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INTRODUCTION 
 
 
This manual contains the policies of the Governing Board and 
administrative regulations of the Superintendent.  Policy and administrative 
regulation development in a modern, forward-looking school system is a 
dynamic, ongoing process.  New problems, issues, and needs give rise to 
the continuing necessity to develop new policies and regulations or to 
revise existing ones.  The loose leaf format has been selected for this 
manual to facilitate its being kept up to date. 

 
Each person to whom a copy of this manual is assigned is charge with 
keeping it up to date as new policies and regulations are distributed by the 
central office. 

 
How to Use This Manual 

 

 
The East Valley Institute of Technology is operated in accordance with 
policies established by the Board and regulations developed by the 
Superintendent.  The Board, which represents the state and local 
community, adopts policies after careful deliberation, and the school 
administration implements the policies through specific regulations and 
procedures.  The Board and administration evaluate the effects of the 
policies and procedures and revise them as necessary. 

 
To promote harmony, efficiency, uniformity of interpretation, coordination 
of effort, and fairness to all concerned, this manual will be accessible at the 
District office and at such other places as designated by the 
Superintendent. 
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How the manual is organized. The manual is organized according to the 
classification system of the National School Boards Association.  The 
system provides an efficient means of coding, filing, and locating policies. 

 
Please note: All copies of this manual are the property of the East Valley 
Institute of Technology. 

 

 
There are 12 major classifications, each identified by an alphabetical code: 

. 
A Foundations and Basic Commitments 
B School Board Governance and Operations 
C General School Administration 
D Fiscal Management 
E Support Services 
F Facilities Development 
G Personnel 
H Meet and Confer 
I Instruction 
J Students 
K School Community Relations 
L Education Agency Relations 

 
Subclassification under each heading is based on logical sequence and 
alphabetical subcoding.  For an example of the subcoding system, 
examine the page immediately following the tab for Section A: Foundations 
and Basic Commitments. 

 

 
The pages that follow the tabs for each major section present the 
classification system, section by section, and serve as the tables of 
contents for the sections or “Chapters” of this manual. 

 
How to find a policy. There are two ways to find a policy in the manual: 

 
 Consider where the policy would be filed among the 12 major 

classifications.  Turn to the table of contents for that section 
and glance down the listing until you find the term that most 
closely fits the topic you are seeking.  Use the code letters 
given for the term to locate the sheet that appears in 
alphabetical order by code within the particular section.  (All 
pages of the manual are coded in the upper right-hand 
corner.) 
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 Turn to the Code Finder Index at the end of the manual.  The 

code finder is a alphabetical index of the terms commonly 
used in education.  Look up your topic as in any index, note its 
related code, and use the code to locate the sheet in the manual. 

 

 
What if you can’t find the term you are seeking? The code finder lists 
more than 1,800 terms, but no index of useful size could include every 
possibility.  If the term you are seeking is not included, look up a synonym 
or another term, either more general or more specific, that you believe is 
related to the topic. 

 
What if you can find the term and code, but there is no policy? This 
probably means that the school system has not adopted a written policy in 
the particular area.  All terms used in the classification system appear in 
the sectional tables of contents and code finder to accommodate the 
coding, insertion, and location of policies that may be adopted later.  But 
there is another possibility.  A brief statement related to the policy you are 
seeking may be incorporated in a “superior” policy that covers the more 
general area.  This “superior” policy will be coded under the broader 
category.  To find it, read up the classification system.  For example, a 
policy statement that encompasses all meetings of the Board might be filed 
under “School Board Meetings: (BE) rather than the more restrictive 
heading “Regular Board Meetings” (BEA). 

 
Using the signs and symbols. Various signs and symbols are used in 
connection with the classification system.  They are for your use in locating 
and/or examining statements.  Included are the following: 

 
-R This symbol following a code indicates that the statement is a 

regulation, not a policy.  If there is more than ore regulation, the “-R” 
will be followed by a letter; e.g., “-RA,” “-RB”, et cetera. 

 
-E Exhibit. This symbol following a code indicates that the statement is 

a reference document.  If there is a more than one reference 
document, the “-E” will be followed by a letter; e.g. “-EA,” “-EB,” et 
cetera. 
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LEGAL REF: Pertinent legal references are given to inform the reader 

Where in state law certain statues that relate to a policy 
may be found.  Unless otherwise noted, all references 
direct the reader to the Arizona Revised Statutes.  It is 
important to mention here that other laws and/or court 
decisions may also be applicable to a particular policy. 
The following abbreviations are used in legal 
references: 

 

 
A.A.C. Arizona Administrative Code 
A.G.O. Attorney General Opinion 
A.R.S. Arizona Revised Statutes 
C.F.R. Code of Federal Regulation 
P.L. Public Law (federal law as it is 

Identified by Congress). Such laws 
Will at some time after passage be 
codified in the United States Code 

U.S.F.R. Uniform System of Financial Records 
U.S.C. United States Code 

 

 
CROSS REF,: Certain policies are related to other policies.  Cross 

references are provided following many statements to 
help the reader find the related information. 

 
About Board Policies 

 

 
Generally, the role of a Board is to set policy, and the role of the 
administration is to execute it.  The basic distinction as set forth by the 
National School Boards Association is: 

 
 Policies are principles adopted by the Board to chart a course 

of action.  They tell what is wanted and may include also why 
and how much.  They are broad enough to indicate a line of 
action to be taken by the administration in meeting a number 
of day-to-day problems; they need to be narrow enough to 
give the administration clear guidance. 

 
 Regulations are the detailed directions developed by the 

administration to put policy into practice.  They tell how, by 
whom, where, and when things are to be done. 
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 Exhibits are checklists, sample documents, forms, and other 

informational items to assist in implementing policies and 
procedures. 

 
 The state and federal governments at times require governing 

boards to make detailed rules, or the Governing Board may 
decide that such rules are necessary.  In spite of the detailed 
nature of such rules, once adopted by the Board they become 
policy. 

 
 
 

Therefore: 
 

 Where the Board has voluntarily adopted statements of 
principle or written regulations required by law or has 
established a position in particularly sensitive areas, and 
one or more of them are incorporated into policy, the entire 
statement is presented as policy. 

 
 Where the Board has adopted rules concerning its own 

operations (for instance, how it conducts meetings), these 
statements concerning operations of the Board also appear 
as policy. 

 
 
 

As long as the administration operates within the guidelines of policy 
adopted by the Board, it may issue regulations without prior Board 
approval unless Board action is required by law or unless the Board 
has specifically directed that certain types of regulations be given 
Board approval.  The Board, of course, is to be kept informed of all 
District regulations issued by the administration, and all are subject 
to Board review. 

 
In keeping with the definitions and rules of thumb, the current 
policies of the Board are presented in this manual. 

 
Is the Manual Complete? 

 

 
No. The manual contains all of the current written policies of the 
Board.  However, there is an almost continual need to draft and 
adopt new written policies and revise the existing ones.  Additionally, 
changes in state law and State Board of Education regulations may 
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necessitate policy modifications.  No matter how well a policy 
manual is conceived and developed, it can never be totally 
comprehensive and absolutely up to date.  Therefore, as new 
policies are developed, they will be coded according to the 
classification system and issued for insertion into the manual. 

 

 
Order of precedence. Board policies must be read and interpreted 
in conformance with the applicable state and federal statutes and 
regulations.  Wherever inconsistencies of interpretation arise, the 
law and regulations prevail. 

 
Terminology 

 
Whenever the term Superintendent appears in this manual it is to be 
interpreted as “Superintendent or a person designated by the 
Superintendent.” 

 
Whenever the term principal appears in this manual it is to be 
interpreted as “principal or a person designated by the principal.” 

 
Whenever the term District appears in this manual it is to be 
interpreted as the “East Valley Institute of Technology District 
No.401.” 

 
Whenever the terms Board or Governing Board appear in this 
manual they are to be interpreted as the “Governing Board of the 
East Valley Institute of Technology.” 

 
It is the expectation of the Board that this collection of policies 
provides a platform for harmony and efficiency in all areas of school 
operations.  This enables the Board to focus on its primary duty: the 
development of long-range plans and policies for the future of the 
School District. 

 

 
Governing Board 

 
Date of Manual Adoption: January 8, 2001 
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SECTION A 
 
 

Foundations and Basic Commitments 
 
 

Section A of the NSBA/NEPN policy classification system is a 
repository for statements related to the district’s legal role in 
providing public education and the underlying principles on 
which the district operates.  The policies in this section provide 
a setting for all of the school board’s other policies 

 
 
 
 

Code Description of Policy 
 
 

A District Mission and Belief Statement 
 
 

AA School District Legal Status 
 
 

ABA* Community Involvement in Education 
ABAA Parent Involvement 

 
 

ACA Sexual Harassment 
 
 

AD Educational Philosophy/School District Mission 



 
 
 

SECTION B 
 
 

School Board Governance and Operations 
 
 

Section B of the NSBA/NEPN policy classification system is a 
repository for statements about the school board ----how it is 
elected, organized; how it conducts its meetings and operates. 
This section includes bylaws and policies establishing the 
board’s internal operating procedures. 

 
 
 
 

Code Description of Policy 
 

 
BA School Board Operational Goals 
BAA Evaluation of School Board/Board Self- 

Evaluation 
 

BB School Board Legal Status 
BBA Board Powers and Responsibilities 
BBAA Board Member Authority & Responsibilities 

 
 

BBBA Board Member Qualifications  
BBBB Board Member Oath of Office  
BBBC Board Member Resignation  
BBBD Board Member Removal from Office  
BBBE Unexpired Term Fulfillment  

 

BCA 
 

Board Member Ethics 
 

BCB Board Member Conflict of Interest  
 

BDA 
 

Board Organizational Meeting 
 

BDB Board Officers  
BDD Board-Superintendent Relationship  
BDE Board Committees  
BDF Advisory Committees  
BDG School Attorney  
BDH Board Consultants  
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BE School Board Meetings 
BEC Executive Sessions/Open Meetings 
BED Meeting Procedures/Bylaws 
BEDA Notification of Board Meetings 
BEDB Agenda 
BEDRA* Agenda Preparation and Dissemination 
BEDC Quorum 
BEDD Rules of Order 
BEDF Voting Method 
BEDG Minutes 
BEDH Public Participation of Board Meetings 
BEDI News Media Services at Board Meetings 

 

 
BG School Board Policy Process 
BGB Policy Adoption 
BGC Policy Revision and Review 
BGD Board Review of Regulations 
BGE Policy Communication/Feedback 
BGF Suspension/Repeal of Policy 

 

 
BHC Board Communications with Staff Members 
BHD Board Communications with the Public 

 

 
BIA New Board Member Orientation/Handbook 
BIB Board Member Development Opportunities 
BIBA  Board Member Conferences, 

Conventions, and Workshops 
 

BID Board Member Compensation and 
Expenses 

BIE Board Member Insurance/Liability 
 

BJ School Board Legislative Program 
 

 
BK School Board Memberships 
BKA Liaison with School Boards Associations 
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SECTION C 
 
 

School Board Governance and Operations 
 
 

Section C of the NSBA/NEPN policy classification system is a 
repository for statements about the school district management, 
the administrative structure, and school building and 
department administration.  It also is the location for personnel 
policies that pertain to one individual: The Superintendent. 

 
 
 
 

Code Description of Policy 
 
 

CA Administration Goals/Priority Objectives 
 
 

CB School Superintendent 
CBA Qualifications and Duties of Superintendent 
CBCA* Delegated Authority 
CBI Evaluation of Superintendent 

 
 

CCB Line and Staff Relations 
 
 

CE Administrative Councils, Cabinets, and Committees 
 
 

CFD School-Based Management 
 
 

CH Policy Implementation 
CHCA Handbooks and Directives 
CHD Administration in the Absence of Policy 

 
 

CK Administrative Consultants 



 
 
 
 
 
 

SECTION D 
 
 

School Board Governance and Operations 
 
 

Section D of the NSBA/NEPN policy classification system is a 
repository for statements concerning district fiscal affairs and 
the management of district funds.  Statements relating to the 

financing of school construction, however, are filed in Section F 
(Facilities Development). 

 
 
 
 

Code Description of Policy 
 

DA Fiscal Management Goals/Priority Objectives 
 

 
DB Annual Budget 
DBC Budget Planning, Preparation, and Schedules 
DBF Budget Hearings and Reviews/Adoption Process 

 

 
DBI Budget Implementation 
DBJ Budget Transfers 

 

 
DD Funding Proposals, Grants, and Special Projects 
DDA Funding Sources Outside the School System 

 
DFA Revenues from Investments 
DFB Revenues from School-Owned Real Estate 
DFD Gate Receipts and Admissions 
DFF Income from School Sales and Services 

 

 
DG Banking Services 
DGA Authorized Signatures 
DGD Credit Cards 

 

 
DH Bonded Employees and Officers 
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DI Fiscal Accounting and Reporting 
 

 
DIA Accounting System 
DIB Types of Funds/Revolving Funds 
DIC Financial Reports and Statements 
DID Inventories 
DIE Audits/Financial Monitoring 

 
DJ Purchasing (Purchasing Ethics) 
DJB Purchasing Procedures 
DJE Bidding/Purchasing Procedures 

 
DK Payment Procedures 
DKA Payroll Procedures/ Schedules 
DKB Salary Deductions 
DKC Expense Authorization/Reimbursement 

 

 
DM Cash in School Buildings 
DMA Sales Calls and Demonstrations 

 

 
DN School Properties Disposition 
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SECTION E 
 
 

Support Services 
 
 

Section E of the NSBA/NEPN policy classification system is a 
repository for statements noninstructional services and 
programs, including most of those that fall in the area of 
business management such as safety, buildings and their 
management (not construction), transportation, and food 
services. 

 
 
 
 

Code Description of Policy 
 
 

EA Support Services Goals/Priority Objectives 
 
 

EB Environmental and Safety Program 
EBAA  Reporting of Hazards!/Warning Systems 
EBB Accident Prevention and Safety Procedures 
EBBB  Accident Reports 
EBC Emergencies 
EBCD Weather-Related and Emergency Closings 

 
 

ECA Security 
ECAC Vandalism 
ECAD School & Personal Property 

Replacement/Restitution 
ECB Building and Grounds Maintenance 

 
 

ED Materials and Equipment Management 
EDB Maintenance & Control of Materials & 

Equipment 
EDBA Maintenance & Control of Instructional 

Materials 
EDC Authorized Use of School-Owned Materials & 

Equipment 
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EE Transportation Services 
EEAEB Bus Purchasing and Maintenance 
EEAEC Student Conduct on School Buses 
EEAF Special Use of Buses 
EEAG Student Transportation Private Vehicles 
EEB Business & Personnel Transportation Services 
EEBD Business Transportation Records & Reports 

 
 

EFE Competitive Food Sales/Vending Machines 
 
 

EG Office Services 
EGAD Copyright Compliance 
EGAE Mail & Delivery Services 
EGE Office Services Records & Reports 

 
 

EHB Data/Records Retention 
 
 

EI Insurance Programs/Risk Management 
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SECTION F 
 
 

Facilities Development 
 
 

Section F of the NSBA/NEPN policy classification system is a 
repository for statements on school construction, remodeling, 
and modernizing, on temporary facilities, and on facilities 
retirement plans. 

 
 
 
 
 

Code Description of Policy 
 
 

FA Facilities Development Goals/Priority Objectives 

FEA  Educational Specifications for Construction 

FF Naming Facilities 
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SECTION G 
 
 

Personnel 
 
 

Section G of the NSBA/NEPN policy classification system is a 
repository for personnel policies.  This section has three main 
subdivisions: subsection GB presents policy topics that pertain 
to all employees; subsection GC is for policies that pertain to 
professional personnel, including administrators, who must hold 
educational certification by the state to serve in their positions; 
subsection GD is for policies pertaining to all other personnel. 

 
 
 
 

Code Description of Policy 
 
 

GA Personnel Goals/Priority Objectives 
 
 

GBA Equal Employment Opportunity 
GBB Staff Involvement in Decision Making 
GBEA Staff Ethics 
GBEAA Staff Conflict of Interest 
GBEB Staff Conduct 
GBEBB Staff Conduct with Students 
GBEBC Gifts to & Solicitations by Staff 

Members 
GBEC Alcohol & Drug –Free Workplace 
GBECA Nonmedical Use or Abuse of 

Drugs or Alcohol 
GBECB Alcohol Use by Staff Members 
GBED Smoking by Staff Members 
GBGB Staff Personal Security & Safety 
GBGC Employee Assistance 
GBGCA  Wellness Programs 
GBGCB  Staff Health & Safety 
GBI Staff Participation in Political Activities 
GBJ Personnel Records and Files 
GBK Staff Grievances 
GBP Prohibited Personnel Practices 
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GCA Professional Staff Positions 
GCB Professional Staff Contracts & Compensation 
GCBD Professional Staff Fringe Benefits 
GCC Professional/Support Staff Leaves and 

Absences 
GCCA Professional Staff Sick Leave 
GCCB Professional /Support Staff Personal 

/Emergency / Religious Leave 
GCCC Professional /Support Staff Leaves 

of Absence Without Pay 
GCCD Professtional/Support Staff Military/ 

Legal Leave 
GCCE Professional/Staff Con  ferences/Visitations/ 

Workshops 
GCCF Sabbatical Leave 
GCCH  Professional Staff Bereavement Leave 
GCD Professional Staff Vacations & Holidays 
GCF  Professional Staff Hiring 
GCFC Professional Staff Certification & 

Credentialing Requirements 
GCFE Professional /Support Staff Hiring –Oath 

Of Office 
GCG Part-Time & Substitute Professional Staff 

Employment 
GCGB Arrangements for Substitute Staff 

Members 
GCH Professional Staff Orientation & Training 
GCI Professional Staff Development 
GCJ Professional Staff Noncontinuing & Continuing 

Status 
GCK Professional Staff Assignments & Transfers 
GCL Professional Staff Schedules & Calendars 
GCMC Professional Staff Meetings 
GCMF Professional Staff Duties & Responsibilities 
GCO Evaluation of Professional Staff Members 
GCP Professional Staff Promotions 
GCQA Professional Staff Reduction in Force 
GCQC Resignation of Professional Staff Member 
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GCQF Discipline, Suspension, & Dismissal of 

Professional Staff Members 
GCR Nonschool Employment by Professional/ 

Support Staff Members 
GCRD Tutoring for Pay 
GCS Professional Research & Publishing 
GDA Support Staff Positions 
GDB Support Staff Contracts & Compensation 
GDBD Support Staff Fringe Benefits 
GDC Support Staff Leaves & Absences 
GDCA Support Staff Sick Leave 
GDD Support Staff Vacations & Holidays 
GDF Support Staff Hiring 
GDFA Support Staff Qualifications & Requirements 
GDFE Support Staff Hiring – Oath of Office 
GDG Part – Time & Substitute Support Staff 

Employment 
GDH Support Staff Orientation & Training 
GDJ Support Staff Assignments & Transfers 
GDK Support Staff Schedules & Calendars 
GDL Support Staff Workload 
GDLB Support Staff Meetings 
GDN Supervision of Support Staff Members 
GDO Evaluation of Support Staff Members 
GDOB Drug & Alcohol Testing of Transportation 

Employees 
GDP Support Staff Promotions & Reclassification 
GDQA Support Staff Reduction in Force 
GDQB Resignation of Support Staff Members 
GDQD Discipline, Suspension, & Dismissal of 

Support Staff Members 
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SECTION H 
 
 

Meet and Confer 
 
 

Section H of the NSBA/NEPN policy classification system is a 
repository for statements pertaining to the process of Meet and 
Confer with staff units recognized by the school board. 

 
 
 
 
 

Code Description of Policy 
 
 

HA Meet & Confer Goals / Priority Objectives 



SECTION I 
 
 

Instruction 
 
 

Section I of the NSBA/NEPN policy classification system is a 
repository for statements on the instructional program: basic 
programs, special programs, activities programs, instructional 
resources, academic achievement. 

 
 
 
 

Code Description of Policy 
 
 

IA Instructional Goals & Objectives 
 
 

IB Academic Freedom 
 
 

IC School Year 
 
 

ID School Day 
 
 

IGA Curriculum Development 
IGD Curriculum Adoption 
IGE Curriculum Guides & Course Outlines 

 
 

IHA Basic Instructional Program 
IHB Special Instructional Programs 
IHBR Memorandum of Understanding 
IHBA Special Instructional Programs & 

Accommodations for Disabled Students 
IHBCA Programs for Pregnant / Parenting 

Students 
IHCA Summer School 

 
 

IIB Class Size 
 
 

IJ Instructional Resources & Materials 
IJJ Textbook/Supplementary Materials 

Selection & Adoption 
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IJM Special – Interest Materials Selection & 
Adoption 

 

 
IJNA Teacher Aides 
IJND Technology Resources 
IJNDB Use of Technology Resources in 

Instruction 
IJNDBA Computer Instruction 
IJOA Field Trips 
IJOB Community Resource Persons/ 

Speakers 
IJOC School Volunteers 
IKAB Report Cards/Progress Reports 
IKACA Parent Conferences 
IKB Homework 
ILE Evaluation of Instructional Programs 
IMA Teaching Methods 
IIMB Teaching About Controversial / 

Sensitive Issues 
IMBD  Flag Displays 
IMG Animals in Schools 
IMH Class Interruptions 
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SECTION J 
 
 

Instruction 
 
 

Section I of the NSBA/NEPN policy classification system is a 
repository for statements concerning students: admissions, 
attendance, rights and responsibilities, conduct, discipline, and 
wealth and welfare services.  However, all policies pertaining to 
the curriculum, instruction of students, and extracurricular 
programs are filed in Section I (Instruction). 

