will then make a final 

judgement. 
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Overview 

In accordance with law, the district establishes the following procedures for receiving, 

assessing and responding to reports received from the Safe2Say Something anonymous 

reporting program of the Pennsylvania Office of the Attorney General. (24 P.S. 1303-D) 

These procedures establish a framework within which district administrators and staff will 

operate and coordinate with the county emergency dispatch center and local law 

enforcement agencies. 

Safe2Say Something reports may be submitted by any individual, including students, 

parents/guardians, staff and others as a secure and anonymous report about unsafe, 

potentially harmful, dangerous, violent or criminal activities in a school entity or threat of such 

activities in a school entity through: 

1. A twenty-four (24) hours a day, seven (7) days a week telephone hotline maintained 

by the Office of the Attorney General’s Safe2Say Something Crisis Center; 

2. A Safe2Say Something program secure website; or 

3. A Safe2Say Something software program application, or “app” accessed through a 

mobile electronic device. 

Reports may be submitted through one of these methods for an identified K-12 school 

anywhere in the state. Anonymous reports will be triaged by the Safe2Say Something Crisis 

Center and delivered to the appropriate school entity based on the location of the identified 

school, and county emergency dispatch center, where applicable, by Crisis Center staff 

through telephone communication, text and/or email. 

Report Categorization 

Reports, also known as tips, will be analyzed by the Safe2 Say Something Crisis Center and 

categorized as either Life Safety or Non-Life Safety based on definitions determined and 

approved by the Office of the Attorney General. 

The following list provides examples of incidents, concerns or threats that may be 

categorized as Life Safety or Non-Life Safety, and is not an all-inclusive list. 
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Chart provided courtesy of the Pennsylvania Office of the Attorney General 

The Safe2Say Something Crisis Center will forward reports to a team, established by the 

district, via telephone communication, text and/or email, depending on the nature and 

categorization of the report received: 

Life Safety Reports – Delivered twenty-four (24) hours a day, seven (7) days a week 

via telephone call, email and text message to the district’s designated Crisis Team. A 

call is made to one (1) team member at a time through a list designated by the district 

until someone answers the call and verbally confirms that they will review the report. 

 

Non-Life Safety Reports – Delivered daily via email and/or text message between 

6:00 a.m. and 6:00 p.m. to the district’s designated Crisis Team. 

The district’s designated team will respond to Life Safety and Non-Life Safety Reports in 

accordance with these procedures. 

Crisis Team 

The Superintendent, School Safety and Security Coordinator or designee will establish a 

Crisis Team of three (3) to five (5) members, who will be designated, registered and trained 

to receive Safe2Say Something reports for all school buildings in the district.  
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The Crisis Team will be comprised of (identify 3-5 individuals): 

1. Superintendent. 

2. Building Principal. 

3. School Police Officers. 

4. Assistant Building Principal. 

5. Curriculum Coordinator 

For purposes of communication, training and administration of district information in the 

Safe2Say Something program, the Chief of School Police will be designated as the Crisis 

Team lead administrator. The lead administrator will be responsible for updating contact 

information for all school buildings and designated Crisis Team members in the Safe2Say 

Something program, and determining the priority order of team members to receive calls 

about Life Safety reports. 

The Crisis Team will include a staff member from each school building in the district. 

The Crisis Team may be assigned by the Superintendent or designee to handle other 

emergency, crisis management and/or threat assessment situations, such as emergency 

preparedness planning; suicide awareness, prevention and response; terroristic threat 

assessment; or other situations, based on appropriate physical and/or behavioral health 

training and in accordance with law, regulations, Board policies and administrative 

regulations. 

The Crisis Team will meet on a regular basis to assess school climate, monitor trends in 

reporting among specific students or groups of students who may need additional supports, 

determine the need for additional training of students and/or staff and prepare reports for 

district administration and/or the Board. 

Training 

The Crisis Team lead administrator and team members designated to receive reports from 

the Crisis Center must attend training designated by the Safe2Say Something program. 

Training must include practicing report handling in the system. 