 
 
 
 

Code Description of Policy 
 
 

JA Student Policies Goals/Priority Objectives 
 
 

JB Equal Educational Opportunities 
JBB Harassment of Students 

 
 

JE Student Attendance 
 
 

JF Student Admissions 
JFAA Admission of Resident Students 
JFAB Tuition/Admission of Nonresident Students 
JFC Student Withdrawal from School/Dropouts 

 
 

JH Student Absences & Excuses 
JHB Truancy 
JHD Exclusions & Exemptions from School Attendance 

 
 

JI Student Rights & Responsibilities 
JIB Student Involvement in Decision Making 
JIBA Student Government 

 
 

JIC Student Conduct 
JICA Student Dress 
JICB Care of School Property by Students 
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JICF Secret Societies/Gang Activity 
JICFA Hazing 
JICG Tobacco Use by Students 
JICH Drug & Alcohol Use by Students 
JICI Weapons in School 
JIG Married Students 
JIH Student Interrogations, Searches, & Arrests 

 
 

JJA Student Organizations 
JJB Student Social Events 
JJC Student Performances/Exhibits/Competition 
JJE Student Fund-Raising Activities 
JJF Student Activities Fund 
JJG Contests for Students 

 
 

JK Student Discipline 
JKA Corporal Punishment 
JKB Detention of Students 
JKD Student Suspension/Expulsion/Due-Process 

Rights 
JKDA Removal of Students from School- 

Sponsored Activities 
 

 
JLA Student Insurance Programs 
JLC Student Health Services & Requirements 
JLCC Communicable/Infectious Diseases 
JLCCA Acquired Immune Deficiency Syndrome 

& Human Immunodeficiency Virus 
Infections 

JLCD Administering Medicines to Students 
 
 

JLD Guidance & Counseling 
JLDA School Counselors & Psychologists 

 
 

JLF Reporting Child Abuse/Child Protection 
 
 

JLH Missing Students 
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JLI Student Safety 

 
 

JLIA Supervision of Students 
JLIB Student Dismissal Precautions 
JLIE Student Automobile Use & Parking 

 
 

JN Student Volunteers for School & Community 
Service 

 

 
JO Employment of Students 

 
 

JP Student Donations & Gifts 
 
 

JQ Student Fees, Fines, & Charges 
JQA Collection of Money from Students 

 
 

JR Student Records 
JRCA Request for Transfer of Records 
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SECTION K 
 
 

School-Community Relations 
 
 

Section K of the NSBA/NEPN policy classification system is a 
repository for statements on relations with the general public 
and with other community and public agencies except other 
educational agencies and groups. 

 
 
 
 
 

Code Description of Policy 
 

 
KA School-Community-Home Relations Goals/Priority 

Objectives 
 

KB Parental Involvement in Education 
 

KCCA Community Involvement in Bond Campaigns 
 

 
KCD Public Gifts/Donations to Schools 

 
KD Public Information & Communications 
KDB Public’s Right to Know/Freedom of Information 
KDC School – Sponsored Information Media 
KDCA Use of Students In Public Information Program 
KDD Media Relations 
KDDA Press Releases, Conferences, & Interviews 

 
KE Public Concerns & Complaints 
KEB Public Concerns/Complaints About Personnel 
KEC Public Concerns/Complaints About Instructional 

Resources 
KED Public Concerns/Complaints About Facilities & 

Services 
 

KF Community Use of School Facilities 
KFA Public Conduct on School Property 
KFAA Smoking on School Premises at Public 

Functions 
 

Page 1 of 2 



KH Public Sales on School Property 
KHA Public Solicitations in Schools 
KHB Advertising in Schools 

 
KI Visitors to Schools 
KL Relations with Government Authorities 
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SECTION L 
 
 

Education Agency Relations 
 
 

Section L of the NSBA/NEPN policy classification system is a 
repository for statements that concern the district’s relationship 
with other education agencies --- other school districts, regional 
or service districts, private schools, colleges and universities, 
educational research organizations, and state and national 
education agencies. 

 
 
 
 

Code Description of Policy 
 

LB Relations with Other Schools and School Systems 
 

LC Relations with Education Research Agencies 
 

 
LD Relations with Colleges & Universities 
LDA Student Teaching & Internships 

 

 
LF Relations with State Education Agencies 

 
LH Relations with Education Accreditation Agencies 
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SECTION A 



A-0000  A 

DISTRICT MISSION AND BELIEF STATEMENT 

District Mission Statement 
 
 
To provide a productive, technically trained workforce that meets the market- 
driven needs of business and industry. 

 
 
District Belief Statement 

 

 
"SCHOOLS ARE FOR CHILDREN" 

 
"SCHOOLS BELONG TO THE COMMUNITY" 

 
"SCHOOLS ARE PEOPLE DEVELOPERS" 

 
"SELF-EFFORT EDUCATES" 

 
The  mission  of  the  District  is  to  provi de  comprehensive,  success- 
oriented  learning  activities for young people in our schools. 

 
These opportunit ies must be designed to develop the person's 
potent ia l in the areas   of   academic   ability   and   career   and   technical 
awareness,  cultural  appreciation,  physi cal  well-being,  social  development, 
and community contribution. 

 
The beliefs of the District are outlined below. 

Students 

We believe: 
 

 Every  student  wil l  be  educated  academically  and  socially  so  as to  
be  a  productive citizen. 

 
 All  students  wil l  have  equal  career  and  technical  educational 

opportunities  to  achieve  their  individual potential. 
 

 We have something to offer every student. 
 

 Each student is unique. 
 Successful  education  depends  on  parental  commitment  to 

education.  
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A-0000 A 
 
 
 
Teachers 

 

We believe: 
 

 Teachers are the foundation of a strong educational system. 
 

 Teachers will maintain high expectations for themselves and their students. 
 

 Teachers should serve as positive role models for students. 
 

 Teachers will actively seek parent support and involvement. 
 
 
 
Principals 

 

 
We believe: 

 
 A principal is the instructional leader of the school. 

 

 A principal is the facilitator for a positive learning environment. 
 

 A principal actively seeks parent support and involvement. 
 

 A principal serves as a liaison between school and community. 
 A principal maintains high expectations for students and staff members. 

Superintendent 

We believe: 
 

 The  Superintendent  is  the  leader,  implementer,  and  facilitator  of  a 
successful Joint Career and Technical School District. 

 

 The Superintendent promotes and upholds the positive educational 
climate of the Joint Career and Technical School District. 

 
Governing Board 

 
We believe: 

 
 Students are the number-one priority. 

 

 The Board conveys the educational needs and desires of the community 
to 

 

the District and establishes policies accordingly. 
 

 The Board maintains high expectations for the District and themselves 
in working toward excellence. 
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A-0000 A 
 
 
 
 
 
 
Management Principles 

 

We believe: 
 

 In human beings as the single most important element in all transactions. 
 

 
 In behaving with uncompromising honesty and integrity. 

 
 In challenging people to experience their full potential so each 

individual contributes to educational excellence. 
 

 In reaching quality decisions through the involvement of people. 
 

 In establishing priorities that respond to the needs of our students, staff 
members, and community and serve as the driving force behind all of our 
actions. 

 
 In focusing on excellence in everything we do. 

 
 
 
 
 
Adopted:  November 13, 2008 
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SCHOOL DISTRICT LEGAL STATUS 

 
The  legally  designated  name  of  the  District  is  School  District  No.  401  of 
Maricopa  County. The official name shall be East Valley Institute of Technology 
District No. 
401 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-101 

15-441 
15-442 

Arizona Constitution, Art. XI, Sections 
1 - 4 Arizona Constitution, Art. XX, 
Paragraph 7 
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EXHIBIT  EXHIBIT 

SCHOOL  DISTRICT  LEGAL  STATUS  
 

(Lega l  Descr ip t ion)  
 

EAST VALLEY INSTITUTE OF TECHNOLOGY DISTRICT NO. 401 
 

 
MESA, MARICOPA COUNTY, ARIZONA 

 
 
Apache Junction Unified School 
District No. 43 

 
Beginning  at  the  northeast  corner  of  Township  1  North,  Range  10  east, 
and  running  south  about  12  miles  to  the  southeast  corner  of  Township  1 
South,  Range  10  East;  thence  west  about  6  miles  to  the  northeast  corner  of 
Section 1, Township  2 South, Range 9 East; thence south about 1 mile to the 
southeast corner of said  section;  thence  west  about  1  mile  to  the  southwest 
corner of said section; thence  north  about  1  mile  to  the  northwest  corner  of 
said section; thence west about 11 miles to the southwest corner of 
Township   1   South,   Range   8   East;   thence   north   about   12   miles   to   the 
northwest  corner  of  Township  1  North,  Range  8  East;  thence  east  about  18 
miles  to  the  northeast  corner  of  Township  1  North,  Range  10  East,  the place 
of beginning. 

 
Chandler Unified School District No. 80 

 

Beginning  at  the  Northwest  corner  of  Section  19,  Township  1  South,  Range  5 
East; thence running South nine miles to the Southwest corner of Section 31, 
Township  2  South,  Range  5  East;  thence  due  East  thirteen  miles  to  the 
Southeast corner of  Section  31,  Township  2  South,  Range  7  East;  thence 
one  mile  North  to  the  Northeast  corner  of  Section  31,  Township  2  South, 
Range  7  East;  thence  one-half  mile  West  to  the  median  line  of  Section  31, 
Township  2  South,  Range  7  East;  thence  North  two  miles  along  the  median 
line of Sections 30 and 19 to the South line of Section 18, Township 2 South, 
Range  7  East;  thence  West  three  and  one- half miles to the Northwest corner 
of  Section  22,  Township  2  South,  Range  6  East;  thence  North  two  miles;  
thence  West  three  miles  to  the  Northeast  corner  of  Section 12, Township 
2  South,  Range  5  East;  thence  due  North  three  miles  to  the  Northeast  corner 
of  Section  25,  Township  1  South,  Range  5  East;  thence  West  one  mile  to  the 
Northwest  corner  of  Section  25,  Township  1  South,  Range  5  East;  thence 
North  one  mile  to  the  Northeast  corner  of  Section  23,  Township  1  South, 
Range 5 East; thence due West five miles to the place of beginning. 
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Fountain Hills Unified School 

 
 
 
District  No.  98  

 
 
Beginning at the Southwest corner of Section 29 (said point of beginning lies 
also on the Northerly boundary line of the Salt River Indian 
Reservation);  thence  Northerly along the West line of said Section 29 to the 
Southwest  corner  of  Section  20;  thence  continuing  Northerly  along  the  West 
line of said Section 20 to the West  1/4  corner  of  Section  20;  thence  Easterly 
along  the  North  line  of  the  South  1/2  of  said  Section 20 to the center of said 
section;  thence  Northerly  along  the  West  line  of  the  East  1/2  of  said  Section 
20  to  the  South  line  of  Section  17;  thence  Westerly  along  the  South  line  of 
Section  17  to  the  Southwest  corner  of  said  Section  17;  thence  Northerly 
along  the  West  line  of  said  Section  17  to  the  Southeast  corner  of  Section  7; 
thence  Westerly  along  the  South  line  of  said  Section  7  to  the  Southwest 
corner of said Section 7; thence Northerly along the West line of said Section 
7 to  the  Southwest  corner  of  Section  6;  thence  continuing  Northerly  along 
the  West  line  of  said  Section  6  to  the  Northwest  corner  of  said  Section  6; 
thence Easterly along the North line of said Section 6 to the Northwest corner 
of Section 5; thence  continuing  Easterly  along  the  North line of said Section 
5 to the Northwest corner of Section 4; thence continuing Easterly along the 
North  line  of  said  Section  4  to  the Northeast corner of said Section 4; thence 
Southerly  along  the  East  line  of  said  Section  4  to  the  Northwest  corner  of 
Section  10;  thence  Easterly  along  the  North  line  of  said  Section  10  to  the 
Northwest corner of Section 11; thence continuing Easterly along the North 
line  of  said  Section  11  to  the  Northeast  corner  of  said  section;  thence 
Southerly  along  the  Easterly  line  of  Section  11  to  the  intersection  with  the 
Westerly boundary line of the Fort McDowell Indian Reservation; thence 
Southwesterly  along  said  For  McDowell  Indian  Reservation  boundary  line 
through Sections  11,  14,  23,  and  26  to  the  intersection  of  the  South  line  of 
Section 26 (said point of intersection also lies on the Northerly boundary line 
of the Salt River  Indian  Reservation);  thence  Westerly  along  said  South  line 
of  said  Section  26  to  the  Southeast  corner  of  Section  27;  thence  continuing 
Westerly  along  the South  line of said Section 27 to the Southeast corner of 
Section  28;  thence  continuing  Westerly  along  the  South  line  of  said  Section 
28 to the Southeast corner of Section  29;  thence  continuing  Westerly  along 
the  South  line  of  said  Section  29  to  the  Southwest corner of said Section 29; 
said point also being the point of beginning. 
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Gilbert  Unified  School  District  No.  41  
 

Beginning  at  the  Southeast  corner  of  Section  4,  Township  2  South,  Range  6 
East,  and  running  North  four  miles  to  the  Northeast  corner  of  Section  21, 
Township  1  South,  Range  6  East;  thence  East  nine  miles  to  the  county  line; 
thence North three  miles  to  the  Northeast  corner  of  Section  1,  Township  1 
South,  Range  7  East;  thence  West  nine  miles  to  the  Southeast  corner  of 
Section 33, Township 1 North, Range 6 East; thence North one-half mile to the 
Northeast  corner  of  the  Southeast  quarter  of  Section  33,  Township  1  North, 
Range  6  East;  thence  West  five  and  one-  half  miles  through  the  center  of 
Sections 33, 32, and 31, Township 1 North, Range  6 East, and Sections 36 and 
35, Township 1 North, Range 5 East, continuing to the West line of the Arizona 
Eastern Railroad, center Section 34, Township 1 North, 

 
 
 
Range  5  East;  thence  following  the  West  side  of  the  railroad  right-of-way 
South  to  the  base  line;  thence  West  about  one-half  mile  to  the  Northwest 
corner  of  Section  3,  Township  1  South,  Range  5  East;  thence  South  three 
miles  to  the  Southwest  corner  of  Section  15;  thence  East  two  miles  to  the 
Northwest  corner  of  Section  24;  thence  South  one  mile  to  the  Southwest 
corner  of  Section  24;  thence  East  one  mile  to  the  Southwest  corner  of 
Section  19;  thence  South  three  miles  to  the  Southwest corner of Section 6, 
Township  2  South,  Range  6  East;  thence  East  three  miles  to  the  place  of 
beginning. 

 
 
Higley  Elementary  School  District  No.  60  

 
Beginning  at  the  Northwest  corner  of  Section  22,  Township  1  South,  Range  6 
East; running South  six miles to the Southwest corner of Section  15, 
Township 2 South, Range 6 East;  thence due East four miles to the 
Southeast  corner  of  Section  18,  Township  2  South,  Range  7  East;  thence 
North  three  miles  to  the  Northeast  corner  of  Section  6,  Township  2  South, 
Range 7 East; thence due West one mile to the  Northwest corner of Section 
6,  Township  2  South,  Range  7  East;  thence  North  along  Section  Line  to  a 
point where the R.C.W.D. Canal intersects the  West  boundary of 
Sect ion 30,  Township 1   South, Range  7 East ; thence in  a  
northeasterly direction following East Line of R.C.W.D. Canal to a point where 
said Canal intersects the South boundary of Section 19, Township 1 South, 
Range 7 East;  thence  East  along  Section  Line  to  the  Southeast  corner  of 
Sect ion  19,  Township 1 South, Range 7 East; thence North along Section Line 
to  the  Northeast  corner  of  Section  19,  Township  1  South,  Range  7  East; 
thence due West along Section Line four miles to the point of beginning. 
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1  0.  Combs  Elementary  School  
District No. 44 

 
Beginning  at  the  southwest  corner  of  Township  2  South,  Range  8  East; 
thence   north   about   6   miles   to   the   northwest   corner   of   said   Township; 
thence east about 11 miles to the northeast corner of Section 2, Township 2 
South,  Range  9  East; thence  south  about  1  mile  to  the  southeast  corner  of 
said  section;  thence  east  about  1  mile  to  the  northeast  corner  of  Section 
12,   Township   2   South,   Range   9   East;  thence  south  about  2  miles  to  the 
southeast corner of Section 13, Township 
2 South, Range 9 East; thence west 1 mile to the northeast corner of Section 
23,  Township  2  South,  Range  9  East;  thence  south  3  miles  to  the  southeast 
corner of Section 35, Township 2 South, Range 9 East;  thence west about 11 
miles to the  southwest corner of Township 2 South, Range 8, East, and the place 
of beginning. 

 
Mesa  Unified  School  District  No.  4  

 
 
Beginning at the NE corner of Section 36, T3N, R7E; thence South 13 miles to 
the  SE  corner  of  Section  36,  T1N,  R7E;  thence  West  9  miles  to  the  SW 
corner  of  Section 34, T1N, R6E; thence 1/2 mile North to the midsection line of 
Section 33; thence  West  along  the  midsection  line  of  Sections  33,  32,  31, 
T1N,  R6E,  and  Sections 36, 35, and 34 to the West side of the railroad right- 
of-way, T1N, R5E; thence following the West side of the railroad right-of-way 
South  to  the  Township  line; thence West 1/2 mile to the SE corner of Section 
33, T1N, R5E; thence South  3 miles to the SE corner of Section 16, T1S, R5E; 
thence  West  3  miles  to  the  SW  corner  of  Section  18,  T1S,  R5E;  thence  North 
5-1/2 miles to the midsection line of Section 19, T1N, R5E; thence East on the 
midsection line to the point where the  Tempe Canal cuts the East and West 
midsection  line  of  Section  19,  T1N,  R5E;  thence  following  the  canal  in  a 
Northeasterly direction to a point where the canal  cuts  the  North  and  South 
section  line  between  Sections  17  and  18,  T1N,  R5E;  thence North to the SE 
corner  of  Section  7,  T1N,  R5E;  thence  West  1  mile  to  the  SW  corner  of 
Section 7, T1N, R5E; thence North 4-1/2 miles to the midsection line of Section 
19,  T2N,  R5E;  thence  East  1  mile  to  the  midsection  line  of  Section  20,  T2N, 
R5E;  thence  North  1  mile  to  the  midsection  line  of  Section  17,  T2N,  R5E; 
thence  East  3  miles  to  the  midsection  line  of  Section  15,  T2N,  R5E;  thence 
South 1/2 mile to the SE corner of Section 15, T2N, R5E; thence East 2 miles 
to the NE corner of 
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Section  24,  T2N,  R5E;  thence  South  1  mile  to  the  SE  corner  of  Section  24, 
T2N,  R5E;  thence  East  3  miles  to  the  NE  corner  of  Section  28,  T2N,  R6E; 
thence North 1 mile to the NW corner of Section 22, T2N, R6E; thence East 1 
mile to the NE corner of Section 22, T2N, R6E; thence 

 
 
North 1 mile to the NW corner of Section 14, T2N, R6E; thence East 2 miles to 
the  NW  corner  of  Section  18,  T2N,  R7E; thence North 3 miles to the NW corner 
of Section 31, T3N, R7E; thence East 
6 miles to the point of beginning. 

 
Queen Creek Unified School 
District No. 95 

 

Beginning  at  the  Northwest  corner  of  Section  20,  Township  1  South,  Range  7 
East; thence South on the Section Line to the Southwest corner of Section 20, 
Township  1  South,  Range  7  East;  thence  East  one  mile  to  the  Southeast 
corner  of  Section  20,  Township  1  South,  Range  7  East;  thence  South  two 
miles  to  the  Southwest  corner  of  Section  33,  Township  1  South,  Range  7 
East; thence one mile West to  the Northwest corner of Section 5, Township 1 
South,  Range  7  East;  thence  South  along  the  Section  Line  to  the  Southwest 
corner of Section 17, Township 2 South, Range 7 East; thence due West one- 
half  mile;  thence  South  two  miles  following  the  Midsection  Line  to  the 
Southwest corner of the Southeast quarter of Section  30, Township 2 South, 
Range  7  East;  thence  due  East  one-half  mile  following  the  Section  Line  to 
the  Southeast  corner  of  Section  30,  Township  2  South,  Range  7  East; 
thence  one  mile  South  along  the  Section  Line  to  the  Southwest  corner  of 
Section  32,  Township  2  South,  Range  7  East;  thence  East  five  miles  to 
the  Southeast  corner  of  Section  36,  Township  2  South,  Range  7  East; 
thence  due  North nine miles to the Northeast corner of Section 24, Township 1 
South, Range 
7 East; thence due West five miles to the point of beginning. 

 
 
 
 
Scottsdale Unified School District No. 48 

 
 
Beginning at the Southeast corner of Section 1, Township 1 North, Range 4 East; 
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thence  running  North  eight  miles  to  the  Southwest  corner  of  Section  30, 
Township  3  North,  Range  5  East;  thence  East  six  miles  to  the  Southeast 
corner  of  Section  25,  Township  3  North,  Range  5  East;  thence  North  five 
miles  to  the  Northeast  corner  of  Section  1,  Township  3  North,  Range  5  East; 
thence  West  six  miles  to  the  Northwest  corner  of  Section  6,  Township  3 
North,  Range  5  East;  thence  South  three miles along the Section line to the 
Northeast  corner  of  Section  24,  Township  3  North,  Range  4  East;  thence  
West  along  the  Section  line  six  miles  to  the  Northwest corner of Section 
19,   Township   3   North,   Range   4   East;   thence   south   eight   miles   to   the 
Southwest  corner  of  Section  30,  Township  2  North,  Range  4  East;  thence 
East  three  miles  along  the  Section  line  to  the  Southwest  corner  of  Section  
27,  Township  2  Nort h,  Range  4  East;  thence  South  two  miles  to  the 
Southwest  corner  of  Section  3,  Township  1  North,  range  4  East;  thence  East 
three miles to the place of beginning. 

 
Tempe  Union  High  School  District  No.  213  

 
The Tempe Union High School District encompasses the a reas of 
Tempe Elementary   School   District   No.   3   and   Kyrene   Elementary   School 
District No. 28, as follows: 

 
Tempe Elementary School District No. 3 area: 

 
Beginning  at  the  Northwest  corner  of  Section  9,  Township  1  North, 
Range 4 East, running East 4 miles to the Northeast corner of Section 12, 
Township  1  North,  Range  4  East;  thence  South  1  mile  to  the  Southeast 
corner  of  Section  12;  thence  East  1  mile  to  the  Northeast  corner  of 
Section  18;  thence  South  along  the  section  line  to  th e  Tempe  Canal; 
thence  Southwest  along  the  Tempe  Canal  to  the  point  where  such 
canal intersects the East - West midsection line of Section 19, 
Township 1 North, Range 5 East; thence West along said midsection line 
to Section 24, Township 1 North, Range 4 East; thence South 
approximately 3.5 miles to the Southeast corner of Section 1, Township 
1  South,  Range  4  East;  thence  West  6  miles  to  the  Southwest  corner  
of   Section   6,   Township   1   South,   Range   4   East;   thence   North 
approximately 5 miles to the Northwest corner of Section 18, 
Township  1  North,  Range  4  East;  thence  East  2  miles  to  the  Northeast 
corner  of  Section  17;  thence  North  1  mile  to  the  Northwest  corner  of 
Section 9, the point of beginning. 
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Kyrene Elementary School District No. 28 area 
 
 

Beginning  at  the  Northwest  corner  of  Section  10,  Township  1  South, 
Range  3  East;  thence  South  1  mile  to  the  Southwest  corner  of  said 
section; thence  West  3  miles  to  the  Northwest  corner  of  Section  18, 
Township  1  South,  Range  3  East;  thence  South  along  the  Township 
Line  to  the  South  Boundary  of  Maricopa  County;  thence  Southeasterly 
and  East  along  the  County  Line  to  the  Southeast  corner  of  Section  36, 
Township  2  South,  Range  4  East;  thence  North 11 miles to the Northeast 
corner of Section 12, Township 1 South, 

 
 
 
Range  4  East;  thence  West  6  miles  to  the  Northwest  corner  of  Section  7, 
Township  1  South,  Range  4  East;  thence  North  1/2  mile;  thence  West  2 
miles; thence South 1/2 mile; thence West 1 mile to the place of beginning. 
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COMMUNITY INVOLVEMENT IN EDUCATION 

 
The Board recognizes that the public has substantial resources of training 
and  experience  that  could  be  useful  to  the  school.  The  strength  of  the  local 
District  is  in  large  measure  determined  by  the  manner  and  degree  to  which 
these resources  are  utilized  in  an  advisory  capacity  and  to  the  degree  that 
these resources are involved  in  supporting  the  improvement  of  the  local 
educational program. 

 
The advice  of   the public  will be  given careful consideration.  In the 
evaluation of  such  contributions,  the  first concern will  be for the 
educational  program  as  it  affects  the  students.  The  final  decision  may 
depart  from  this  advice  when  in  the  judgment  of  the  staff  and  the  Board 
such  advice  is  not  consistent  with  goals  adopted by the Board, consistent 
with  current  educational practice, or within  the  reach of the financial 
resources available. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-321 

 

 
CROSS REF.: IJ - Instructional Resources and 

Materials KB - Parental Involvement in Education 
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PARENTAL INVOLVEMENT 

 
Based on the philosophy of the District, it is the intent of the Board that 
parental involvement be defined in the broadest possible terms. 

 
Further ,  i t  is  the  in tent  o f  the  Board,  under  such  a  def in i t ion ,  tha t 
the  Superintendent will, within the capabilities of the District staff and the 
financial   limitations  of  the  District,  incorporate,  to  the  maximum  extent 
possible, a variety of activities, strategies, and mechanisms that provide for the: 

 
active involvement of, 

active support to, 

effective interaction with, and 
 

 
development of 

 
parents as active partners in a student support team effort that will enhance 
the capacity of all students to reach their optimum potential. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-341 

15-342 
 
CROSS REF.: KB - Parental Involvement in Education 
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NON - DISCRIMINATION / EQUAL OPPORTUNITY 

 
The  Board  is  committed  to  a  policy  of  nondiscrimination  in  relation  to  race, 
color,  religion,  sex,  age,  national  origin,  and  disability.  This  policy  will 
prevail in all matters concerning staff members, students, the public, 
educational  programs  and  services,  and  individuals  with  whom  the  Board  does 
business. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 23-341 

41-1463 
20 U.S.C. 1401, Individuals with Disabilities Education 
Act 20 U.S.C. 1681, Education Amendments of 1972, 
Title IX 20 U.S.C. 1703, Equal Employment Opportunity 
Act of 1972 29 U.S.C. 794, Rehabilitation Act of 1973, 
Section 504 42 U.S.C. 2000, Civil Rights Act of 1964, 
Titles VI and VII 42 U.S.C. 12101 et seq., Americans with 
Disabilities Act Arizona Constitution, Ordinance Art. XX, 
Par. Seventh 

 
CROSS REF.: ACA - Sexual Harassment 

GBA - Equal Employment Opportunity 
IHBA - Special Instructional Programs and 

Accommodations for Disabled Students 
313 - Equal Educational Opportunities 
KED - Public Concerns/Complaints about Facilities 

or Services 
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REGULATION REGULATION 

NONDISCRIMINATION / EQUAL OPPORTUNITY 

Compliance Officer 

The  Superintendent  shall  be  the  compliance  off icer.  Any  person  who  feels 
unlawfu l ly  d iscr iminated  against  or  to  have  been  the  v ic t im  of  unlawful 
discrimination  by  an  agent  or  employee  of  the  District  or  who  knows  of  such 
d iscr iminat ion  aga ins t  another  person  should  f i le  a  compla in t  w i th  the 
Superintendent.  If  the  Superintendent  is  the  one  alleged  to  have  unlawfully 
discriminated, the complaint shall be filed with the President of the Board. 

 
Complaint Procedure 

 
The District is committed to investigating each complaint and to taking appropriate 
action  on  all  confirmed  violations  of  policy.  The  Superintendent  shall  investigate 
and  document  complaints  filed  pursuant  to  this  regulation  as  soon  as  reasonable. 
In  investigating  the  complaint,  the  Superintendent  will  maintain  confidentiality  to 
the  extent  reasonably  possible.  The  Superint endent  shall  also  investigate  
incidents  of  policy  violation  that  are  raised  by  the  Governing  Board,  even  though 
no complaint has been made. 

 
If  after  the  initial  investigation  the  Superintendent  has  reason  to  believe  that  a 
violation  of  policy  has  occurred, the Superintendent shall determine whether or not 
to  hold  an  administrative  hearing  and/or  to  recommend  bringing  the  matter  before 
the Board. 

 
If  the  person  alleged  to  have  violated  policy  is  a  teacher  or  an  administrator,  the 
due-process  provisions  of  the  District's  Policy  GCQF  shall  apply,  except  that  the 
supervising  administrator  may  be  assigned  to  conduct  the  hearing.  In  cases  of 
serious misconduct, dismissal or suspension proceedings in accordance with A.R.S. 15- 
539 et seq. may be initiated. 

 
I f  the  per son  al leged  to  have  violated  pol icy  is  a  classif ied  employee,  the 
Superintendent may follow due process and impose discipline under Policy GDQD if 
the  evidence  so  warrants.  The  Superintendent  also  may  recommend  a  suspension 
without pay, recommend dismissal, or impose other appropriate discipline. 

 
If the person alleged to have violated policy is a student, the Superintendent may 
impose discipline in accordance with policies JK and JKD. 

 
 
If the Superintendent's investigation reveals no reasonable cause to believe policy has 
been violated, the Superintendent shall so inform the complaining party in writing 
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EXHIBIT  EXHIBIT 

NONDISCRIMINATION / EQUAL OPPORTUNITY 
 

COMPLAINT FORM 
(To be filed with the compliance officer as provided in AC-R) 

 
 
Please print: 

 
Name    Date    

 
 
Address 

 

 
Telephone     Another phone where you can be reached 

 
During the hours of 

 

 
I wish to complain against: 

 
Name of person, school (department), program, or activity 

 

 
 
 
 
 
Address 

 
Specify  your  complaint  by  stating  the  problem  as  you  see  it .  Describe 
the   incident,  the  participants,  the  background  to  the  incident,  and  any 
attempts  you  have  made  to  solve  the  problem.  Be  sure  to  note  relevant 
dates,  times,  and  places. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Date of the action against which you are complaining 
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If there is anyone who could provide more information regarding this, 
please list name(s), address(es), and telephone number(s). 

 
name   address   te lephone   number  

 
 
 
 
 
 
 
 
 
 
 
 
 
The projected solut ion  

 
Indicate  what  you  think  can  and  should  be  done  to  solve  the  problem. Be  
as  specific as possible. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

I certify that this information is correct to the best of my knowledge. 

Signature of Complainant 
 
The  compliance  officer,  as  designated  in  AC - R,  sh all  give  one  copy  to 
the  complainant and shall retain one copy for the file. 
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SEXUAL HARASSMENT 

 
All  individuals  associated  with  this  District,  including,  but  not  necessarily  limited 
to,  the  Governing  Board,  the  administration,  the  staff,  and  students,  are  expected 
to  conduct  themselves  at  all  times  so  as  to  provide  an  atmosphere  free  from 
sexual harassment. 

 
Sexual  harassment  includes  unwelcome  sexual  advances,  requests  for  sexual 
favors,  and  other  verbal  or  physical  conduct  of  a  sexual  nature  when  made  by  a 
member  of  the  school  staff  to  a  student  or  to  another  staff  member,  or  when 
made by a student to another student where: 

 
 Submission to such conduct is either explicitly or implicitly made a term or 
condition of an individual's employment or education; or 

 
 Submission  to  or  rejection  of  such  conduct  is  used  as  a  basis  for 
employment or education decisions affecting such individual; or 

 
 Such  conduct  has  the  purpose  or  effect  of  substantially  interfering  with  an 
individual's  educational  or  work  performance,  or  creating  an  intimidating, 
hostile, or offensive employment or education environment. 

 
Sexual harassment may include, but is not limited to: 

 
 Suggestive  or  obscene  letters,  notes,  invitations,  derogatory  comments, 
slurs,  jokes,  epithets,  assault,  touching,  impeding  or  blocking  movement, 
leering,  gestures,  or  display  of  sexually  suggestive  objects,  pictures,  or 
cartoons. 

 
 Continuing to express sexual interest after being informed that the interest 
is  unwelcome.  (Reciprocal  attraction  between  peers  is  not  considered  sexual 
harassment.) 

 
 Implying  or  withholding  support  for  an  appointment,  promotion,  or  change 
of  assignment;  suggesting  that  a  poor  performance  report  will  be  prepared; 
suggesting  that  probation  will  be  failed;  implying  or  actually  withholding  grades 
earned  or  deserved;  or  suggesting  that  a  scholarship  recommendation  or 
college application will be denied. 

 
 Coercive  sexual  behavior  used  to  control,  influence,  or  affect  the  career, 
salary,  and/or  work  environment  of  another  employee;  or  engaging  in  coercive 
sexual  behavior  to  control,  influence,  or  affect  the  educational  opportunities, 
grades, and/or learning environment of a student. 

 
 

 Offering or granting favors or educational or employment benefits, such as 
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g r a d e s o r p r o m o t i o n s , f a v o r a b l e p e r f o r m a n c e e v a l u a t i o n s , 
f a v o r a b l e assignments,  favorable  duties  or  shif ts,  recommendations, 
reclassif icat ions,  etc., in exchange for sexual favors. 

 
Anyone  who  is  subject  to  sexual  harassment,  or  who  knows  of  the  
occurrence  of  such conduct, should inform the compliance officer, as provided in ACA- 
R. 

 
A  substantiated  charge  against  a  staff  member  in  the  Distr ict  shall  subject 
such  staff member to disciplinary action. 

 
A  substantiated  charge  against  a  student  in  the  District  shall  subject  that 
student  to disciplinary action, which may include suspension or expulsion. 

 
All  matters  involving  sexual  harassment  complaints  will  remain  confidential  to the  
extent possible. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 41-1461 et seq. 

20  U.S.C .  1681,  Education  Amendments  of  1972,  Title  
IX  20 U.S.C. 1703, Equal Employment Opportunity Act of 
1972 42 U.S.C. 2000, Civil Rights Act of 1964 as amended, 

Title VII 
 
CROSS REF.:  AC - Nondiscrimination/Equal 

Opportunity GBA - Equal Employment Opportunity 
IHBA - Special Instructional Programs and 
Accommodations for Disabled Students 
JB - Equal Educational Opportunities 
KED - Public Concerns/Complaints about Facilities 

or Services 
KFA - Public Conduct on School Property 
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REGULATION  REGULATION 

SEXUAL HARASSMENT 
 
Compliance Officer 

 

 
The  Superintendent  shall  be  the  compliance  off icer.  Any  person  who  feels 
unlawfu l ly  d iscr iminated  against  or  to  have  been  the  v ic t im  of  unlawful 
discrimination  by  an  agent  or  employee  of  the  District  or  who  knows  of  such 
d iscr iminat ion  aga ins t  another  person  should  f i le  a  compla in t  w i th  the 
Superintendent.  If  the  Superintendent  is  the  one  alleged  to  have  unlawfully 
discriminated, the complaint shall be filed with the President of the Board. 

 
Complaint Procedure 

 
The District is committed to investigating each complaint and to taking appropriate 
action  on  all  confirmed  violations  of  policy.  The  Superintendent  shall  investigate 
and  document  complaints  filed  pursuant  to  this  regulation  as  soon  as  reasonable. 
In  investigating  the  complaint,  the  Superintendent  will  maintain  confidentiality  to 
the  extent  reasonably  possible.  The  Superint endent  shall  also  investigate 
incidents  of  policy  violation  that  are  raised  by  the  Governing  Board,  even  though 
no complaint has been made. 

 
If  after  the  initial  investigation  the  Superintendent  has  reason  to  believe  that  a 
violation  of  policy  has  occurred, the Superintendent shall determine whether or not 
to  hold  an  administrative  hearing  and/or  to  recommend  bringing  the  matter  before 
the Board. 

 
If  the  person  alleged  to  have  violated  policy  is  a  teacher  or  an  administrator,  the 
due-process  provisions  of  the  District's  Policy  GCQF  shall  apply,  except  that  the 
supervising  administrator  may  be  assigned  to  conduct  the  hearing.  In  cases  of 
serious misconduct, dismissal or suspension proceedings in accordance with A.R.S. 15- 
539 et seq. may be initiated. 

 
I f  the  per son  al leged  to  have  violated  pol icy  is  a  classif ied  employee,  the 
Superintendent may follow due process and impose discipline under Policy GDQD if 
the  evidence  so  warrants.  The  Superintendent  also  may  recommend  a  suspension 
without pay, recommend dismissal, or impose other appropriate discipline. 

 
If the person alleged to have violated policy is a student, the Superintendent may 
impose discipline in accordance with policies JK and JKD. 

 
 
If the Superintendent's investigation reveals no reasonable cause to believe policy has 
been violated, the Superintendent shall so inform the complaining party in writing. 
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EXHIBIT  EXHIBIT 

SEXUAL HARASSMENT 
 

COMPLAINT FORM 
(To be filed with the compliance officer as provided in ACA-R) 

 

 
 
Please print: 

 
Name   Date    

 

 
Address     

 
 
Telephone     Another phone where you can be reached 

 
During the hours of 

 
 
I wish to complain against: 

 
Name of person, school (department), program, or activity 

 
 
 
 
 
Address 

 
Specify  your  complaint  by  stating  the  problem  as  you  see  it .  Describe 
the   incident,  the  participants,  the  background  to  the  incident,  and  any 
attempts  you  have  made  to  solve  the  problem.  Be  sure  to  note  relevant 
dates,  times,  and  places. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Date of the action against which you are complaining 
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If there is anyone who could provide more information regarding this, 
please list name(s), address(es), and telephone number(s). 

 
name   address   te lephone   number  

 
 
 
 
 
 
 
 
 
 
 
 
 
The projected solut ion  

 
Indicate  what  you  think  can  and  should  be  done  to  solve  the  problem. Be  
as  specific as possible. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

I certify that this information is correct to the best of my knowledge. 

Signature of Complainant 
 
The  compliance  officer,  as  designated  in  ACA- R,  shall  give  one  copy  to 
the  complainant and shall retain one copy for the file. 
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EDUCATIONAL PHILOSOPHY / 
SCHOOL DISTRICT MISSION 

 
The East Valley Institute of Technology District (hereafter known as “EVIT” or 
“District”) was established by the state legislature, under the authority 
contained  in the Arizona State Constitution,  for the sole purpose of providing 
an  education  to  the  students  of  the  District.  While  the  establishment  of  the 
District  also  provides  other  services,  such  as  caring  for  students  during 
the school day, providing employment to the school staff, and  
prov iding  facil i t ies  for  the  use  of  the  community, all of these services are 
necessarily subordinate to the District's prime function of providing an 
education to students. The Governing Board of the District  is  selected  by  the 
citizens  of  the community to ensure that this responsibility  is 
accomplished.  However,  the  Board  recognizes  that  it  cannot  accomplish 
this  objective  unless  all  of  the  sectors  of  the  school  community  also 
accept and perform their responsibilities. The  Board considers the 
responsibilities of these elements of the school community to be as follows: 

 

Staff 
 

The Board fulfills its responsibility for the education of students by 
employing first  a  competent  Superintendent,  on  whose  recommendation  
it  also  employs  a  competent  staff.  As  a  condition  of  this  employment,  
the Board   expects each member's  best  efforts  to  be  exerted  toward  the 
accomplishment of the educational  objectives of the District. Because 
education is imparted  primarily by teachers, the Board specifica lly 
places  responsibility  for  maintaining  and  expanding  educational  ability  
on each teacher, to the end that each student may reach maximum 
potential and develop a sense of dignity and self-worth. 

 

Parents 
 
The  Board  recognizes  that  the  ultimate  responsibility  for  the  well - being 
of all children  rest with their parents. All parents are expected to 
cooperate in the District's educational  effort by ensuring
 maximum attendance  of  their  children,  by  requiring  that their children 
cooperate in the educational  endeavor  of  the  District,  and  by  fostering  an  
attitude  in  their children that recognizes the importance of education. 

 
Community 

 

The resources necessary to provide education for students are provided by 
members of the community through their taxes and other supporting services. 
The Board's goal is that all members of the community, both individually 
and  through  their  governmental,  civic,  and  social  organizations,  will 
continue  to  support the educational activities of the District. 
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Students 

 
Education  is  an  opportunity  provided  to  the  children  of  the  District  by 
their  community. The Board expects that all students will learn to recognize the 
value of  this  opportunity and will, therefore, work  diligently  to  help 
ensure that their  maximum potentials are realized. The Board further 
expects that all students will recognize that their fellow students have the 
right to be educated and will avoid any action that may interfere with their 
ability to exercise that right. 

 

The Board believes that education  should develop habits, attitudes, 
understanding, and  skills  necessary  for  a  productive,  satisfying  life  in  our 
society.  Students  should be taught to understand the duties and privileges of 
responsible  citizenship  as  such  duties  and  privileges  relate  to  themselves  as 

individuals and to the whole community.  The  vast  changes  brought  about by   
increasing   technology,   population,  and  urbanization  must  also  be 

taught. The  input and support of the citizens of the  community, and 
especially   the   professional   staff,   are   solicited   as   the   school community 

endeavors to develop the attitudes and abilities demanded in this age of rapid 
change. 

 

In  consideration  of  the  accomplishment  of  these  responsibilities  by  each 
sector  of  the  school  community  listed  above,  the  Governing  Board,  with  the 
concurrence  of  each  individual  Board  member,  pledges  its  best  efforts  to 
ensure  that  the  District  is  governed  effec tively  and  efficiently  so  that  the 
goal  of  an  appropriate  and  outstanding educational experience is available for 
all students of the District. 