The Crisis Team will ensure that middle school and high school students and other staff 

members are provided with training in how to make reports and also awareness on risk 

factors and the importance of reporting. 
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Confidentiality 

Crisis Team members will receive training regarding confidentiality and the handling of 

student and staff information, in accordance with applicable laws, regulations, Board policies, 

administrative regulations, and procedures. (20 U.S.C. 1232g; Pol. 113.4, 207, 216, 236, 

249, 324, 800, 819) 

Confidentiality will be handled in accordance with these procedures and the district's legal 

and investigative obligations. 

Crisis Team members whose other assignments and roles require confidentiality of specific 

student communications, in accordance with law, will ensure that all confidential 

communications and information are addressed in accordance with applicable law, 

regulations, Board policy and administrative regulations. (22 PA Code 12.12; 42 Pa. C.S.A. 

5945; 42 Pa. C.S.A. 8337; Pol. 207) 

Receiving Reports 

Upon receipt of a report notification via telephone call, text message and/or email, each 

Crisis Team member will log in to the Safe2Say Something management program to retrieve 

the report. 

The Crisis Team will communicate with other team members regarding the report through 

established district processes and communication methods. 

The Crisis Team will notify the Safe2Say Something Crisis Center through the Safe2Say 

Something management program if a report is received identifying a student who is not 

enrolled in the school district. Information on the student’s current enrollment in another 

school or program will be provided to the Crisis Center, if known by the Crisis Team member 

responding to the report. 

Law Enforcement Coordination 

The Crisis Team lead administrator, in coordination with the Superintendent and/or School 

Safety and Security Coordinator, will schedule and facilitate meetings with the county 

emergency dispatch center and each local law enforcement agency that has jurisdiction over 

school property to discuss communication and handling of Life Safety reports from the 

Safe2Say Something program, and follow-up of Non-Life Safety reports as necessary. 
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Communication strategies and guidelines for handling reports will be documented in the 

biannual Memorandum of Understanding with local law enforcement agencies. (24 P.S. 

1303-A; 22 PA Code 10.11; Pol. 805.1). 

The Crisis Team will coordinate with the county emergency dispatch center and local law 

enforcement agencies on Safe2Say Something reports in accordance with the documented 

guidelines. 

When requested, designated Crisis Team members will provide student directory information, 

such as full name, address, home phone number, grade level, etc., to the county emergency 

dispatch center and/or local law enforcement agency with jurisdiction, in accordance with the 

Family Educational Rights and Privacy Act, and other applicable law, regulations and Board 

policies. The Crisis Team and/or Superintendent will consult the school solicitor regarding 

questions on disclosure of student directory information if necessary. (20 U.S.C. 1232g; Pol. 

113.4, 216) 

The district will ensure that all Crisis Team members designated to receive Safe2Say 

Something program reports have continual access to the district’s electronic student 

information system and have received authorization and training on handling student 

education records. 

When a report is handled by the district’s Crisis Team, and a determination is made to 

contact the local law enforcement agency to take protective action or report an incident, the 

district will coordinate with the local law enforcement agency in accordance with documented 

guidelines, the Memorandum of Understanding, and applicable laws, regulations and Board 

policies. (24 P.S. 1302.1-A, 1303-A; 22 PA Code 10.2, 10.21, 10.22; Pol. 113.1, 218, 805.1) 

Assessment and Response 

Members of the Crisis Team receiving Safe2Say Something reports will identify if the report 

is a Life Safety or Non-Life Safety report. Crisis Team members will make a determination 

about whether to anonymously communicate with the reporter, if possible, through the 

Safe2Say Something management program for additional information based on:  

1. The nature of the report and the scope of information provided initially. 

2. The recommendation of the county emergency dispatch center and/or local law 

enforcement agency, when applicable. 

3. The training and experience of the Crisis Team member(s). 
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Reports received initially from the Safe2Say Something Crisis Center will have inappropriate 

images and attachments blocked, including images that may be considered obscene or 

pornography; however, Crisis Team members should be aware that images and attachments 

may be added by the reporter in follow-up responses and communication. If images or other 

content that could be considered obscene or pornography are added to the report, Crisis 

Team members will contact the Superintendent, who will coordinate with the school solicitor 

and/or local law enforcement agency, in handling such images and attachments that are 

received, and addressing their disposition in the Safe2Say Something management program. 