 
Adopted: November 13, 2008 

 
LEGAL REF.: Arizona State Constitution, Article XI, Section 1 
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SCHOOL BOARD OPERATIONAL GOALS 

 

 
The  Governing  Board  is  responsible  to  the  people  of  the  District  and,  therefore, 
should  be  aware  of  opinions  and  attitudes  in  the  community  and  of  identified 
District needs. 

 
As  representatives  of  the  people  who  own  and  support  the  schools,  the  Board 
accepts the responsibility to identify community attitudes and opinions and District 
needs  and  to  require  short-  and  long-range  strategies  that  are  responsive  withi n 
the budgetary limitations of the District. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-321 

15-341 
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EVALUATION OF SCHOOL BOARD / BOARD SELF-EVALUATION 

 
The   Board   shall   meet   at   least   annually   for   the   purpose   of   appraising   its 
functioning  as  a  Board  and  to  evaluate  Board  performance.  The  appraisal 
plan approved by t h e B o a r d w i l l b e d e v e l o p e d b y t h e B o a r d 
P r e s i d e n t  w o r k i n g  w i t h  t h e  Superintendent. 

 
Evaluation instruments for Board operation may be used in the process. 

 
The  Superintendent  and  others  who  regularly  work  with  the  Board  may  be 
asked  to participate in all or a portion of the appraisal. 

 
Areas  of  Board  operations  and  relationships  that  may  be  appropriate  to 
consider during the evaluat ion of Governing Board procedures may 
include,  but  are  not  limited to: 

 

 Board meetings/decision-making process 
 

 Policy development/implementation 
 

 Board/District goal setting 
 

 Curriculum and instruction management/program 
 

 Fiscal management/resource allocation 
 

 School plant planning/management 
 

 Board member orientation 
 

 Board member development 
 

 Board officer performance 
 

 Board member relationships 
 

 Board-Superintendent relationship 
 

 Board-community relationship 
 

 Legislative and governmental relationships 
 

Adopted: date of manual adoption 
 
LEGAL REF.: A.R.S. 15-321 

 
CROSS REF.:   BDD - Board-Superintendent Relationship 
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EXHIBIT EXHIBIT 

EVALUATION OF SCHOOL BOARD / BOARD SELF-EVALUATION 
 

(Annual Self-Appraisal of the Governing Board) 
 
 
The following list of items pertaining to the operation of the Governing Board is the 
basis  for  an  annual  self-evaluation.  This  may  be  carried  out  in  conjunction  with 
the annual evaluation of the Superintendent. 

 
Please  check  the  appropriate  box  for  each  item  (S  =  satisfactory,  N  =  needs 
improvement, U = unsatisfactory). 

 
A. Board Relationship with the Superintendent: 

 
 
S N U  

 
? ?   ? (1 ) The  Board impar ts in fo rmat ion on i ssues , 
needs,  and complaints in  a manner  allowing  the Superintendent the 
opportunity to solve related problems in a professional manner. 

 
? ?  ? (2 )   The   Board   c lear ly   in te rpre ts   i t s   pos i t ion   on 
cont rovers ia l matters  pertaining to the District, thereby enabling the 
Superintendent to properly carry out the wishes of the Board. 

 
? ? ? (3) The Board disregards personalities and considers the 
recommendations of the Superintendent in an unbiased and objective manner. 

 
? ? ?  ( 4 ) T h e B o a r d c o m m u n i c a t e s v i e w s o f p e r s o n n e l 
effectiveness,  including  views  related  to  the  Superintendent,  in  a  confidential  and 
professional manner. 

 
B. Board Relationship with the Community: 

 
 

S N U  
 
 
? ?  ?   (1)   The   Board   recognizes   that   the   c i t i zens   have 
ent rusted them  with  the educat ional development of the chi ldren and 
youth  of  th is  community. 
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? ? ? (2)  The  Board  recognizes  that  the  communi ty  expects  the ir 
first  and  greatest  concern  to  be  in  the  best  interest  of  each  and  every  one  of  the 
young people without distinction as to who they are or what their background may 
be. 

 
 
? ? ? (3)The Board enacts policies supporting the efforts of the 
administration  in  helping  the  people  of  this  community  to  have  the  facts  about 
their  schools,  to  the  end  that  they  will  readily  provide  the  finest  possible  school 
program, school staff, and school facilities. 

 
C.  Board  Relationships  Between  Members  During  Meetings:  

 
S N U  

 
 

? ? ? (1)  Individual members of the Board treat other members 
of 
the Board and professional staff with respect during Board meetings. 

 
? ? ? (2)  Differences of opinion influencing Board member votes are 

based on the issues at hand and not on a personality basis. 
 

? ? ? (3)  Al l  members  o f  the  Board  conduct  themselves  in 
such  a  manner  as  to  emphasize  that  individual  Board  members  have  authority 
only  when  convened  in  a  legally  conducted  Board  meeting  with  at  least  a  quorum 
present. 

 
D.  Board  Relationships  with  Staff  and  Personnel:  

 
S N  U   
 

? 
 

? 
 

?   (1) 
 

The Board requires the Superintendent to recommend 
personnel for their consideration and consistently adheres to this procedure. 

 
? ? ? (2 )  The  Board  members  make  every  e f fo r t  

to  become  acqua in ted  w i th  the  personne l  o f  the  D is t r i c t .  
 

? ? ? (3 )  The  Boar d members' personal friendships with 
District personnel are maintained without allowing them to affect overall Board 
decisions and/or policies. 
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E.  Board  Relationship  to  the  Instructi onal  Program:  

 
 

S N U  
 

? ? ? ( 1 )  The  Boa rd  makes  an  e f fo r t  t o  keep  i n fo rmed  abou t 
the  instructional  program  by  providing  for  periodic  reports  as  deemed  necessary 
and by periodic visitation in the schools. 

 
? ? ? (2) The Board attempts to gain information from the 

community pertaining to instructional program needs. 
 

? ? ?  (3 )  The  Board  main ta ins  po l ic ies  necessary  to  enab le  the 
educational  staff  to  develop  the  educational  program  required  to  meet  the  needs 
of the community. 

 
F.  Board  Relationship  to  the  Financial  Management  of  the  Schools:  

 
 

S  N  U    

 

? 
 

? 
 

? 
 

(1) 
 

The Board establishes the policies and provides the necessary
resources to properly manage the finances of the District. 

 
? ? ? (2)  The Board requires the proper accountability for the expenditure of 

funds in the District. 
 

? ? ?  (3)  The Board provides justified funding to maintain a high 
quality educational program in this District. 

 
? ? ? (4)  The Board keeps the community informed about the financial needs of 

the District. 
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G. General Statements: 

 
 
faces: 

(1) List in order of priority the four major problems the Board 

 
(a) 

 
(b) 

 
(c) 

 
(d) 

 
(2) List any weaknesses you have observed in the operation of 

the school system: 
 
 
 
 

(3) List any significant accomplishments made by the school 
system during the past year: 
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SCHOOL BOARD LEGAL STATUS 

 
The Arizona  Constitution places the responsibility of establishing and 
maintaining public schools  on the Arizona  legislature  and directs  the 
legislature   to   provide   for   a   state   board   of   education,   which   has   general 
supervision  of  the  public  schools.  It  is  f ur ther  provided  that  local  publ ic 
schools   under   the   general   supervis ion   of   the   State  Board  of  Education 
shall  be  maintained,  developed,  and  operated  by  locally  elected  boards. 
Legally, then, local school boards are instruments  of  the Arizona 
Legis lature an d  der ive their  author i ty f rom  the Ar izona Const i tut ion, 
Ar izona  statutes, and the regulations of the State Board of Education. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-421 

15 - 787  et  seq.  
Arizona Constitution, Art. XI, Section 1 
Arizona Constitution, Art. XX, Paragraph 7 
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BOARD POWERS AND RESPONSIBILITIES 

 

 
The  Board  shall  act  as  the  general  agent  of  the  state  of  Arizona  in  carrying 
out  the  will of the people of this District in the matter of public education. 

 
The  Board  is  authorized  under  the  laws  of  the  state  of  Arizona  to  adopt  all 
needed pol icies and regu lat ions for the organization, evaluation, and 
governance  in  the  District. 

 
The  Board  performs  the  following  basic  functions  necessary  to  the 
discharging  of  its responsibilities: legislative, executive, and appraisal. 

 
 The  legislative  function  is  the  policy- making  aspect  of  the  school  system.  
It  is  the  policy  of  the  Board  to  retain  and  exercise  full  legislative  authority 
and  control  over  the  schools  by  adopting  general  policies  or  by  acting  
directly  in  matters not covered by its policies. 

 
 The  executive  function  of  the  Board  is  concerned  with  placing  in  operation 
exist ing  Board  pol icy.  Most  of  this  function  is  delegated  by  the  Board  to  
i ts  executive and administrative officer, the Superintendent. 

 
 The  appraisal  function  involves  the  determ ination  of  the  efficiency  of  the 
school  operation  and  an  evaluation  of  the  educational  program  of  the 
Distr ict  based on the policies as outlined in the policy manual. 

 
The duties and obligations of an individual Board member include the following: 

 
 To  become  famil iar  with  the  state's  school  laws,  regulations  of  the  State  
Department of Education, and District policies, rules, and regulations. 

 
 To  have  a  general  knowledge  of  the  educational  aims  and  objectives  of 
the  system. 

 
 To  work  harmoniously  with  ot her  Board  members  without 
neglecting  a  proper share of the work or trying to dominate the Board. 

 
 To vote and act in Board meetings impartially for the good of the District. 

 
 To  accept  the  will  of  the  majority  vote  in  all  cases,  and  give 
wholehearted  support to the resulting policy. 

 
 To accept the responsibi l i ty for confidential i ty in appropriate 
matters,  espec ia l l y  those  dea l ing  w i th  pe rsonne l  and  the  d i vu lg ing  
o f   p r i v i leged   information  that  could  cost  the  District  money,  support,  or  public 
confidence. 
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 To represent the Board and the District to the public in a manner that promotes 
both interest and support. 

 
 To refer complaints to the proper school authorities and to refrain from individual 
counsel and action. 

 

 To perform other appropriate duties that may arise. 
 
Adopted: date of manual adoption 

 

 
LEGAL REF.: A.R.S. 15-321 

15-341 
15-342 

A.G.O. 181-054 
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BOARD MEMBER AUTHORITY AND RESPONSIBILITIES 

 
All  powers  of  the  Board  lie  in  its  action  as  a  public  body.  A  "meeting"  is 
defined  as  the   gathering   of   a   quorum   of   members   of   a   public   body   to 
propose  or  take  legal  act ion,  inc luding  any  del iberat ions  wi th  respect  to 
such  act ion  that  has  been  properly noticed, pursuant to Arizona Revised Statutes. 

 
Individual  Board  members  exercise  authority  over  District  affairs  only  by 
way  of  votes  taken  at  a  legal  meet ing  of  the  Board.  An  ind iv idual  Board 
member   has   authori ty   only   when   and   to   the   extent   that   the   Board,   by 
vote,  has  so  delegated  such authority. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-321 

15-341 
15-342 
15-381 

 
 

CROSS REF.:  AA   -   School  Dis t r ic t  Legal  Status  
BBA - Board Powers and Responsibilities 
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BOARD MEMBER QUALIFICATIONS 

 
(Governing Board Membership) 

 

 
 
A  person  who  is  a  regist ered  voter  of  th is  state  and  has  been  a  resident  
of  the  Distr ict  for  one  year  immediately  preceding  the  day  of  e lect ion  is 
el ig ib le  for  election to the office of Governing Board member. 

 
No  employee  of  the  District  or  the  spouse  of  such  employee  may  hold 
me mbership  on the Governing Board of this District. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-421 

38-201 
Arizona Constitution, Article VII, Section 15 
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SCHOOL BOARD MEMBERSHIPS 

The Board may choose to be a member of and participate in school boards 
associations at the state, county, regional, and national levels. The 
Superintendent will ensure that the subject of school boards association 
membership is addressed during budget preparation. 

The District shall not spend monies for memberships in an association that 
attempts to influence the outcome of an election, as determined by state and 
federal law.  

Adopted:  February 13, 2012 

LEGAL REF.: A.R.S. 15-342 
15-511 

 

 B-3650        BK 
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BOARD MEMBER OATH OF OFFICE 

 
 
Oath of Office 

 
Board members shall take and subscribe to the oath prescribed for public officers 
pursuant to A.R.S. 38-231. The person taking the oath shall file 
a copy of the acknowledged oath in the District office. The District office shall keep 
such copy on file as long as the Board member remains on the Governing Board and 
for a period of five years after last serving on the Board. 

 

 
Time of Oath (Governing Board Members) 

 
When  a  different  time  is  not  prescribed,  the  oath  of  office  shall  be  taken, 
subscribed,  and  filed  within  ten  days  after  the  Board  member  has  notice  of 
appointment or, if elected, at any time after receipt of the certificate of election, and at 
least one day before commencement of the term of office. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 38-231 

38-232 
38-233 
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B-0431 BBBB-E 
 

 
 
EXHIBIT EXHIBIT  

 
BOARD MEMBER OATH OF OFFICE Oath 

 
 
of Office 

 

 
In  addition  to  any  other  form  of  oath  or  affirmation  specifically  provided  by 
law,  any  o f f i ce r  o r  emp loyee  sha l l  t ake  and  subsc r ibe  t o  t he  fo l l ow ing 
oa th o r a f f i r m a t i o n b e f o r e e n t e r i n g u p o n t h e d u t i e s o f s u c h 
a p p o i n t e d  o f f i c e  o r  employment. 

 
State of Arizona, County of    __  , I ,  [type or 
print    name]   ,    do solemnly swear (or affirm) that I wil l support the  
Constitution  of  the  United  States  and  the  Constitution  and  laws  of  the  State  
of  Arizona;  that  I  will  bear  true  faith  and  al legiance  to  the  same,  and  defend 
them against al l enemies, foreign  and  domestic,  and  that  I  will  faithfully  and 
impartially discharge the duties 
of the office of [name of office]  according to the best of my ability, so help me 
God (or so I do affirm). 

 
 
 
 
 
 

(Signature of officer or employee) 

LEGAL REF.: A.R.S. 38-231 
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B O A R D  M E M B E R  R E S I G N A T I O N  

 
Any Board member who desires to resign from the Governing Board shall send a letter of 
resignation  to  the  office  of  the  County  School  Superintendent,  with  a  copy  to  the 
Secretary  of  State,  giving  the  effective  date  of  resignation.  The  resigning  Board 
member shall furnish a copy of such letter to each other member of the Board and to 
the Superintendent prior to the date on which said resignation is to become effective. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-302 

38-101 
38-291 
38-294 
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BOARD MEMBER REMOVAL FROM OFFICE 

 

 
A   Board   member 's   posi t ion   on   the   Board   shal l   be   considered   vacant 
when  the  Board  member  ceases  to  be  a  res ident  o f  the  Dis t r ic t  or  fa i ls  
to  d ischarge  the  duties  of  office  for  the  period  of  three  consecutive  months, 
except when prevented by sickness or when absent from the state by  
permission   of   the   legislature,   as   well   as   failure   of   the   person   elected   or 
appointed  to  such  office  to  file  an  official  oath  or  bond within the time prescribed 
by law. 

 
Every public officer holding an elective office, either by election or by 
appointment,  is  subject  to  recall  from  such  office  by  the  qualified  electors  of 
the electoral district from which candidates are elected to that office. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 19-201 

19-202 
19-202.01 
19-209 
19-216 
38-291 
38-431.07 
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UNEXPIRED  TERM  FULFILLMENT  

 
Any vacancy of a Governing Board member, as defined in A.R.S. 38-291,  may be filled 
by appointment by the County School Superintendent as prescribed by state law. Such 
appointment shall be until the next regular election, at which time a successor shall be 
elected to serve the unexpired portion of the term. The County School  Superintendent 
may  call  for  an  election  to  fill  a  vacancy  on  a  local  Governing  Board  as  an 
alternative to appointment. 

 
If a vacancy occurs, the Governing Board may recommend to the County School 
Superintendent that it be filled by election. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-302 

38-291 
A.G.O. 182-111 
Arizona Constitution, Article VII, Section 15 
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BOARD MEMBER ETHICS 

 
Board members will strive to improve public education, and to that end will: 

 
 Attend  al l  regularly  scheduled  Board  meetings  insofar  as  possible, 
and  become informed concerning the issues to be considered at those meetings; 

 
 Recognize  that  decisions  should  be  made  only  after  discussion  at 
publicly  held Board meetings; 

 

 Render  a l l dec is ions  based  on  the ava i lab le  fac ts and 
independen t judgment, and refuse to surrender that judgment to 
indiv iduals  or  specia l -  interest groups; 

 

 Encourage  the  free  expression  of  opinion  by  all  Board  members,  and 
seek systemat ic communicat ions between the Board and students, 
s taf f ,  and  a l l  elements of the community; 

 

 Work with other Board members to establish effective Board policies and 
to delegate authority for the administration of the schools to the Superintendent; 

 
 Communicate  to  other  Board  members  and  the  Superintendent 
expressions  of public reaction to Board policies and school programs; 

 
 Be  informed  about  current  educat ional  issues  by  individual  study 
and  through  participation  in  programs  providing  needed  information,  such  
as  those  sponsored by state and national school boards associations; 

 
 Support  the  employment  of  persons  best  qualified  to  serve  as  school 
staff  members, and insist on a regular and impartial evaluation of all personnel; 

 
 Avoid  being  placed  in  a  position  of  conflict  of  interest,  and  refrain 
from  using their Board position for personal or partisan gain; 

 
 Take no private action that will compromise the Board or 
administration, and respect the confidentiality of information that  is 
privileged under applicable law; and 

 
 Remember  always  that  a  Board  member's  f irst  and  greatest  concern 
must  be the educational welfare of the students attending the public schools. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-321 
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BOARD MEMBER CONFLICT OF INTEREST 

 
Voting Restrictions 

 
Notwithstanding any other provision of law, a Governing Board member shall be eligible 
to  vote  on  any  budgetary,  personnel,  or  other  question  that  comes  before  the  Board, 
except that it shall be unlawful for a member to vote on a specific item that concerns the 
appointment,  employment,  or  remuneration  of  such  member  or  any  person  related  to 
such member as a dependent as defined in A.R.S. 43-1001.  [LEGAL REF.: A.R.S. 15- 
323] 

 
 
Employment Limitation 

 
No dependent, as defined in Section 43-1001, of a Governing Board member may be 
employed in the District, except by consent of the Board. [LEGAL REF.: A.R.S. 
15-502] 

 
 
No employee of the District or the spouse of such employee may hold membership on 
the Governing Board of the District. [LEGAL REF.: A.R.S. 15-421] 

 
 
Conflict of Interest 

 
Any  Board  member  or  employee  of  the  District  who  has,  or  whose  relative  has,  a 
substantial interest in any contract, sale, purchase, or service to the District shall  make 
known that interest in the official records of the District and shall refrain from voting 
upon or otherwise participating in any manner as a Board member or employee in such 
contract, sale, or purchase. [LEGAL REF.: A.R.S. 38-503] 

 
 
Any  Board  member  or  employee  who  has,  or  whose  relative  has,  a  substantial 
interest  in  any  decision  of  the  District  shall  make  known  such  interest  in  the  official 
records of the District and shall refrain from participating in any manner as a Board 
member or employee in such a decision. [LEGAL REF.: A.R.S. 38-503] 

 
 
Districts with 3,000 or More Students 

 
Pursuant   to   an   award   or   contract   let   after   public   competitive   bidding,   the 
Governing  Board  may  make  purchases  from  a  Board  member  if  all  of  the  following 
conditions are satisfied: 

 
 The transaction does not exceed three hundred dollars ($300). 

 
 The total purchases from any Board member by the Board within any 
twelve (12) month period do not exceed one thousand dollars ($1,000). 

 
 The Board has, by majority vote, approved or reapproved a policy 
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authorizing such purchases within the preceding twelve (12) month period. 
 
[LEGAL REF.: A.R.S. 38-503; 15-323; A.G.O. 184-012] 

 
 
Districts with Fewer than 3,000 Students 

 
The Board may make purchases from a Board member in any amount, as provided in 
A.R.S.  15-323  and  15-213.  The  Board  must  approve  each  purchase  from  a  Board 
member, and the amount of the purchase or contract for purchase shall be included in 
the  minutes  of  the  meeting  at  which  the  Board  approves  the  purchase.  [LEGAL  REF.: 
A.R.S. 15-323] 

 
 
Filing of Disclosures 

 
The  District  shall  maintain  for  public  inspection  in  a  special  file  all  documents 
necessary  to  memorialize  all  disclosures  of  substantial  interest  made  known 
pursuant to the statutory conflict-of-interest provisions. [LEGAL REF.: A.R.S. 38- 
509] 

 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-213 

15-323 
15-421 
15-502 
38-481 
38-503 
38-509 
43-1001 

A.G.O. 184-012 
188-013 
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EXHIBIT EXHIBIT  

 
BOARD  MEMBER  CONFLICT 

OF INTEREST 
 
 

I,   , do hereby indicate: 
1. That I am presently an officer/employee of the East Valley Institute of 

Technology District No. 401; 
 

2. That I (or my relative[s]: 
  ) have a substantial 

interest  in  the  contract,  sale,  purchase,  or  service  to  or  decision  by  the  East 
Valley  Institute of Technology Governing Board as described below. 