Such images and attachments should not be disseminated or downloaded beyond the 

reporting system until such coordination occurs and further direction is provided. Under no 

circumstances should images constituting pornography be downloaded or saved to a school-

issued or school-owned electronic device or computer, or printed into a paper or other format.  

Pornography includes, but is not limited to:  

1. Any visual or audio depiction, including any photograph, digital image, film, video, 

picture, recording or computer or computer-generated image or picture, whether made 

or produced by electronic, mechanical, or other means, of sexually explicit conduct; 

and  

2. Nude pictures or images of the genitalia of any male or female or the breasts of any 

female, including any photograph, digital image, film, video, picture, or computer or 

computer-generated image or picture of such. 

Obscene includes any material, if:  

1. The average person applying contemporary community standards would find that the 

subject matter taken as a whole appeals to the prurient interest; 

2. The subject matter depicts or describes in a patently offensive way, sexual conduct 

described in the law to be obscene; and 

3. The subject matter, taken as a whole, lacks serious literary, artistic, political, 

educational or scientific value. 

Coordination With Other School Entities –  

The Crisis Team will contact and coordinate with other school entities in assessing and 

responding to a report if an identified student that is the subject of a report is enrolled in the 

district and also attends another school, such as a Career and Technical Education program, 

approved private school placement or intermediate unit program. 
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Life Safety Reports –  

The Crisis Team will coordinate with the county emergency dispatch center and local law 

enforcement agencies when assessing and responding to Life Safety reports. Coordination 

may include, but not be limited to: 

1. Providing student or staff information for immediate response by law enforcement. 

2. Providing required information to the Incident Command Post in an emergency 

situation. (22 PA Code 10.24) 

3. Notification of the school community. 

4. Cooperating in joint investigation and response to a report. 

5. Providing care, support and/or ongoing monitoring following the resolution of a report. 

The Crisis Team, in consultation with the building principal, Superintendent and local law 

enforcement agency, will determine if the parent(s)/guardians(s) of a student(s) identified in 

or the subject of a report should be notified concerning a report, based on the nature of the 

report and the need for ongoing investigation. 

Non-Life Safety Reports –  

The Crisis Team members receiving a report will determine if additional members of the 

Crisis Team should meet to assess and respond to a report. 

The Crisis Team may reach out to and include other teams and/or staff who are familiar with 

the student and/or situation in assessing and responding to a report. 

The Crisis Team may coordinate with the Superintendent or designee to consult the school 

solicitor in assessing and responding to a report. 

The Crisis Team, in consultation with the building principal and/or Superintendent, will 

determine if the parent(s)/guardians(s) of a student(s) identified in or the subject of a report 

should be notified concerning a report, based on the nature of the report and the need for 

ongoing investigation. 

Relation to Board Policies/Administrative Regulations/Procedures  – 

In assessing and responding to reports, the Crisis Team will make a determination if handling 

the report should be done under one or more specific Board policies, administrative 

regulations or district procedures, based on the subject matter of the report. Policies that may 

address Safe2Say Something report subjects include, but are not limited to: 
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1. Bullying/Cyberbullying. (Pol. 249) 

2. Suicide Awareness, Prevention and Response. (Pol. 819) 

3. Child Abuse. (Pol. 806) 

4. Student Assistance Program. (Pol. 236) 

5. Student Discipline. (Pol. 218) 

6. Weapons. (Pol. 218.1) 

7. Terroristic Threats. (Pol. 218.2) 

8. Controlled Substances/Paraphernalia. (Pol. 227) 

9. Tobacco/Nicotine. (Pol. 222, 323, 904) 

10. Searches. (Pol. 226) 

11. Hazing. (Pol. 247) 

12. Nondiscrimination/Discriminatory Harassment. (Pol. 103, 104) 

13. Dating Violence. (Pol. 252) 

14. Emergency Preparedness. (Pol. 805) 

15. Employee Conduct/Disciplinary Procedures and/or Educator Misconduct. (Pol. 317, 

317.1) 

16. Maintaining Professional Adult Student Boundaries. (Pol. 824) 

Assessment –  

In assessing Safe2Say Something reports, the Crisis Team will follow a standard practice, 

which may include, but not be limited to: 

1. Interviewing students, staff, parents/guardians or others regarding the subject(s) of the 

report. 