3. That I shall refrain f rom participating in any manner in my capacity 
as an  employee or officer of East Valley Institute of Technology 
Distr ict  No.  401  in  such  contract,  sale,  purchase,  service  to,  or  decision by  
the  Governing Board unless specifically permitted to do so by law. 

 
 
 
 

Date Signature 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
E.V.I.T. SCHOOL DISTRICT NO.  401 Page 1 of 1 



B - 0 9 0 0  ©  B D A  
BOARD ORGANIZATIONAL MEETING 

 
For  the  purpose  of  organization  of  the  Governing  Board,  the  Board  shall 
meet  at  the  most  convenient  publ ic  fac i l i ty  in  the  Distr ic t .  ( I f  a  publ ic 
fac i l i ty   is   not   available   within   the   District,   the   Board   may   meet   at   any 
available  public  facil i ty  convenient  to  a l l  Board  members,  regardless  of  the 
county   or   school   distr ict   in   which   the   facil i ty   is   located.)   Such   meeting 
shall  be  held  between  January  1  and  January 15 next following the election. 

 
The  mee t ing  sha l l  be  ca l l ed  t o  o rde r  by  t he  P res iden t  o f  t he  Board  fo r 
the   preceding  year,  or  the  Clerk,  in  the  order  of  priority,  provided  one  of 
these  officers  is  st i l l  a  member  of  the  Board.  If  none  of  the  former  off icers  
is  a  member  of  the  Board,  a  temporary  President  shall  be  elected  and  the 
meeting  shall  be  cal led  to  order  by  the  temporary  President.  The  person 
call ing  the  meeting  to  order  shall  preside until a successor is chosen. 

 
One   (1)   member   o f   the   jo int   Board   shal l   be   Pres ident .   The   Pres ident 
shal l  be  selected  annually  on  a  rotation  basis  from  among  the  participating 
school  districts  ( in  order  by  elected  district  number  beginning  with  elected 
distr ict  number  nine  (9)  in  year  2002).  If  the  representative  of  the  school 
district  declines  the  position,  the  next  representative  by  elected  district  number  in 
rotation shall be selected. 

 
The  new  President  of  the  Board  shall  take  off ice  upon  election.  The  Board 
shall  then elect a Clerk. 

 
All  off icers  of  the  Board  shall  hold  off ice  for  a  term  of  one  year  and  unti l  
t heir  successors are elected. 

 
Whenever  there  is  a  vacancy  in  or  resignation  from  the  office  of  President  or 
Clerk,   the   Board   shall   select   a   new   officer   to   fill   the   vacancy   during   the 
unexpired  term  of  off ice.  The  replacement  off icer  need  not  be  selected  in 
rotat ion  but  shal l  serve  only until a replacement is selected at the annual election of 
officers. 

 
Adopted: October 8, 2001 

 
LEGAL REF.: A.R.S. 15-321 

15-393 
38-431 et seq. 

 
CROSS REF.: BDB - Board Officers 

BE - School Board Meetings 
BEC - Executive Sessions/Open 
Meetings BEDA - Notification of Board 
Meetings 
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BOARD OFFICERS 

 
 
President 

 
The duties of the President of the Board shall be as follows: 

 
 Preside over all meetings and conduct meetings in accordance with 
Arizona law and policies of the District. 

 
 Consult with the Superintendent on the agenda for each meeting. 

 
 Encourage and maintain orderly and democratic participation. 

 
 Keep discussions factual and on the subject at hand. 

 
 Allow for exploration of each item of business. 

 
In  the  absence  of  the  President  of  the  Board,  the  Clerk  shall  assume  that 
position  temporarily and perform the functions of the president. 

 
I n  t he  absence  o f  t he  P res iden t  and  C le r k ,  Boa rd  members  sha l l 
se l ec t  a  temporary president, which shall be recorded in the minutes. 

 

 
Clerk 

 
The duties of the Clerk of the Board shall be as follows: 

 
 In  the  absence  o f  the  Pres ident  o f  the  Board  f rom  a  Board 
meet ing,  assume the position temporarily and perform the functions of the 
President. 

 
 Sign official documents approved by the Governing Board. 

 
Discharge such additional duties as are prescribed by the Board. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-321 

 
CROSS REF.:  BEDB - Agenda 

BEDBA - Agenda Preparation and Dissemination 
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BOARD - DISTRICT ADMINISTRATOR RELATIONSHIP 

 
The  establishment  of  policies  is  the  responsibility  of  the  Board,  and  the 
execution  of those policies is a function of the Superintendent. 

 
The  Superintendent  is  the  chief  execut ive  off icer  of  the  School  Distr ict 
and  is  responsible  for  the  professional  leadership  and  ski l l  necessary  to 
translate  the  policies of the Board into administrative action. 

 
The  Super intendent  is  responsib le  for  the  adm in is t rat ion  of  the  Dis t r ic t . 
The Super intendent may  delegate the necessary author i ty to other 
employees and deve lop such p rocedu res and regu la t i ons  as t he 
Supe r i n tenden t  cons ide rs  necessary to ensure efficient operation of the District. 

 
Adopted: date of manual adoption 

 
LEGAL  REF.: A.R.S. 15-503 
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BOARD 

COMMITTEES  
 
 
Commit tee  work  o f  the  Board  shal l  usual ly  be  done  by  members  o f  the 
Board  s i t t ing  as  a  committee  of  the  whole.  The  Board  shal l  not  establ ish 
standing   or   permanent   committees,   and   there   shal l   be   no   standing   or 
permanent  committees  composed  of  the  Board  members.  If  a  temporary 
committee  is  appointed,  it  shall  s e r v e  o n l y  f o r  t h e  t i m e  n e e d e d  f o r  i t s 
d e s i g n a t e d  p u r p o s e .  C o m m i t t e e  recommendations shall be advisory only. 

 
Adopted: date of manual adoption 

 
LEGAL  REF.: A.R.S. 38-431 

 
CROSS  REF.: BDF - Advisory Committees 
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A D V I S O R Y  C O M M I T T E E S  

 
The Board may, by ma jor i ty vo te , appo in t ad hoc commi t tees when 
deemed  advisable.  Recommendations  of  such  committees  cannot  be  binding  
on the Board; they may be advisory only. These committees will be 
responsible  for  presenting  to  the  Board  recommendat ions  for  act ion  based  
on  research  and  facts.  Any  such  committee shall automatically be dissolved upon 
completion of its assignment. 

 
The  Governing  Board  President  shal l  develop  guidel ines  for  each 
commit tee.  These  guidelines  shall  be  approved  by  the  Board  prior  to  the  
first  meeting  of  each  committee and will include, but not necessarily be limited to, the 
following: 

 
 A written, specific statement of the purpose of the committee. 

 
 The  dates  on  which  interim  and  f inal  reports  of  the  committee  are  to  be 
rendered. 

 
 The date or event upon which the committee will be terminated. 

 
 The extent to which facilities, supplies, equipment, and clerical support will 
be provided to each committee. 

 
The  Super intendent  wi l l  ensure  that  the  fo l lowing  act ions  are  taken  for 
each  committee established by the Board: 

 
 Each committee member will be briefed on the requirements of the Arizona 
Open Meeting Law (A.R.S. 38-431) as it applies to committees of the Board. 

 
 Notices and agendas of all meetings of the committee will be posted. 

 
A  representat ive  of  the  Board  and  the  Super intendent  wi l l  serve  as  ex - 
o f f ic io  members of all advisory committees. 

 
Adopted: date of manual adoption 

 
LEGAL  REF.: A.R.S. 38-431 et seq. 
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SCHOOL ATTORNEY 

 
The  Distr ic t  may  use  the  services  of  the  County  Attorney.  However,  when 
the  Board  deems  i t  to  be  in  the  best  in terest  of  the  Dist r ic t  the  Board 
may reta in private counsel and services. Compensation and purpose 
should  be  determined  at  the time of employment of private counsel. 

 
The  Super intendent  and  the  President  o f  the  Board  shal l  be  designated  
as   the   representatives  of  the  District  who  may  confer  with  counsel.  The 
District will not be responsib le for fees that accrue because of 
unauthor ized  indiv idual  Board  member or staff consultation with private counsel. 

 
Copies  of  all  written  requests  for  opinions  and  opinions  of  private  counsel 
shall  be  furnished  by  the  Super int endent  to  a l l  Board  members.  Requests 
for  opin ions  requiring  research  or  substantial  amounts  of  work  on  the  part  
of private counsel shall be in writing when practicable. Only the  
Superintendent may contact private counsel by telephone or in person 
regarding  matters  pertaining  to  the  day - to - day  operation of the District. 

 
Adopted: date of manual adoption 

 
LEGAL  REF.: A.R.S. 11-532 

15-341 
15-343 
38-431.07 
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BOARD CONSULTANTS 

 
The D is t r i c t may employ consu l tan ts  when appropr ia te to car ry out 
tasks   or   projects  that  enhance  the  effectiveness  of  District  operations  (1) 
when  the  District  does no t  have t he spec ia l i zed compe tency on  i t s 
s t a f f  o r  ( 2 )  when  such  assignments  would  be  burdensome  to  the  school 
staff  when  added  to  their  ful l -  t ime  assignments.  The  kinds  of  assistance 
sought  from  consultants  may  include,  but  will  not  necessarily  be  limited  to  
(1) conducting fact- finding studies, surveys, and research; (2) providing 
counsel  or  services  requiring  special  expertise;  and  (3)  ass is t ing  the  Board  
in  develo p ing  pol icy  and  program  recommendat ions.  The  employment  of 
specific   consultants,   within   the   budgeted   funds   of   the   District,   will   be  the 
responsibility of the Superintendent. 

 
Adopted: date of manual adoption 

 
LEGAL  REF.:  A.R.S. 15-341 

15-343 
A.A.C. R7-2-1061 et seq. 

R7-2-1117 et seq. 
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SCHOOL BOARD MEETINGS 

 
The  Board  shall  transact  all  business  at  official  meetings  of  the  Board. 
These  may be either regular or special meetings, defined as follows: 

 
 Regular  meeting  -  the  usual  official  legal - action  meeting,  scheduled  and 
held regularly. 

 
 Special meeting - a n official legal -action meeting called between 
scheduled regular meetings to consider only specifically identified topics. 

 
Every  meeting  of  the  Board,  regular  or  special,  shall  be  open  to  the  public 
except  for  an  executive  session  that  is  held  in  accordance  with  state  law.  A  
"meeting"  is  defined  as  the  gathering  of  a  quorum  of  members  of  a  public 
body to propose or take legal action, including any deliberations with 
respect  to  such  action,  that  has  been properly noticed, pursuant to Arizona Revised 
Statutes. 

 

 
Regular Board Meetings 

 
The  second  Monday  of  each  calendar  month  is  designated  as  the  regular  
Board  meeting date. 

 
A  regular  meeting  may  be  rescheduled  or  canceled  by  agreement  of  a 
majority  of  the Board. 

 
W r i t ten  not ice  of  the  date,  hour ,  p lace,  and  subject  (agenda)  of  each 
regular  meeting of the Board shall be given as follows: 

 
Not ice  shal l  be  posted  a t  least  twenty - four  (24)  hours  preceding 

the scheduled   t ime   of   the   meeting,   with   the   exception   of   an   actual 
emergency,  in  which case such notice as is appropriate to the circumstances shall 
be given. 

 

 Notice  shall  be  posted  at  a  prominent  place,  convenient  to  the  
public,  as  designated by the Board in its notice to the County Board of Supervisors. 

 
Every  regular  meeting  of  the  Board  shall  be  open  to  the  public,  and  the  Board 
shall  meet  at  the  most  convenient  public  facility  in  the  District.  (If  a  public 
facility   is   not   available within the District, the Board may meet at any 
available  public  facil ity  convenient  to  al l  Board  members,  regardless  of  the 
county  or  school  distr ict  in  which the facility is located.) 

 

 
Special  Board  Meetings  

 
 
Special meetings may be called whenever deemed necessary. Written or telephoned 
not ice  of  al l  special  meetings  shal l  be  given  to  the  members  of  the  
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Bo ard,  and  wr i t ten  not ice  shal l  be  posted,  a t  least  24  hours  pr ior  to  the 
t ime   stated   for   the   meeting   to   convene.   Said   not ice   shal l   indicate   the 
purpose of the special meeting. No business other than the matters 
specif ied  in  the  notice  shall  be  transacted  at  such  meeting.  

 

Special meetings shall be open to the public. 
 
Adopted: date of manual adoption 

 

 
LEGAL REF.: A.R.S. 15-321 

15-843 
38-431 et seq. 

A.G.O. 179-045 (R79-023) 
 
CROSS REF.: BEC - Executive Sessions/Open 

Meetings BEDA - Notification of Board Meetings 
BEDB - Agenda 
BEDC - Quorum 
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B-1550 BEC 
EXECUTIVE SESSIONS / OPEN MEETINGS 

 
The  Board  may  enter  into  executive  session  after  the  following  requirements 
have  been met: 

 
 The  Board  has  f i rs t  been  convened  in  open  meet ing,  for  which  not ice, 
stating  the  specific  provision  of  law  authorizing  the  executive  session,  has 
been  given. 

 

 The  Board  Pres ident  has  ident i f ied  the  sect ion  or  sect ions  of  A.R.S.  
38 - 431.03  that  authorize  the  holding  of  the  executive  session  and  has 
stated  the language of the section(s). 

 

 The executive session is authorized by a vote in open session. 
 
No  f inal  action,  decision,  or  vote  shall  be  taken  while  the  Board  is  in 
executive  session, except as provided by law. 

 
The  Board  shall  reconvene  the  open  meeting  after  an  executive  session 
prior  to  adjourning the meeting. 

 
During  the  executive  session,  all  persons  prese nt  in  the  executive  session 
wil l  be  read  the  admonit ion  on  the  confidential i ty  of  the  executive  session 
minutes  and  deliberations. 

 

Adopted: date of manual adoption 
LEGAL REF.: A.R.S. 15-843 

38-431.01 
38-431.02 
38-431.03 

A.G.O. 179-45 
179-49 
179-126 
179-136 
180-118 
180-146 
181-058 
181-060 
181-090 

 
CROSS REF.: BEDG - Minutes 

JKD - Student Suspension/Expulsion/Due-Process Rights 
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EXHIBIT EXHIBIT 

 

EXECUTIVE SESSIONS / OPEN MEETINGS 
 

 
MINUTES 

 
 
 
 

Date Time Place 
 
 

I. Persons present at beginning (indicate who and when anyone leaves and who 
and when anyone new arrives): 

 
 
 
 
 

II. Section of A.R.S. 38-431 under which the executive session was called 
(should have been indicated on the agenda): 

 
 
 

III. (Read prior to each executive session:) 
 

 
All  persons  present  are  hereby  reminded  that  it  is  unlawful  to  disclose  or 

otherwise  divulge  to  any  person  who  is  not  now  present,  other  than  a  current 
member  of  the  Board,  anything  that  has  transpired  or  has  been  discussed  during  this 
executive session. To do 
so is a violation of A.R.S. 38-431.03 unless pursuant to a specific statutory 
exception. 

 
IV. Items of discussion: 

 
 
 
 
 
 
 

LEGAL REF.: A.R.S. 38-431.01 
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MEETING PROCEDURES / BYLAWS 

 
The President of the Board is responsible for the orderly conduct of the meeting  and 
shall  rule  on  such  matters  as  the  time  to  be  allowed  for  public  discussion,  the 
appropriateness of the subject being presented, and the suitability of the time for such a 
presentation.  All  such  rulings  are  subject  to  review  by  the  Board  at  a  subsequent 
meeting, properly noticed, as long as the matter is included on the agenda. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-321 
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NOTIFICATION OF BOARD MEETINGS 

 
A  statement  of  the  posting  place  for  all  notices  of  meetings  shall  be  fi led 
with  the  c le rk  o f  t he  Board  o f  Superv i so rs .  A  r egu la r  mee t i ng  may  be 
cance led  by  agreement of a majority of the Board. 

 
At   least   twenty - four   (24)   hours'   notice   shall   be   given   by   posting,   in   the 
designated  public  place,  any  change  in  the  regular  meeting  time  or  place, 
with  the  exception  o f  an  ac tua l  emergency ,  i n  wh ich  case  such  no t i ce  
as  i s  appropr ia te  to  the  circumstances shall be given. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-321 

38-431.02 
 
 
CROSS REF.: BE - School Board 

Meetings BEC - Executive Sessions/Open 
Meetings 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
E.V.I.T. SCHOOL DISTRICT NO.  401 Page 1 of 1 



B-1700  BEDB 
 
 

AGENDA 
 
Unless  changed  by  a  majority  vote  of  members  present  at  each  meeting,  the 
order  of business shall be as follows: 

 

Regular meetings: 
 

 Call to order 
 

 Invocation 
 

 Pledge of allegiance to the flag 
 

 Presentation of minutes 
 

 Call to the audience 
 

 Old business 
 

 New business 
 

 Reports 
 

 Superintendent 
 

 Board 
 

 Other (instruction, employee, financial) 
 

 Adjournment 
 
Special meetings: 

 

 Call to order 
 

 Items for which special meeting was called 
 

 Announcements 
 

Executive sessions: 
 

 An  execut ive  session  may  be  scheduled,  as  necessary,  during  ei ther  
a  regular or special meeting. 

 
Adopted: November 13, 2008 

 
LEGAL REF.: A.R.S.   38-431 

38-431.01 
38-431.02 
38-431.03 

 
 
 
CROSS REF.:  BEC – Executive Sessions/Open Meetings 
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AGENDA PREPARATION AND DISSEMINATION 

 
Regular Meetings: 

 
The  Superintendent  wil l  prepare  Board  meeting  agendas  in  consultation 
with the  Board President. 

 
The Super in tendent or Board  members  may p lace i tems  on  the 
agenda. Any B o a r d  m e m b e r d e s i r i n g t o p l a c e a n  i t e m o n t h e 
a g e n d a  w i l l  n o t i f y  t h e  Superintendent  of  the  particular  item  of  business  at 
least  five  working  days  before  the meeting. 

 
The  agenda  and  supporting  materials  shall  be  distr ibuted  to  the  Board 
members  not less than 24 hours prior to the meeting. 

 
Upon request, copies of the agenda shall be available to the public and the 

press.  Special Meetings: 

Whenever  possible,  the  proced ures  for  agenda  preparation  and 
dissemination  used  for regular meetings will be used for special meetings. 

 
These procedures may be altered by the Superintendent during  an 
emergency or  when  compliance would  be  impractical. However, the 
Superintendent shall comply with  all  legal  requirements  in  scheduling  special 
meetings. 

 
Adopted: date of manual adoption 

 
LEGAL  REF.: A.R.S. 38-431 et seq. 
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QUORUM 

 
A quorum consisting of a majority of the Board membership shall be 
necessary  to  conduct   any   business.   In   the   event   that   a   quorum   is   not 
present  wi thin  f i f teen  (15)  minutes  of  the  t ime  scheduled,  the  meet ing 
may  be  cancele d  and  another  meeting scheduled, with due and proper notices as 
prescribed by policy and law. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S.  1-216 

15-321 
  A.G.O. I84-165 
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B-1850  BEDD 
 
 
 

RULES OF ORDER 
 
The Board prescribes rules for its meetings as follows: 

 
 It  shall  hold  a  regular  meeting  at  least  once  each  month  during  the 

regular  school year and may hold other meetings as often as called. 
 

 Each  act ion  i tem  shal l  require  a  mot ion,  and  a l l  mot ions  shal l 
require  seconding. 

 
 The President may make or second motions and may vote on all motions. 

 
 A  motion  to  adjourn  is  in  order  at  any  time.  Such  a  motion  shall  require  

a  second and a majority vote. No discussion is in order. 
 

 A  motion  to  table  is  in  order  at  any  time.  Such  a  motion  requires  a 
second  and  is  l imi ted  to  being  considered  only  once  on  any  g iven 
agenda  item. No discussion is in order. 

 
 Rules  of  order  may  be  subject  to  suspension  only  upon  a  majority  vote  

of  the  members  of  the  Board  present  at  a  meeting.  
 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-321 

15 -341 
 
CROSS REF.:  BED - Meeting Procedures/Bylaws 

BEDA - Notification of Board Meetings 
BEDB - Agenda 
BEDBA - Agenda Preparation and Dissemination 
BEDC - Quorum 
BEDF - Voting Method 
BEDG - Minutes 
BEDH - Public Participation at Board Meetings 
BGF - Suspension/Repeal of Policy 
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VOTING METHOD 

 
Votes  on  all  motions  and  resolutions  shall  be  by  ayes  and  nays.  No  secret 
ballots  shall be used. 

 
At the discretion of the Board President or on the request of a member, 
a  show - of - hands  or  roll - call  vote  shall  be  made  and  the  vote  of  members 
shall  be  reco rd ed .  On  a  vo i ce  vo te ,  members  may  reques t  t ha t  t he i r  
own  vo tes  be  recorded. 