2. Reviewing existing academic, disciplinary and/or personnel records and assignments, 

as appropriate, regarding the subject(s) of the report. 
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3. Conducting searches of lockers, storage spaces, and other possessions on school 

property as applicable, in accordance with applicable law, regulations and Board 

policy. (Pol. 226) 

4. Examining outside resources such as social media sites or coordinating with 

community agencies that may provide additional information about the subject(s) of 

the report, in accordance with law, regulations and Board policies. 

5. Where appropriate, convening the appropriate team to assess and/or address the 

situation that is the subject of the report, such as the Individualized Education 

Program (IEP) team, Section 504 Team, Behavior Support team, Child Study team, 

Student Assistance Program team, or others. (Pol. 103.1, 113, 113.1, 113.2, 113.3, 

236) 

6. Adding notes or attachments to the report in the Safe2Say Something management 

program for communication and coordination among the members of the Crisis Team, 

in accordance with the Family Educational Rights and Privacy Act, and other 

applicable law, regulations and Board policies. (20 U.S.C. 1232g; Pol. 113.4, 216) 

The Crisis Team will conduct interviews and investigations in accordance with applicable 

laws, regulations, Board policies and administrative regulations, and will respect the rights 

and confidentiality of students, staff, parents/guardians and others in assessing and 

responding to Safe2Say Something reports. (Pol. 103, 104) 

Response –  

Following assessment and coordination with other teams and individuals as necessary, the 

Crisis Team will recommend and/or implement one or more responses to address the 

Safe2Say Something report. The timeline for assessment and response, as well as the 

number and nature of responses, will vary based on the nature and complexity of the report. 

Responses may include but not be limited to: 

1. Counseling – this may include counseling within or outside of the school. (Pol. 112, 

146) 

2. Monitoring – monitoring may be done by the Crisis Team, a Child Study team, IEP 

team, or other appropriate team of individuals within the district. 

3. Parental notification, as appropriate. 
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4. Review of appropriate plan or support – this may include a review of a student’s IEP, 

Section 504 Service Agreement, Behavior Support Plan, Student Assistance Program, 

Employee Assistance Program, or other type of plan or system of support. (Pol. 103.1, 

113, 113.2, 146, 236) 

5. Immediate intervention – this may include an immediate assessment or action through 

student services, Student Assistance Program, a crisis response team, local law 

enforcement and/or a community agency. 

6. Outside referral – this may include an outside referral to a behavioral health resource, 

medical provider, community agency, or other outside or contracted service or 

provider. (Pol. 146, 236) 

7. Investigation/School discipline – this may include investigation and/or discipline under 

a specific Board policy as noted above, such as an investigation of 

bullying/cyberbullying or hazing, or discipline, up to and including suspension and 

expulsion, in accordance with law, regulations, Board policy and administrative 

regulations. (Pol. 218, 233, 247, 249, 317, 317.1) 

8. Reporting/Law enforcement action – this may include a referral to local law 

enforcement in accordance with the Memorandum of Understanding, reporting in 

accordance with Safe Schools incident reporting, or other types of required reporting 

to state or federal agencies. (Pol. 103.1, 113.1, 113.2, 218, 218.1, 218.2, 222, 227, 

317.1, 323, 351, 805.1, 806, 904) 

Interplay with Child Protective Services Law –  

The Crisis Team will respond to Safe2Say Something reports involving suspected child 

abuse in accordance with Board policy and the Child Protective Services Law, and will follow 

the requirements for making a mandated report, even if the county emergency dispatch 

center or law enforcement agency has also received the Safe2Say Something report. When 

a report of suspected child abuse is made by a school employee as a member of the Crisis 

Team, the district is not required to make more than one (1) report. An individual otherwise 

required to make a report who is aware that an initial report has already been made by a 

school employee, is not required to make an additional report. (23 Pa. C.S.A. 6305, 6311, 

6313; Pol. 806) 
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Safe Schools Incident Reporting –  

For Safe Schools reporting purposes, the term incident will mean an instance involving an 

act of violence; the possession of a weapon; the possession, use, or sale of a controlled 

substance or drug paraphernalia as defined in the Pennsylvania Controlled Substance, Drug, 

Device and Cosmetic Act; the possession, use, or sale of alcohol or tobacco; or conduct that 

constitutes an offense listed under the Safe Schools Act. (24 P.S. 1303-A; 22 PA Code 10.2; 

35 P.S. 780-102) 

In accordance with Safe Schools reporting requirements, the Superintendent or designee will 

immediately report required incidents and may report discretionary incidents committed by 

students on school property, at any school-sponsored activity or on a conveyance providing 

transportation to or from a school or school-sponsored activity to the local police department 

that has jurisdiction over the school’s property, in accordance with state law and regulations, 

the procedures set forth in the Memorandum of Understanding with local law enforcement 

and Board policies. (24 P.S. 1302.1-A, 1303-A; 22 PA Code 10.2, 10.21, 10.22; Pol. 113.1, 

218, 805.1) 

The Superintendent or designee will notify the parent/guardian of any student directly 

involved in an incident on school property, at any school-sponsored activity or on a 

conveyance providing transportation to or from a school or school-sponsored activity, who is 

a victim or suspect, immediately, as soon as practicable. The Superintendent or designee will 

inform the parent/guardian whether or not the local police department that has jurisdiction 

over the school property has been or may be notified of the incident. The Superintendent or 

designee will document attempts made to reach the parent/guardian. (22 PA Code 10.2, 

10.25; Pol. 805.1)  

Students With Disabilities –  

When reporting an incident committed by a student with a disability to a law enforcement 

agency, the district will provide the information required by state and federal laws and 

regulations and will ensure that copies of the special education and disciplinary records of the 

student are transmitted for consideration by these authorities. The district will transmit copies 

of the student’s special education and disciplinary records only to the extent that the 

transmission is permitted by the Family Educational Rights and Privacy Act. (20 U.S.C. 

1232g, 1415; Pol. 113.1, 113.4, 216) 
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For purposes of protection and continuity in handling students with disabilities, the district will 

provide a copy of its administrative regulations and procedures for behavior support, 

developed in accordance with the Special Education Plan, to each local police department 

that has jurisdiction over school property. Updated copies will be provided each time the 

administrative regulations and procedures for behavior support are revised by the district. (22 

PA Code 10.23, 14.104; Pol. 113, 113.2, 805.1) 

The district will invite representatives of each local police department that has jurisdiction 

over school property to participate in district training on the use of positive behavior supports, 

de-escalation techniques and appropriate responses to student behavior that may require 

intervention, as included in the district’s Special Education Plan and positive behavior support 

program. (22 PA Code 10.23, 14.104, 14.133; Pol. 113, 113.2, 805.1) 

Closure and Documentation 

Crisis Team members designated to receive Safe2Say Something reports will coordinate and 

ensure that all reports are officially closed in the Safe2Say Something management program. 

The Crisis Team will coordinate with the county emergency dispatch center and local law 

enforcement agencies in documenting responses to reports and/or handling student 

information and records, in accordance with these procedures, the Memorandum of 

Understanding with local law enforcement, and applicable laws and regulations. 

Notes briefly detailing ongoing response activities or resolution of the report must be noted as 

applicable in the Safe2Say Something management program and shared with other 

members of the Crisis Team, in accordance with the Family Educational Rights and Privacy 

Act, and other applicable law, regulations and Board policies. (20 U.S.C. 1232g; Pol. 113.4, 

216) 

Documentation from Safe2Say Something reports that includes specific student information 

will be handled by the district in accordance with applicable laws, regulations, Board policies, 

administrative regulations, and procedures. (20 U.S.C. 1232g; Pol. 113.4, 207, 216, 236, 

249, 800, 819) 

Student Assistance Program documentation and follow-up information will be handled in 

accordance with Board policy, administrative regulations and program requirements. (Pol. 