 
A l l  mot ions  sha l l  be  car r ied  by  a  ma jo r i t y  o f  the  members  who  vo te ,  o r as  
otherwise required by law. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 

15-321 
38-431 

A.G.O. 178-237 

1-216 

 

CROSS  REF.:  BEDC   -   Quorum  BEDD - Rules of Order 
  BEDG - Minutes 
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B-2100 BEDG 
 
 

MINUTES  
 
Minutes  shall  be  kept  of  all  regular  and  special  Board  meetings.  If  possible, 
complete written minutes of each Board meeting will be available for public review in the 
District administrative office three (3) working days after the date of the meeting. If this is 
not possible, the record of the meeting shall be available until  the written minutes are 
prepared. In all cases, written minutes of each meeting shall be prepared as soon as 
possible,  containing  the  information  required  by  A.R.S.  38-431.01.  The  Board  will 
take action at a subsequent meeting to amend and/or approve these minutes. 

 
Minutes of regular or special meetings will be distributed to all Board members  prior 
to  the  next  meeting  and  will  be  made  available  to  the  public  upon  request,  as 
unconfirmed minutes. 

 
The  Superintendent  will  prepare  written  minutes  of  all  executive  sessions,  as 
required by A.R.S. 38-431.01, and will maintain a confidential file of all of these minutes. 

 
Adopted: November 13, 2008 

 
LEGAL REF.: A.R.S. 15-843 

38-431.01 
38-431.03 
39-121 
39-122 

A.G.O.180-198 
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B-2150  BEDH 
 

 
PUBLIC PARTICIPATION AT 

BOARD MEETINGS 
 
All regular and special meetings of the Board shall be open to the public.   

 

The   Board   invites   the   viewpoints   of   citizens   throughout   the  
 

District 
 

and 
considers the responsible presentation of these viewpoints  vital to the 
efficient  operation  of  the  District.  The  Board  also  recognizes  its  responsibility 

for   the   proper   governance   of  the schools  and, therefore, the need to 
conduct i ts business in an orderly and eff ic ient manner.   The Board,  
therefore,  establ ishes  the  fol lowing  procedures  to  receive input from citizens 
of the District: 

 
 Any  indiv idual  des i r ing  to  address  the  Board  shal l  complete  a  form  

(Request  to  Address  Board)  and  give  this  form  to  the  Superintendent 
prior  to  the start of the Board meeting. 

 

 The Board  Pres ident  sha l l be respons ib le  for recogniz ing 
speakers,  maintaining  proper  order,  and  adhering  to  any  time  limit  set. 
Questions   of   fact   asked   by   the   public   shall,   when   appropriate,   be 
answered  immediately by the  Pres ident   or referred to the 
Super intendent  for  reply.  Quest ions  requi r ing  invest igat ion  shal l  be 
referred to the Superintendent  for  later report  to  the  Board . 
Quest ions  o r  comments  on  mat t e rs  tha t  a re  cur rent ly  under  lega l 
review will not be accepted. 

 

 If   considered   necessary,   the   President   shall   set   a   time   limit   on   the 
length  of  t h e c o m m e n t p e r i o d . I n o r d e r t o e n s u r e t h a t e a c h 
i n d i v i d u a l   h a s   a n   opportunity  to  address  the  Board,  the  Presid ent 
may  also  set  a  t ime  l imit  for  individual speakers. 

 

 Members  of  the  public  may,  at  the  discretion  of  the  chair,  be 
recognized  while the Board conducts its official business. 

 
 Personal attacks  upon  Board  members, staff personnel, or other 

persons   in attendance or absent by individuals who  address the 
Board  are  discouraged.  Presenters  are  cautioned  that  statements  or 
representations concerning others  that convey an  unjustly 
unfavorable  impression  may  subject  the  presenter  to  civil  action  for 
defamation.  Policies  KE,  KEB,  and  KEC  are  provided  by  the  Board  for 
disposition of legitimate complaints, including those involving individuals. 

 
The  Super in tendent  sha l l  ensure  tha t  a  copy  o f  th is  po l i cy  i s  pos ted  a t  
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B-2150 BEDH 
 
 
 
 
t he  entrance  to  the  Board  meet ing  room,  and  that  an  adequate  supply  o f 
forms  is  available. 

 
Adopted: November 13, 2008 
LEGAL REF.: A.R.S. 38-431.01 

 

 
 
CROSS REF.: BDB - Board Officers 

BHC - Board Communications with Staff Members 
BHD - Board Communications with the Public 
KEB - Public Concerns/Complaints about Personnel 
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B-2181 BEDH-E 
 
 
EXHIBIT EXHIBIT 

 

P U B L I C  P A R T I C I P A T I O N  A T 
BOARD MEETINGS 

 
REQUEST TO ADDRESS BOARD 

 
 
 
I request permission to address the Governing Board on the following topic: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
(Date) (Name and Telephone Number) 

 
 
 

(Street Address) 
 
 
 

(City) (State) (Zip) 
 
 
 

(Representing) 
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NEWS MEDIA SERVICES AT BOARD MEETINGS 

 
Local  news  media  representatives  shall  be  welcome  to  attend  all  regular  or 
special  meetings  of  the  Board  with  the  excepti on  of  executive  sessions.  In 
the  event  that  representa t ives  o f  the  news  media  a re  unab le  to  a t tend  a 
regu lar  o r  spec ia l  meeting, the Superintendent may provide a periodic summary of 
Board actions. 

 
Adopted: date of manual adoption 

 
LEGAL  REF.: A.R.S. 38-431.01 

38-431.03 
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SCHOOL BOARD POLICY PROCESS 

 
I t  is  the  intent  of  the  Board  to  adopt  policies  so  that  they  may  serve  as 
guidelines  for   i ts   own   operat ions   and   for   the   successfu l   and   e f f ic ient 
funct ioning  of  the  District. 

 
Policy   adoption   is   one   of   the   Board's   chief   responsibilities.   Suggestions 
regarding  t h e c o n t e n t o f p o l i c i e s m a y o r i g i n a t e w i t h a m e m b e r o f 
t h e B o a r d , t h e Superintendent,  a  staff  member,  a  parent,  a  student,  a 
consultant,  a  civic  group,  or  any  resident  of  the  Distr ict .  A  careful  and 
order ly  process  shal l  be  used  in  e x a m i n i n g  s u c h  p r o p o s a l s .  T h e  p o l i c y 
p r o p o s a l s  s h a l l  b e  r e f e r r e d  t o  t h e  administration  for  detailed  study  prior  
to   recommendation(s)   being   provided   to   the   Board.   The   Board   may   take 
action in accordance with Policy BGB after hearing the Superintendent's 
recommendations. 

 
The  pol i c ies  of  the  Board  are  f ramed  and  intended  to  be  interpreted 
within  the  context of applicable laws and regulations. 

 
Changes in needs, condit ions, purposes, and object ives may require 
revisions,  deletions,  and  additions  to  the  policies.  The  District  will  welcome 
suggestions  for  ongoing policy review and revision. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-321 

15-341 
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POLICY  ADOPTION  

 
Adopt ion  of  new  pol ic ies  or  the  rev is ion  or  repeal  o f  ex is t ing  pol ic ies  is 
the   responsibil ity   of   the   Board.   The   Board   shall   adhere   to   the   following 
procedure   in   considering   and   adopt ing   pol icy   proposals   to   ensure   that 
they  are  ful ly  studied  before final action: 

 
 First meeting - the proposal shall be presented for review. 

 
 Second meeting - the proposal shall be presented for discussion and action. 

 
During  discussion  of  a  policy  proposal,  the  views  of  the  public,  staff  members, 
and  the  Board  may  result  in  changes.  A  change  shal l  not  require  that  the 
pol icy  go  through  an  addi t i onal  rev iew  except  as  the  Board  determines 
that the change requires  further  study  and  that  an  additional  review  would  be 
desirable. 

 
Policies  may  be  adopted  or  amended  at  a  single  meeting  of  the  Board  in  a  
Board - declared emergency. 

 
Adopted: date of manual adoption 
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POLICY  REVISION  AND  REVIEW  

 
In  an  effort  to  keep  its  written  policies  up  to  date  so  they  may  be  used 
consistently  as  a  basis  for  Board  action  and  administrative  decision,  the 
Board  authorizes  the  Superintendent  to  seek  consult ing  assistance  from  a 
source  that  provides  such  services.  The  District  shall  rely  on  the  consulting 
service  in  conjunction  with  the  func t ion ing  o f  the  D is t r ic t  as  ind ica ted  by 
react ions  o f  the  school  s ta f f ,  the  students,  and  the  community  to  provide 
insight  into  the  effect  of  the  policies  it  has  adopted.   The   Superintendent 
shal l develop procedures to permit the Distr ict to util ize the policy 
consulting  service  in  a  manner  that  assures  maximization  of  the  District's 
return on its investment in the service. 

 
The  Superintendent  is  responsible  for  call ing  to  the  Board's  attention 
policies  that  are out of date or in need of revision. 

 
Adopted: date of manual adoption 

 
CROSS REF.: BGE - Policy Communication/Feedback 
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REGULATION REGULATION 

 

POLICY  REVISION  AND  REVIEW  
 
The  District  is  a  subscriber  to  the  Policy  Services  Program  of  the  Arizona 
School  Boards  Association  (ASBA).  This  service  will  assist  the  District  in  the 
amendment  of  District  policies  or  in  the  adoption  of  new  policies  originated  by  the 
District. 

 

The  procedure  l isted  below  will  be  followed  to  ensure  the  expeditious  review 
and  consideration  of  policy  updates  recei ved  from  the  ASBA  Policy  Services 
Program  and all newly proposed policies: 

 

 A master file of policy updates (Policy Services Advisories) will be kept by 
the Superintendent. 

 

 Upon  receipt,  a  copy  of  each  update  will  be  forwarded  to  the 
appropriate  member(s) of the Superintendent's staff. 
 The designated staf f member may rev iew and evaluate the 
update   and   recommend   act ion   to   the   Super intendent ,   inc luding   any 
proposed  changes  needed  to  adapt  the  update  to  specific  circumstances  within 
the District. 

 

 If  changes  or  new  policies  are  recommended,  the  Superintendent  will 
send  a  copy  of  the  update  to  ASBA  Policy  Services  for  review  or  contact 
ASBA Policy Services by phone to discuss the proposed changes. 

 

 Following  review  by  ASBA  Policy  Services,  the  updated  policy  or  any 
newly  proposed  policies  wil l  be  placed  on  the  Board  agenda  for  a  first 
review  by  the  Board. 
 Following   the   first   review,   if   any   proposals   are   made   for   further 
changes,  such  changes  will  be  sent  to  ASBA  Policy  Services  for  review  or 
discussed with  them by phone. 

 

 If  no  changes  are  proposed,  or  after  any  such  proposed  changes 
have  been  reviewed  by  ASBA  Policy  Services,  the  updated  pol icy  wil l  be 
placed  on  the  Board agenda a second time for action by the Board. 

 

 Following  adoption  by  the  Board,  the  Superintendent  wil l  send  a 
copy  of  the adopted policy and the date of adoption to ASBA Policy Services. 

 

 ASBA Policy Services will produce the final adopted copy of the policy 
and return the final copy to the District. 
 The Superintendent will reproduce sufficient copies of the new 
policy,  as  received  from  ASBA  Policy  Services,  and  forward  a  copy  to  each 
person  who  is  assigned  a  pol icy  manual,  with  instructions  as  to  how  it  is  
to  be  incorporated  into the policy manual. 
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BOARD REVIEW OF REGULATIONS 

 
The  Superintendent  has  the  responsibility  for  carrying  out,  through  administrative 
regulations,  the  policies  established  by  the  Board.  The  administrative  regulations 
shall  specify  required  actions  and  reflect  the  detailed  arrangement  under  which  the 
District will be operated. 

 
Before issuance, regulations shall be properly titled and coded in conformance with 
the policy classification system selected by the Board. 

 
The  Board  reserves  the  r ight  to  review  al l  administrative  regulations.  The 
Superintendent  shall  provide  a  copy  of  each  District  regulation  to  each  Board 
member prior to distribution. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-321 
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POLICY COMMUNICATION / FEEDBACK 

 

 
The  Superintendent  shall  develop  procedures  to  ensure  that  employees, 
patrons,  and  Board  members  shall  have  access  to  a  current  policy  manual 
that  contains  the  policies and administrative regulations of the District. 

 
The  manual  is  intended  both  as  a  tool  for  District  management  and  as  a 
source  of  i n f o rma t i on t o pa t rons , s t a f f  members , and o the rs abou t 
how the D i s t r i c t operates. To  that end,  each Board  member and 
administrator shal l  have ready access to a copy of the manual. In 
addit ion,  a  manual  shall  be  available  at  such  places  as  the  Superintendent 
may  determine  for  use  by  staff  members,  students,  and patrons. 

 
Each  administrative  regulation  shall  be  so  designate d  and  included  in  the 
manual  on a separate sheet(s) accompanying the policy with which it is associated. 

 
All  policy  manuals  shall  remain  the  property  of  the  District  and  shall  be 
subject to recall at any time. 

 
The  Board's  policy  manual  shall  be  considered  a  public  record  and  shall  be 
open for inspection during regular business hours at the District 
administration  office  and  at  places  designated  by  the  Superintendent.  

 
The master copy of the manual will be securely maintained in the 
Superintendent's  off ice.   I t   is   this   copy   that   wi l l   be   used   to   resolve   any 
discrepancies  in  language  existing in other copies. 

 
Adopted: date of manual adoption 

 
LEGAL  REF.: A.R.S. 15-341 
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REGULATION  REGULATION 

POLICY COMMUNICATION / FEEDBACK 
 
Each  person  to  whom  a  po l icy  manua l  i s  i ssued  w i l l  be  respons ib le  fo r 
the  maintenance, control, and updating of the manual. 

 
Al l  changes  to  the  pol icy  manual  wi l l  be  issued  by  the  Superintendent, 
with  a  change  memorandum  l i s t i ng  codes ,  pages  t o  be  removed ,  and 
pages   t o   be   inserted.  After  making  the  changes,  a  copy  of  the  change  
m emorandum   shal l   be   f i led by the Super intendent . Af ter the updated  
pages  have  been  p laced  in to  a  pol icy  manual,  the  outdated  pages  that 
have been superseded must be removed and destroyed. All pol icy 
manuals  are  subject  to  recall  and/or  inspection  at  any  t ime  to  ensure  that 
they  are  properly  updated.  

 
The  master  copy  of  the  policy  manual  shall  be  maintained  by  the 
Superintendent.  It  is  this  copy  that  shall  be  used  to  resolve  any 
discrepancies  in  language  existing  in other copies. 

 
The  Superintendent  will  maintain  one  copy  of  all  outdated  pages  for  historical 
and  reference purposes. 

 
LEGAL  REF.: Uniform System of Financial Records 
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EXHIBIT EXHIBIT 

 

POLICY  COMMUNICATION  /  FEEDBACK  
 

 
CHANGE MEMORANDUM 

 
 
DATE: 

 
TO: All holders of policy manuals 

 
RE: District policy manual changes, additions, or deletions 

 
Please  make  the  following  changes  in  your  policy  manual.  It  is  important  that 
this  be accomplished immediately so that your manual contains only current policies. 

 
take out these old policies, put  in  these  new  policies, 
regulations (-R), regulations (-R), 
or exhibits (-E): or exhibits (-E): 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
As  soon  as  the  changes  to  your  copy  of  the  manual  are  accomplished, 
please  date,  sign, and return this memorandum. 
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SUSPENSION  /  REPEAL  OF  POLICY  

 
The  operation  of  any  section  or  sections  of  Board  policies  not  established  and 
required   by   law   or   vested   by   contract   may   be   temporarily   or   permanently 
suspended by a majority vote of Board members present at a regular or special meeting. 
An  action  under  this  policy  would  not  require  the  two  presentations  indicated  in 
Policy BGB (Policy Adoption) to reinstate a suspended policy. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-321 
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BOARD COMMUNICATIONS WITH STAFF MEMBERS 

 
Official communication between the Board and employees will occur as follows: 

 
   An   employee   wil l   f irst   communicate   on   school -   or   employment - 
related   m a t t e r s  a t t h e a d m i n i s t r a t i v e l e v e l . A n y e m p l o y e e w h o 
e x h a u s t s t h e opportunity of discussing a matter  at the various 
administrative  levels  may  then  c o m m u n i c a t e  i n  w r i t i n g  w i t h  t h e  B o a r d 
o n t h e m a t t e r .  N o  a n o n y m o u s communication  will  be  considered  by  the 
Board. 

 
 Any employee who wishes to address the Board in the employee's 
capacity   as   a   parent,   District   resident,   or   individual,   rather   than   as   an 
employee,  may  do  so by following the procedures in Policies BEDH and BHD. 

 
 Official   communications,   policies,   directives,   Board   concerns,   and 
Board a c t i o n ( s ) , a s a p p r o p r i a t e , w i l l b e c o m m u n i c a t e d t o 
e m p l o y e e s  b y  t h e  Superintendent. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-321 

15-341 
38-431.01 
38-431.02 

 
 
CROSS REF.: BEDH - Public Participation at Board Meetings 
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BOARD COMMUNICATIONS WITH THE PUBLIC 

 
Off icial  communication  between  the  Board  and  the  community  is  subject  to the  
following: 

 
 Any  community  member  who  exhaust s  the  opportunity  of  
discussing  a  matter  at  the  administrative  level  may  communicate  with  the  
Board  in  writing.  No anonymous communication will be considered by the Board. 

 
 A  member  of  the  community  who  wishes  to  address  the  Board  in 
person  may do so by following the procedures in Policy BEDH. 

 
 Official  communications,  policies,  Board  concerns,  and  Board 
action,  as  appropriate, will be imparted to the community by the Superintendent. 

 
Adopted: date of manual adoption 

 
CROSS REF.: BEDH - Public Participation at Board Meetings 
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NEW BOARD MEMBER ORIENTATION / HANDBOOK 

 
A  me mber - elect  -  or  any  person  designated  for  appointment  as  a  member - 
elect  -  of  the  Board  is  to  be  af forded  the  Board 's  and  the  s taf f 's  fu l lest 
measures  of  courtesy  and  cooperation.  The  Board  and  staff  shal l  make 
every  effort  to  assist  the  member - elect  to  become  fully  informed  about  the 
Board's  functions,  policies,  procedures, and problems. 

 
In the interim  between election or appointment and actually assuming 
office,  the  member - elect  shall  be  invited  to  attend  appropriate  meetings  and 
functions of the Board  and is  to receive appropriate reports and 
communications  normally  sent  to  Board members. 

 
The  member - elect  is  to  be  provided  access  to  appropriate  publications  and 
aids, i nc lud ing the Boa rd ' s Po l i cy Manua l and Admin i s t ra t i ve 
Regu la t i ons  and  publications of the state and national school boards associations. 

 
The  Board  President  and  members  of  the  administrative  staff  will  also  confer 
with  the member-elect as necessary on special problems or concerns. 

 
Boa rd members - e lec t w i l l be encouraged t o a t tend meet ings o r 
workshops  specifically  designed  for  Board  members - elect.  Their  expenses  
at  these  meetings  may be reimbursed by the District in accordance with law. 

 
Adopted: date of manual adoption 

 
LEGAL  REF.: A.R.S. 15-342 

38-431.01 
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BOARD MEMBER DEVELOPMENT OPPORTUNITIES 

 
Governing  Board  members  are  encouraged  to  attend  workshops  presented  
by  the  county,  state,  and  national  school  boards  associations.  Professional 
journals  and  books in the school libraries shall be available to every Board member. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-342 
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BOARD MEMBER CONFERENCES, CONVENTIONS, AND 

WORKSHOPS 
 
In  keeping  with  the  need  for  continuing  in- service  training  and  development 
for  its  members,  the  Board  encourages  the  part icipation  of  al l  members  at 
appropriate  Board  conferences,  workshops,  and  conventions.  However,  in 
order  to  control  the investment  o f  t ime  and  funds  necessary  to  implement 
th is  po l icy ,  the  Board  establishes these principles and procedures for its guidance: 

 
 The  Board  wi l l  per iodical ly  decide  which  meetings  appear  to  be 
most  promising in terms of producing direct and indirect benefits to the District. 

 
 Funds  for  part icipation  at  such  meetings  wil l  be  budgeted  on  an 
annual  basis.  When  funds  are  l imited,  the  Board  wil l  designate  which  of  
its   members   would   be   the   most   appropriate   to   participate   at   a   given  
meeting. With the prior approval of the Board, Board members may 
participate  in  meetings  other  than  those authorized in the budget. 

 
   When  a  conference,  convention,  or  workshop  is  not  attended  by  the 
ful l Board , those who do par t ic ipa te w i l l be requested to share 
in format ion ,  recommendations, and material acquired at the meeting. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-342 

 
CROSS REF.: DKC - Expense Authorization/Reimbursement 
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BOARD MEMBER COMPENSATION AND EXPENSES 

 

 
Board members may be reimbursed for expenses incurred in connection with any school 
business authorized by the Board. 