236) 
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Resources 

Safe2Say Something Program Frequently Asked Questions: 

https://www.psba.org/wp-content/uploads/2018/12/S2SS_FAQs_102518_-JN.pdf   

Enhancing School Safety Using a Threat Assessment Model – An Operational Guide for 

Preventing Targeted School Violence: National Threat Assessment Center, U.S. Department 

of Homeland Security and United States Secret Service, July 2018: 

https://www.dhs.gov/publication/enhancing-school-safety-using-threat-assessment-model  

Pennsylvania Office of the Attorney General 

Safe2Say Something Program Diagram 
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PLEASE UPDATE THIS INFORMATION CONTINUOUSLY AND RECORD THE INFORMATION WITH THE 

SAFE2SAY SOMETHING PROGRAM AS APPLICABLE 

Crisis Team Members for Safe2Say Something Reporting 

Employee Name Position School Building Email Address Cell/Home Phone Office Phone 

Lead:       

      

      

      

      

      

 

Additional Crisis Team Members 

Employee Name Position School Building Email Address Cell/Home Phone Office Phone 

      

      

      

      

      

PLEASE UPDATE THIS INFORMATION CONTINUOUSLY FOR USE BY SCHOOL STAFF  

911 Dispatch/Law 

Enforcement Agency 

Location Lead Contact Phone Email Coordination/MOU 

Notes 
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Intermittent/Reduced Schedule Leave 

An employee is eligible for intermittent or reduced schedule leave for the employee’s own 

serious health condition; to care for a seriously ill spouse, child, or parent; to care for a 

seriously injured or ill covered servicemember; or for a qualifying exigency. 

Intermittent leave can be taken in separate blocks of time rather than one (1) continuous 

period of time. 

Reduced schedule leave reduces an employee’s usual number of working hours per 

workweek or hours per workday for their regular job description/duties.  The district may 

temporarily transfer employee to an available alternative position with equivalent pay and 

benefits that better accommodates the employee’s requested leave. 

Reduced schedule leave can also be taken for employees when the employee is using FMLA 

for the birth, adoption, foster placement or first-year care of a child and wishing to still 

perform a very limited portion of their regular job description/duties and/or their extra/co-

curricular and/or other stipend positions which fall outside their regular job description/duties.  

This option of reduced schedule leave requires documentation from a doctor stating which 

duties the employee is able to perform.  The district Superintendent and/or Payroll/Personnel 

may require the employee to submit documentation of when the employee is planning on 

performing these additional duties. 

Employees using intermittent or reduced schedule leave will need to provide the district with 

documentation from a doctor stating the employee is able to return to the duties of their job. 
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Graduating Early (One (1) year in advance) 

Students who wish to graduate early from high school must put their request in writing to the 

high school principal by the conclusion of their sophomore year.  Students must also submit a 

plan for graduation requirement completion to the school counselor and the principal.  The 

written request must include the following: 

1. Statement requesting to graduate early 

2. Reason(s) requesting to graduate early 

3. Signature of parent/guardian that shows support of the request 

4. Signature of student requesting to graduate early 

5. Indication of interest to participate in commencement ceremony 

Given final approval by the school board, the following conditions shall apply: 

1. The applicant shall participate if he/she chooses, in commencement exercises with 

the senior class of that year. 

2. The applicant shall become a member of the senior class of that year as determining 

such things as class rank, scholarships, and awards and other similar senior activities. 
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Old Policy #: N/A 

Old Policy Name: N/A 

New Policy #: N/A 

New Policy Name: Summer Office Hours 

 

Administrative Regulation(s) 

Summer Office Hours 

Summer office hours will start the Monday after the Board approved last day of school on the 

academic calendar. (The last day of school is the date approved before snow days/FID days 

occur.) {ex. Last day of school Tuesday, June 3; first day of summer hours Monday, June 10} 

Regular office hours will begin on the Monday two full weeks prior to the first day of school.  

{ex. First day of school Thursday, August 22, first day of regular office hours August 5} 

Summer hours will not exceed 8 weeks.  The superintendent has the authority to adjust the 

start and end of summer hours if necessary. 