 
Reimbursement amounts shall not exceed the maximum amounts established 
pursuant to A.R.S. 38-624. 

 
 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-342 

38-621 
38-622 
38-623 
38-624 
38-625 

 
CROSS REF.: DKC - Expense Authorization/Reimbursement 
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BOARD MEMBER INSURANCE / LIABILITY 

 
 
General 

 
 
Pursuant  to  statute,  Governing  Board  members  are  immune  from  personal 
liability  with  respect  to  al l  acts  done  and  actions  taken  in  good  faith  within 
the scope of their authority during duly constituted regular and special 
meetings.  However,  the  Govern ing  B oard  may  p rocure  i nsurance  o r  may 
es tab l i sh  a  se l f - insurance program  for the  management and 
administration  of  a  system  for  direct  payment  of  benefits,  losses,  or  claims,  
or any combination of insurance and direct payments, including risk - 
management consultation, to provide payment of any  property  loss 
sustained   or   lawful   claim   of   liability   or   fortuitous   loss   made   against   the 
District  or  i ts  emp loyees  or  off icers,  i f  the  employees  or  off icers  are  acting  
in  the  scope  of  their employment or authority. 

 
 
Part ic ipat ion  in  Group  
Insurance  P lans  of  the  D is t r ic t  

 
 
Governing  Board members and their  dependents are  e l ig ib le to 
par t ic ipate in health, accident, life,  or disability insurance plans made 
available  to  employees  of  the  Distr ic t  i f  the  Board  members  pay  the  fu l l 
premiums  associated  with  such  coverage  and  participation  of  the  members 
and  their  dependents  does  not  result  in  an expenditure of District monies. 

 
 
Former Board members, the i r spouses, dependents, and surv iv ing 
spouses  or  dependen ts  o f  Boa rd  members  o r  f o rmer  Boa rd  members 
may con t inue to participate in  the health, accident, life, or  disability 
insurance  benefits  provided  to  employees  of  the  District  if  the  following  conditions 
are met: 

 
 Former  Board  members  must  have  served  at  least  four  consecutive 
years  on  the  Board,  must  have  been  covered  under  the  insurance  plan 
while  serving  a s  B o a r d  m e m b e r s ,  a n d  m u s t  p a y  t h e  f u l l  p r e m i u m s 
f o r  t h e  i n s u r a n c e  coverage.  Such  par t ic ipat ion  must  not  resul t  in  an 
expendi ture  o f  Dis t r ic t  monies. 

 
 The  spouse  and  dependents  of  a  Board  member  or  former  Board 
member  may  continue  participation  in  the  insurance  plan  if  they  pay  the  full 
premium  for  t h e i n s u r a n c e c o v e r a g e a n d t h e i r p a r t i c i p a t i o n d o e s 
n o t  r e s u l t  i n  a n y  expenditure of District monies. 
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 For  a  surviving  spouse  or  dependents  of  a  Board  member  or  former 
Board  member to be eligible for continued coverage, the deceased Board member or 
former  Board  member  must  have  served  four  consecutive  years  and  have  been 
covered under the insurance plan while serving on the Board. 

 
•  The  surviving  spouse  and/or  dependents  of  a  deceased  Board  
member  who  was eligible for coverage while in office will be eligible for continued 
coverage. 

 

 
Adopted: date of manual adoption 

 

 
LEGAL REF.:   A.R.S. 15-382 

15-387 
A.G.O. 190-038 
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SCHOOL  BOARD  LEGISLATIVE  PROGRAM  

 
The  Board  may  participate  in  legislative  programs  through  conferences 
with  the  state and national school boards associations. 

 
T h e  B o a r d  a u t h o r i z e s  t h e  S u p e r i n t e n d e n t  t o  a c t i v e l y  p a r t i c i p a t e  i n 
t h e development  of  legislat ion  that  has  a  posit ive  effect  on  ed ucational 
programs  of  the District. 

 
Adopted: date of manual adoption 
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SCHOOL  BOARD  MEMBERSHIPS  

 
The  Board  may  choose  to  be  a  member  of  and  participate  in  school  boards 
associat ions at the s tate, county, regional , and nat ional levels . The 
Superintendent   will   ensure   that   the   subject   of   school   boards   association 
membership is addressed during budget preparation. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-342 
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LIAISON WITH SCHOOL BOARDS ASSOCIATIONS 

 
In  addition  to  informational  l iaison  between  itself  and  the  various  school 
boards associations, the Board may be off icial ly represented in the 
associations'  affairs  th rough  the  e lec t ion  and  appo in tment  o f  de lega t es 
and /o r  observers  to  the  governing bodies of these organizations. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-342 
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ADMINISTRATION GOALS / PRIORITY OBJECTIVES 

 
The Distr ict administrat ion is responsible, within the guidel ines 
establ ished  by  Board  policy,  for  the  direction  and  coordination  of  students 
and  staff  members  in  their efforts to reach educational goals adopted by the Board. 

 
The Board expects the administration to specialize in: 

 
 The processes of decision making and communication. 

 
 Planning, organizing, implementing, and evaluating educational programs. 

 
 The demonstration of educational leadership. 

 
 The  development  and  maintenance  of  c lose  working  relat ionships 
and  channels of communication within the District and the community. 

 
 The minimization of misunderstandings. 

 
 The  development  of  cooperation  toward  attaining  the  educational 
goals  adopted by the Board. 

 
Adopted: date of manual adoption 

 
LEGAL  REF.: A.R.S. 15-321 
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SUPERINTENDENT 

 
The  Board  shall  employ  a  Superintendent,  who  shall  enforce  the  statutes  of  the 
state of Arizona, the rules of the State Board of Education, and the policies of the 
Governing Board of the District. 

 
The  administration  of  the  school  system  in  all  aspects  is  the  responsibility  of  the 
Superintendent,  whose  functions  shall  be  carried  out  in  accordance  with  the 
policies of the Board. 

 
The Superintendent may establish regulations for the administration of the District 
that are in compliance with applicable statutes or regulations of the State Board of 
Education  and  the  policies  of  the  Governing  Board.  These  regulations  are  binding 
on the employees of this District and students in the schools. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-503 
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QUALIFICATIONS AND DUTIES 

O F  T H E  S U P E R I N T E N D E N T  
(Performance Responsibilities) 

The Superintendent shall have appropriate qualifications as determined by 
the Governing Board by action taken at a public meeting. 

The Superintendent shall supervise, either directly or through delegation, all 
activities and all personnel of the school system according to the laws of the 
state of Arizona, rules of the Arizona State Board of Education, and adopted 
policies of the Governing Board. 

The Superintendent is the District's chief executive officer and the 
administrative head of all divisions and departments of the school system. It 
is the Superintendent's duty to administer the policies of the Board and to 
provide leadership for the entire school system. The Superintendent is the 
professional consultant to the Board and, in this capacity, makes 
recommendations to the Board for changes in Board policies and the 
educational program. 

The Superintendent provides the initiative and the technical guidance for the 
improvement of the total program of the school system. The delegation of 
authority for the operation of the various functions of the school system is one 
of the Superintendent's duties. The Superintendent is, however, responsible to 
the Board for all functions of the District, including those listed below. 

Education: 

 Administers the development, coordination, maintenance, and 
evaluation of the educational program, including the special education 
program. 

 Supervises methods of teaching, supervision, and administration in 
effect in the schools. 

 Keeps informed of modern educational thought and practices by 
advanced study, by visiting school systems elsewhere, by attending 
educational conferences, and by other appropriate means. 

 Keeps the public informed about modern education practices, 
educational trends, and the policies, practices, and problems in the 
District schools.

 

C-0150 CBA
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Management: 

 Ensures that all activities of the District are conducted in accordance with 
the laws of the state of Arizona, the regulations of the Arizona Board 
of Education, and the policies of the Governing Board. 

 Assumes responsibility for the overall financial planning of the District 
and for the preparation of the annual budget, and submits it to the 
Board for review and approval. 

 Establishes and maintains efficient procedures and effective controls for 
all expenditures of school funds in accordance with the adopted budget, 
subject to direction and approval of the Board. 

 Maintains or has maintained adequate records for the schools, 
including but not limited to:  

 financial accounts,  

 business and property records,  

 Personnel,  

 school population,  

 student records including verifiable documentation of each 
student's residency in this state in accordance with guidelines  
and forms adopted by the Arizona Department of Education, and  

 scholastic records.  

 Provides suitable instructions and regulations to govern the 
maintenance of District properties. 

 Provides suitable instructions and regulations to govern the safety and 
transportation of students. 

 Assumes responsibility for the use of buildings and grounds. 

 Recommends the locations and sizes of new school sites and of additions 
to existing sites; the locations and sizes of new buildings; the plans for 
new school buildings; all appropriations for sites and buildings; and 
improvements, alterations, and changes in the buildings and equipment of 
the District. 
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 Oversees the processing and submission of required reports. 

 Interprets the budget and finances to the community 

 Remains current on new legislation and implements laws to the best 
advantage of the District. 

Governing Board: 

 Attends and participates in all meetings of the Board and its 
committees, except when excused by the Board. 

 Takes prompt action to implement all directives of the Board. 

 Advises the Board on the need for new and/or revised policies. 

 Provides timely advice to the Board on the implication of changes in 
statutes or regulations affecting education. 

 Informs and advises the Board about programs, practices, and problems of 
the schools, and keeps the Board informed of the activities operating 
under the Board's authority. 

 Prepares and submits to the Board recommendations relative to all 
matters requiring Board action, placing before the Board such facts, 
objective information, and reports as are needed to ensure the making 
of informed decisions. 

 Develops and implements rules and regulations in keeping with Board 
policy. 

 Acts as chief public relations agent for the District. 

 Acts on own discretion if action is necessary in any matter not covered by 
Board policy, reports such action to the Board as soon as practicable, and 
recommends policy guidance in the future. 

Personnel: 

 Recommends to the Board the appointment or dismissal of all 
employees of the District. 

 Ensures that all employees are evaluated in accordance with the 
schedule established by the Board. 

 

C-0150         CBA 
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 Determines assignments, defines the duties, and coordinates and 
directs the work of all employees of the District. 

 Recommends all promotions, demotions, and salary changes to the 
Board. 

 Communicates to all employees all actions of the Board relating to 
personnel matters, and receives from employees all communications to 
be made to the Board. 

The Superintendent shall have a valid fingerprint card issued pursuant to 
A.R.S. 41-1758.03. 

Adopted: February 13, 2012 

LEGAL REF.: A.R.S. 15-503 
15-802  
38-201 
41-1758 

A.A.C. R7-2-603 
CROSS REF.: CBI - Evaluation of Superintendent 
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DELEGATED AUTHORITY 
 
The Governing Board delegates to the Superintendent, among other powers, the authority 
to perform the following acts: 

 
 To give notice to teachers, pursuant to A.R.S. 15-536, of the Board's intention 

not to offer a teaching contract. 
 

 To give notice to teachers, pursuant to A.R.S. 15-538.01, of the Board's intention 
not to offer a teaching contract and to dismiss the teacher. 

 
 To give notice to an administrator, pursuant to A.R.S. 15-503, of the Board's 

intention not to offer a new contract. 
 

 To issue to teachers, pursuant to A.R.S. 15-536, 15-538, and 15-539, written 
preliminary notices of inadequacy of classroom performance, reporting such 
issuance to the Governing Board within five (5) school days. 

 
Adopted:  November 13, 2008 

 
LEGAL REF.: A.R.S. 15-503 

15-536 
15-538 
15-538.01 
15-539 
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EVALUATION OF SUPERINTENDENT 
 
The Governing Board shall evaluate the Superintendent at least once each year. 
Evaluations are confidential. 

 
 
The evaluation(s) shall relate to the Superintendent's duties, responsibilities, and 
progress toward established goals. 

 
The  Superintendent  shall  provide  each  member  of  the  Board  a  copy  of  the 
evaluation  instrument  not  later  than  November  10.  The  Board  President  shall 
schedule  a  meeting  not  later  than  December  18,  when  the  Board  will  devote  an 
executive  session  to  the  evaluation  of  the  Superintendent's  performance,  to 
discuss  working  relationships  between  the  Superintendent  and  the  Board,  and  to 
review  the  Superintendent's  contract  (with  the  Superintendent  present).  If  the 
Superintendent's  contract  is  in  its  first  year,  this  initial  evaluation  will  not  be  a 
comprehensive  evaluation  but  will  be  used  to  allow  the  Board  to  communicate  its 
perspective  on  the  Superintendent's  performance  to  date  and  to  allow  the  Board 
and  the  Superintendent  to  communicate  on  performance  matters.  Additional  first- 
year evaluations may be completed by the Board at the Board's discretion or upon 
inv i ta t io n  by  the  Super intendent ;  however,  the  f i rs t  fu l ly  comprehensive 
evaluation  will  be  that  which  occurs  in  November  of  the  Superintendent's  second 
year. 

 
Any  meetings  of  the  Board  to  compile  evaluations,  or  meetings  to  discuss  the 
evaluations  with  the  Superintendent,  shall  be  held  in  executive  session  unless  the 
Superintendent  requests  that  any  such  meeting  be  held  in  open  session.  Board 
members  shall  have  the  opportunity  to  discuss  with  the  Superintendent  any  item 
(s) on which the Board fails to achieve consensus. 

 
A  copy  of  any  written  evaluation  shall  be  given  to  the  Superintendent.  If  in 
disagreement  with  such  evaluation,  the  Superintendent  may  respond  in  writing  to 
the Governing Board. 

 
Upon  the  conclusion  of  the  evaluation,  the  Governing  Board  may  determine 
whether  any  changes  in  the  compensation  and  benefits  of  the  Superintendent  for 
the  next  fiscal  year  are  warranted.  The  Board  may  also  determine  whether  it  will 
offer an additional year(s) of employment. 

 
On  or  before  May  15  the  Board  shall  offer  a  contract  for  the  next  school  year  to 
the Superintendent, if the administrative contract is in its last year, unless on or before 
April  15  the  Board  gives  notice  to  the  Superintendent  of  the  Board's  intention 
not to offer a new administrative contract. In the case where an override election is 

being held on the third Tuesday in May, the Board has up to five days after  the  
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override election to give notice of its intention not to offer a new administrative contract; 
otherwise, the new contract shall be offered on or before June 15. 

 
The  evaluation  and  any  comments  by  the  Superintendent  shall  become  a  part  of 
the Superintendent's confidential personnel file. 

 
Adopted:  November 13, 2008 

 
LEGAL REF.: A.R.S. 15-503 

 

 
CROSS REF.: CBA - Qualifications and Duties of Superintendent 
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EXHIBIT EXHIBIT 
 

SUPERINTENDENT PERFORMANCE EVALUATION 
EAST VALLEY INSTITUTE OF TECHNOLOGY 

 
Superintendent:  Calendar Year:    

 
 
Enter a rating in the blank for each factor to describe the Superintendent’s performance. 
Comments should be entered as necessary to explain ratings. 

 
Rating Scale: 

10 Exceptional – Goes far above job expectations 
8 Above Average – Exceeds job expectations 
5 Satisfactory – Meets job expectations 
4-0 Needs Improvement – Failed to meet job expectations 

N/A If you feel you are not familiar enough with performance on this item. 
 
 
 

Part A: Leadership/Management 
 
 
 
1. Fiscal Management - Oversees the District’s fiscal and physical assets. 

 

 
Characteristics of Fiscal Management: 

 
 

In cooperation with the Board and District personnel, develops the District’s 
annual budget and insures that all funds, physical assets and other District 
property are appropriately administered and safeguarded. 

 
 

Ensures an annual independent financial audit of the District’s financial 
records by a firm approved by the Board. 

 
 

Develops and implements a plan to safeguard and maintain District facilities 
and equipment. 

 
 

Conducts a systematic inventory of the District’s physical assets on a 
periodic basis, to include equipment, vehicles, etc. 

 
 

Ensures that the District complies with applicable laws regarding the 
creation, retention and destruction of records (including but not necessarily limited to: 
financial, property, personnel and student educational records). 

 
Comments: 
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2. Strategic Planning - Plans, formulates and recommends for Board approval short- 

term and long-term educational policies and programs that will further enhance 
District objectives. 

 
Characteristics of Strategic Planning: 

 
 

Has a clear understanding of the District’s mission and goals, as well as the 
constituent community it serves and reflects that knowledge in the performance of 
the Superintendent’s duties. 

 
 

Plans, organizes and develops programs that promote interest and active 
participation by District personnel. 

 
 

Develops programs that promote student enrollment and retention. 
 
 

Keeps the Board informed of relevant research/reports on subjects of 
importance to the District. 

 
 

Plans, coordinates and conducts a public relations program to enhance the 
public’s awareness of the District. 

 
 

Effectively serves as the principal spokesperson of the District at State, 
regional and national meetings and conferences. 

 
 

Develops long range plans for the District’s capital development and 
improvement. 

 
Comments: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
E.V.I.T. SCHOOL DISTRICT  NO. 401 Page 2 of 8 



C-0631 CBI-E 
 
 
3. Decision Making/Follow Up - Demonstrates ability to operate in a decisive and 
committed manner to deliver effective results. 

 
Characteristics of Decision Making/Follow Up: 

 
 

Accepts accountability for actions taken. 
 
 

Balances District’s short-term and long-term priorities. 
 
 

Executes such contracts and commitments as may be authorized by the 
Board or by established policies. 

 
 

Executes all decisions and actions of the Board taken in conformity with 
Board policies and the law. 

 
 

Regularly communicates with the Board. 
 
 
Comments: 
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4. Networking and Team Building - Demonstrates effective team building and 

networking skills. 
 
Characteristics of Networking and Team Building: 

 
 

Establishes and maintains effective relationships with relevant individuals 
and organizations within and across District boundaries. 

 
 

Attends all Board meetings unless excused by the Board. 
 
 

Communicates effectively with the staff and community, utilizing verbal and 
written forms of communication. 

 
 

Cooperates with other organizations within the educational community and 
maintains relationships with other associations, governmental entities, public 
service organizations and vendors in conformity with the District’s overall 
objectives and policies. 

 
Comments: 
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5.  Human Development - Creates an environment to motivate District personnel and 

them 
to effectively perform their job duties. 

 
Characteristics of Human Development: 

 
 

Provides the necessary support to enable staff to properly perform their job 
duties. 

 
 

Provides accurate and balanced feedback to District personnel. 
 
 

Encourages innovation and continuous improvement. 
 
 

Shares knowledge and responsibility in building an organization for the 
future. 

 
 
 

force. 
Actively promotes the development and full utilization of a diverse work 

 
 

Obtains maximum utilization of District personnel by clearly defining 
organizational goals, establishing performance standards and evaluation 
instruments. 

 
 

Complies with applicable laws to ensure a safe working environment for 
District personnel. 

 
 

Enforces the District’s personnel policies. 
 
 

Makes recommendations to the Board regarding the hiring of personnel and 
any other personnel actions that require Board approval. 

 
Comments: 
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6.  Personal Leadership - Provides exemplary leadership and organizational skills to 

the 
District. 

 
Characteristics of Personal Leadership: 

 
 

Demonstrates strong leadership abilities. 
 
 

Demonstrates a commitment to continuous learning and ongoing self- 
development. 

 
 

Coordinates all official Board meetings and maintains official Board minutes. 
 
 

Retains the services of legal counsel and other consultants when necessary. 
 
 

Assumes responsibility to properly administer the District in accordance with 
District Policies and applicable laws. 

 
 

Keeps current regarding federal and state laws, as well as new initiatives 
impacting the District. 

 
 

Recommends to the Board revisions to existing Policies or 
recommendations for new Policies. 

 
 

Develops and/or revises Administrative Regulations as necessary to 
implement Board Policies. 

 
 
 
Comments: 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Signature of Governing Board Member Date Superintendent Date 
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PART B: STATED GOALS 

GOALS (Date) Accomplishments Comments 

   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   

 
 
 

Superintendent Date Board Member Date 
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PART C:  OVERALL PERFORMANCE 

List numbers in each category: Comments on overall performance concerning 
significant achievements, deficiencies, and goal 
attainment 

 
 
   Exceptional 

Exceeds Job Expectations 
 
 
   Satisfactory 

Meets Job Expectations 
 
 
   Needs Improvement 

Failed to Meet Job Expectations 
 
 
   Not Observed 

 

 

 
 
 
 

Board Member Date Superintendent Date 
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AND STAFF RELATIONS 

 
Unless otherwise specifically limited by statute or Board action, any of the powers 
and duties specifically assigned to the Superintendent may be delegated to others 
serving  under  the  Superintendent.  However,  the  Superintendent  shall  continue  to 
be responsible to the Board for the satisfactory execution of the delegated power 
and duties. 

 
Lines  of  authority  shall  be  clearly  outlined  by  the  Superintendent  by  means  of 
organizat ion  charts,  job  descript ions,  and  administrat ive  regulat ions  and 
directives. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-353 
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REGULATION REGULATION 

LINE AND STAFF RELATIONS 
 
 

(School Building Administration) 
 

 
The  primary  duty  of  a  principal  is  to  administer  and  supervise  the  instructional 
program.  A  principal,  as  the  educational  leader  of  the  school,  will  administer  and 
supervise  the  school  in  accordance  with  policies  and  administrative  regulations  of 
the District. 

 
A principal will be directly responsible to and will report only to the Superintendent and 
will   keep   the   Superintendent   informed   of   the   conditions   and   needs   of   the 
school.  All  duties,  authority,  and  responsibilities  of  the  principal  will  be  delegated 
only  by  the  Superintendent.  These  duties  include,  but  are  not  limited  to,  the 
following: 

 
 A principal is responsible for the operation of the educational program of the 

school. 
 

 A principal is responsible for the supervision and evaluation of the building staff 
members. 

 
 A principal will maintain discipline on the part of personnel and students. 

 
 A  principal  wil l  care  for  and  protect  the  building,  the  equipment,  the 

grounds, and other school property. 
 

 A principal will maintain school records and prepare reports. 
 

 A  principal  will  take  reasonable  precautions  to  safeguard  the  health  and 
welfare of students and staff members, will report accidents, will 
formulate  plans  for  emergencies,  and  will  conduct  evacuation  drills  each 
school month and keep written records of such drills. 

 
 A   principal   will   be   responsible   for   maintaining   a   close   relationship   with   the 

community  and  should  interpret  the  educational  program  to  the  citizens  of 
the District. 

 
 A  principal  will,  by  advanced  study,  visits  to  school  systems  in  other  areas, 

attendance at educational conferences, and other means, remain well 
informed relative to modern educational thought and practice. 

 
 A  principal  will  distribute  a  parental  satisfaction  survey  to  the  parent  of 

every child enrolled at the school, pursuant to A.R.S. 15-353. 
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ADMINISTRATIVE COUNCILS, CABINETS, AND COMMITTEES 

 
The  Board  authorizes  the  Superintendent  to  establish  advisory  councils,  cabinets, 
and  committees  when  deemed  necessary  for  pro per  administration  of  Board 
policies  and  for  the  improvement  of  the  total  educational  program.  All  cabinets, 
councils,  and  committees  created  by  the  Superintendent  shall  be  for  the  purpose 
of  obtaining  to  a  maximum  degree  the  advice  and  counsel  of  the  pers onnel, 
clients, and patrons of the District. 

 
The number, composition, and work to be done by such cabinets, councils, and 
committees shall be defined by the Superintendent. 

 
Adopted: date of manual adoption 
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SCHOOL - BASED MANAGEMENT 

 
(School Councils) 

 
 
 
The  Distr ict,  having  only  one  school  or  fewer  than  600  students,  is  not 
required  under   A r i zona   s ta tu tes   t o   have   a   p rog ram   o f   schoo l - based 
management   as   outl ined  in  Arizona  statutes,  and  the  Governing  Board 
elects  not  to  have  such  a  program. 

 

Adopted: date of manual adoption 
 
LEGAL REF.: A.R.S. 15-351 

15-352 
15-353 

 
CROSS REF.: BDD - Board-Superintendent 

Relationship CCB - Line and Staff Relations 
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POLICY IMPLEMENTATION 

 
The  Superintendent  has  the  responsibility  for  carrying  out,  through  administrative 
regulations,  the  policies  established  by  the  Board.  The  administrative  regulations 
shall specify required actions and reflect the detailed arrangement under which the 
District will be operated. 

 
The  policies  adopted  by  the  Board  and  the  administrative  regulations  developed  to 
implement  policy  are  designed  to  promote  an  effective  and  efficient  school 
system.  Al l  employees  and  students  shal l  comply  with  Board  pol icies  and 
administrative regulations. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-341 
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HANDBOOKS AND DIRECTIVES 
 
Curriculum  guides,  manuals,  handbooks,  pamphlets,  and  similar  publications  will 
be  presented  to  the  Superintendent  for  approval  pr ior  to  publ icat ion.  The  
Superintendent  shall  ensure  that  all  such  publications  are  consistent  with  Board 
policies and administrative regulations. 

 
Copies of all such publications may be provided to the Board. 

 

 
 
Adopted:  November 13, 2008 
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REGULATION REGULATION 

 
 
 

HANDBOOKS AND DIRECTIVES 
 
All  curriculum  guides,  manuals,  handbooks,  pamphlets,  and  similar  publications 
shall  be  reviewed  by  the  principal  or  supervisor  and  shall  be  forwarded  to  the 
Assistant Superintendent for approval prior to printing and distribution. 
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ADMINISTRATION IN THE ABSENCE OF POLICY 

 
The  Superintendent  shall  have  the  authority  to  implement  action  if  a  situation 
should  develop  that  is  not  covered  by  establ ished  Board  pol ic y .  I t  is  the 
Superintendent's  duty  to  inform  the  Board  of  any  such  action  and  of  the  need  to 
develop an official policy. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-321 
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ADMINISTRATIVE CONSULTANTS 

 
Professional  consultants  may  be  used  when  such  consultive  services  will  be  helpful 
in  the  improvement  of  the  instruct ional  program.  Al l  consultants  shal l  be 
approved  by  the  Superintendent  prior  to  the  invitation  and  arrangement  for  such 
visitation. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-343 
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FISCAL MANAGEMENT GOALS / PRIORITY OBJECTIVES 

 
The  Governing  Board  recognizes  that  money  and  its  management  constitute  the 
foundation  of  the  entire  school  program.  To  make  that  support  as  effective  as 
possible, the Board intends to: 

 
 Encourage short - and long-range planning through the best possible 
budgeting procedures. 

 
 Explore all practical and legal sources of monetary income. 

 
 Guide the expenditure of funds to achieve the greatest educational returns. 

 
 Require maximum efficiency in accounting and reporting procedures. 

 
 Maintain, within budget limits, a level of per-student expenditure needed to 
provide high-quality education. 

 
Adopted: date of manual adoption 
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ANNUAL BUDGET 

 
The  Superintendent  is  directed  to  formulate  the  annual  budget,  considering  at  all 
times  that  resources  must  be  utilized  to  produce  the  most  positive  effect  on  the 
student's opportunity to gain an education. 

 
The  Superintendent  shall  be  responsible  for  reviewing  budgetary  requests, 
providing  guidelines  and  limitations,  and  presenting  the  proposed  budgets  and 
documentation necessary for Board study, review, and action. 

 
The  Governing  Board  shall  be  informed  if  the  proposed  budget  could  require  an 
increase in the primary property tax levy of the District over the preceding year's 
tax levy. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-905 

15-905.01 
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B U D G E T  P L A N N I N G ,  P R E P A R A T I O N ,  
AND SCHEDULES 

Each school year the Superintendent shall prepare and disseminate a budget 
preparation schedule to accomplish all required budgetary actions for the 
following school year. This schedule will, as a minimum, provide specific 
dates for the accomplishment of all state-mandated actions. 

Adopted: February 13, 2012 
LEGAL REF.: A.R.S. 15-481 

15-904 
15-824 
15-905 
15-905.01 
15-952 
15-991 

CROSS REF.: DBF — Budget Hearings and Reviews/Adoption Process 

 

D-0300         DBC 
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B U D G E T  P L A N N I N G ,  P R E P A R A T I O N ,  
AND SCHEDULES 

The business manager will prepare a schedule of budget deadlines for 
presentation to the Superintendent each year. This schedule will cover all 
actions necessary to prepare the budget for the following school year. 

The following items may be included in the recommended budget schedule: 

 Specific date for receipt of unit budgets from administrators. 

 Date for initial meeting on the budget with appropriate staff members  

 Date(s) for student membership and attendance reports. 

 Date(s) for estimates on the maintenance and operations and capital 
budgets. 

 Date for completion of employee compensation consideration(s). 

 Date for preparing financial projections for all categories and 
subcategories to be included in the proposed budget(s) for the ensuing 
fiscal year.  

 Date for determining if the proposed budget(s) is (are) in excess of the 
District's truth in taxation base limit [A.R.S. 15-905.01].  

 When the base limit will be exceeded a decision must be  
made whether to publish the truth in taxation notice  
separately or in combination with the proposed budget or 
budget summary.  

 Either publication procedure requires publication at least ten 
(10) days but not more than twenty (20) days prior to the 
truth in taxation hearing.  

 The truth in taxation hearing may be held in conjunction 
with the proposed budget hearing.  

 The Governing Board shall not later than July 5 and not less than ten 
(10) days before:  

 Publish or mail to each household in the District a copy of the 
proposed budget or a summary of the proposed budget for 
consideration of the residents or taxpayers of the District, 
and a notice of the public hearing and Board meeting.  
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REGULATION       REGULATION  

 Furnish to the Superintendent of Public Instruction and 
County School Superintendent, in electronic format, the 
proposed budget and summary of proposed budget for the  
budget year.  

 Submit to the Department of Education the proposed budget 
which shall prominently display this information about the 
School  Dis t r ic t  on the  websi te  mainta ined by the  
Department. If the School District maintains a website, the 
School District shall post a link to the website of the 
Department of Education where this information about the 
School District is posted.  

 The Governing Board shall not later than July 15 and not less than ten 
(10) days after posting or mailing the notice of the public hearing and 
Board meeting:  

 Conduct the public hearing and present the proposed budget to 
the persons attending the hearing, and  

 If a truth in taxation hearing is required it must be 
conducted prior to the budget hearing  

 Immediately following the public hearing the President shall  
call the Governing Board meeting to order for the purpose of 
adopting the budget.  

 Not later than July 18: 

 The adopted budget shall be filed by the Governing Board 
with the County School Superintendent (who shall  
immediately transmit a copy to the Board of Supervisors).  

 The adopted budget shall be submitted electronically to the 
Superintendent of Public Instruction.  

 The adopted budget shall be submitted to the Department of 
Education. The Department shall prominently display this  
information about the School District on the website  
maintained by the Department. If the School District  
maintains a website, the School District shall post a link to  
the website of the Department of Education where this  
information about the School District is posted.  
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 File with the Superintendent of Public Instruction within thirty (30) 
days from the action date:  

 The publisher's affidavit of publication confirming 
publication of the proposed budget, or 

 An affidavit affirming the proposed budget was mailed to 
each household in the School District, or  

 An affidavit noticing that the proposed budget was posted on 
the Department of Education website.  

Override Election:  

 Date(s) for override, if applicable.  

 Date for budget hearing on following year's budget.  

 At least ninety (90) days before a proposed override election (first 
[1st] Tuesday following the first [1st] Monday in November, order 
override election to present proposed override budget to electors.  
Must also prepare alternate budget without override increase in 
event voters reject the proposed override budget.  

 At least thirty-five (35) days before override election, mail or 
distribute to households where qualified electors reside the 
informational report prepared by County School Superintendent.  

 When a determination is made to cancel the override election, the 
request must be made to the County School Superintendent at 
least eighty (80) days before the override election date.  

Annual Financial Report: 

Not later than October 15 of each year the Governing Board shall:  

 Prepare and distribute the annual financial report for the prior fiscal 
year.  

 Electronically submit a copy of the financial report to the County School 
Superintendent. The report shall be approved by the County 
Superintendent in an electronic procedure prescribed by the 
Department of Education.  
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REGULATION       REGULATION 

 Electronically submit a copy of the financial report to the State 
Superintendent of Public Instruction  

 Submit a copy of the annual financial report for the prior fiscal year to the 
Department of Education. The Department shall prominently 
display this information about the School District on the website 
maintained by the Department. If the School District maintains a 
website, the School District shall post a link to the website of the 
Department of Education where this information about the School 
District is posted.  

Not later than November 15 of each year the Governing Board shall publish the 
annual financial report:  

 In a newspaper of general circulation within the School District, or  

 In the official newspaper of the county as defined in A.R.S. 11-255, or  

 By mailing a copy to each household in the District, or 

 By electronic transmission of the information to the Department of 
Education for posting on the Department's website, or 

 If the Board chooses this option the School District shall post a 
link on the District's website to the report on the Department's 
website.  

All forms and technical requirements for each respective form shall be as  
prescribed in A.R.S. 15-904.  
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BUDGET HEARINGS AND REVIEWS / 
ADOPTION PROCESS 

At least ten (10) days before and not later than July 5, the Governing Board  
shall publish notice of the public hearing and Board meeting to be held no  later 
than July 15 to present the proposed budget for consideration of the  residents 
or taxpayers of the District and shall submit the proposed budget to  the 
Department of Education. The Department shall prominently display the  
budget information on the website maintained by the Department. If the  
District maintains a website, the District shall post a link to the website of 
the Department of Education where this information about the District is  
posted.  

 
If a truth-in-taxation notice and hearing is required under A.R.S. 15-905.01, the 
Board may combine the budget notice and hearing with the truth-in-
taxation notice and hearing. 

The publishing of the proposed budget and notice of the hearing and meeting 
shall be in accordance with A.R.S. 15-905. If a truth-in-taxation notice and 
hearing is necessary, the notice shall be in accordance with A.R.S. 15-905.01. 
If the Board determines to combine the budget and truth-in-taxation 
hearings, publication of a combined notice must satisfy the requirements of 
both A.R.S. 15-905 and 15-905.01. 
 

Immediately following the public hearing the President shall call to order the 
Board meeting for the purpose of adopting the budget. A Board member may, 
without creating a conflict of interest, participate in adoption of a final 
budget even though the member may have substantial interest in specific 
items included in the budget. 

The Board shall adopt the budget and enter the budget as adopted in its 
minutes. 

Not later than July 18, the Governing Board shall submit the adopted budget  to 
the Department of Education. The Department shall prominently display the 
District budget information on the website maintained by the 
Department. If the District maintains a website, the District shall post a link 
to the website of the Department of Education where this information about the 
District is posted.  
 

Filing of the budget shall be according to state law. [See exhibit DBC-R] 
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If the Governing Board receives notification that one (1) or more of the 
District's categorical budgets are in excess of its authorized limit, the Board 
shall revise the affected budget(s) in accordance with A.R.S. 15-905. 

Adopted: February 13, 2012 

LEGAL REF.: A.R.S. 15-903  
15-905 
15-905.01 
15-911 
15-915 
15-948 

CROSS REF.:  DBC – Budget Planning, Preparation and Schedules     
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BUDGET IMPLEMENTATION 

 
In  order  to  determine  if  budgeted  expenditures  are  in  keeping  with  the  adopted 
budget, a monthly report of expenditures and revenues shall be presented to the 
Board. Variances within budget categories shall be a part of this report. 

 
Any over expenditure in a major subsection of the maintenance and operation 
budget shall require Board approval. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-905 
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BUDGET TRANSFERS 

 
Periodically  throughout  the  year,  the  budget  will  be  reconciled  to  the  actual 
expenditures of the District. 

 
The  Governing  Board  may  authorize  the  expenditure  of  monies  budgeted  within 
the maintenance and operation section of the budget for any subsection within the 
section in excess of amounts specified in the adopted budget only by action taken 
at  a  publ ic  meeting  of  the  Governing  Board  and  i f  the  expenditures  for  al l 
subsections of the section do not exceed the amount budgeted. 

 
The  Governing  Board  may  authorize  the  expenditure  of  monies  to  exceed  the 
budgeted  expenditures  of  the  capital  outlay  section  of  the  budget  only  by  action 
taken  at  a  public  meeting  of  the  Governing  Board  and  if  monies  are  available  in 
the reserve. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-905 
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FUNDING PROPOSALS, GRANTS, AND SPECIAL PROJECTS 

 

 
The Governing Board is to be kept informed of possible sources of state, federal, 
and  other  funds  for  the  support  of  the  schools  and/or  for  the  enhancement  of 
educational  opportunities.  The  Superintendent  is  to  apprise  the  Board  of  its 
eligibility  for  general  or  program  funds  and  to  make  recommendations  for  Board 
action. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-206 

15-207 
15-208 
15-209 
15-210 
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FUNDING SOURCES OUTSIDE THE SCHOOL SYSTEM 

 
The  District  may  submit  proposals  to  private  foundations  and  other  sources  of 
financial  aid  for  subsidizing  such  activities  as  innovative  projects,  feasibility 
studies,  long -range  planning,  research  and  development,  or  other  educational 
needs. 

 
All  grant  proposals  are  to  be  approved  by  the  Board.  The  Superintendent  shall 
establish  administrative  guidelines  for  the  processing  of  proposal  ideas  to  the 
Board for its approval. 

 
The Governing Board may receive, hold, and dispose of any gift, grant, or bequest 
of  property  or  equipment  in  accordance  with  state  law  and  the  intent  of  the 
instrument conferring title. 

 
The Governing Board may also accept gifts, grants, or devises of money. The 
disposition of unused funds from these sources shall be in accordance with law. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-341 

 

 
CROSS REF.: KCD - Public Gifts/Donations to Schools 
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REVENUES FROM INVESTMENTS 

 
The Board will annually consider and vote on a request to the County Supervisors 
to  authorize  investments  for  the  following  fiscal  year.  The  Superintendent  shall 
ensure that this question is placed on an agenda for a Board meeting in June of 
each year. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-1024 

15-1025 
A.G.O. 180-099 

182-090 
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REVENUES FROM SCHOOL-OWNED REAL ESTATE 

 
Revenues collected from rental of school-owned real estate shall be deposited in the 
Civic   Center fund. Monies from sale of school-owned   real   estate   shall   be 
deposited as allowable under state statutes. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-342 

15-1102 
15-1105 
15-1106 
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GATE RECEIPTS AND ADMISSIONS 

 
Admission  receipts  from  school  events  shall  be  adequately  controlled.  The 
Superintendent  is  responsible  for  the  proper  collection,  supervision,  disbursement, 
and/or remittance of these fees. 

 
Admission to school events for which an admission is charged ordinarily will be by 
purchased  ticket  or  special  pass  only.  Adequate  records  will  be  maintained  for 
accounting purposes. 

 
Adopted: date of manual adoption 

 
 
LEGAL REF.: A.R.S. 15-1121 to 15-1126 
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INCOME FROM SCHOOL SALES AND SERVICES 
 

 
Through certain career and technical student organization activities, students may 
provide goods and services at a charge to the public. These activities are designed 
for educational purposes, not to make a profit or to be competitive with business in the 
community. 

 
The charges for work performed and goods sold through these activities will be 
kept current with costs for the particular service or item offered for sale. 

 
Monies collected will be deposited and accounted for in accordance with the 
Uniform System of Financial Records. 

 
Adopted: November 13, 2008 

 
LEGAL REF.:  A.R.S. 15-1121 
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BANKING SERVICES 

 
The Board, by majority vote, shall designate one or more banks as depository for 
the safeguarding of school auxiliary and revolving funds. 

 
Each designated depository shall furnish proper security for such deposits in the 
amount designated by the Board and in accordance with law. 

 
Each designated depository shall be advised not to cash checks payable to the 
District but to deposit checks only to the District auxiliary accounts. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-341 

15-1126 
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AUTHORIZED SIGNATURES 

 
Authorized signatures for all checking accounts shall be approved by the Board. 

 
On accounts required by statute to have two signatures, the signatories shall be as 
specified by the statutes. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-321 

15-1122 
15-1126 
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CREDIT CARDS 

 
 
Use  of  Credit  Cards  

 
The Governing Board acknowledges that instances may occur when ready payment 
for  goods  or  services  is  in  the  District 's  best  interest.  Therefore,  the  Board 
authorizes  the  Superintendent  to  secure  and  assign  controlled-limit  credit  cards  to 
designated  personnel.  District-assigned  credit  cards  may  not  be  used  for  personal 
expenditures. 

 
The use of credit cards is to be closely monitored and payment of statements for 
authorized  purchases  are  to  be  made  as  promptly  as  possible  to  avoid  fees  and 
charges for the use of such cards. 

 
The  Superintendent  is  directed  to  develop  regulations  for  t he  use  of  District - 
assigned credit cards. Such regulations are subject to Board review and approval. 

 
The Board reserves the right to revise or rescind this policy at its sole discretion. 

 
Definition of Credit Card 

 
 
The  District  defines  "credit  card"  as  a  form of payment in lieu of cash, purchase 
order,  or  check.  The  credit  card  must  bear  the  applicable  Visa,  Master  Card, 
Discover, American Express or petroleum company logo. 

 
Adopted: June 28, 2007 

 
LEGAL REF.: A.R.S. 15-342 

38-621 
38-622 
38-623 
38-624 
38-625 

Uniform System of Financial Records 
 
CROSS REF.: DKC - Expense Authorization/Reimbursement 
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REGULATION  REGULATION 

CREDIT CARDS 
 
Purposes 

 
The issuance and use of a credit card is to provide an alternative purchasing 
mechanism when traditional payment/procurement methods are not feasible. 

 
A  credit  card  may  be  used  to  facilitate  the  payment  of  travel  expenses  such  as 
hotels, meals and registrations for training and education while conducting District 
business, including fuel for District-owned vehicles. 

 

 
Authorized Card Holders 

 
Persons designated as authorized credit card holders must agree to abide by the 
procedures described in this regulation. 

 
The  holders  will  be  held  liable  for  any  unauthorized  use  of  a  District-assigned 
credit  card,  which  may  result  in  disciplinary  action  up  to  and  including  the  loss  of 
employment and other actions provided by law. 

 
Except  for  business  department  personnel  performing  authorized  office  duties,  no 
person  other  than  a  designated  holder  is  to  have  access  to  or  use  of  a  District- 
assigned credit card. 

 
 
Scope 

 
The credit card is to be used only when the items and/or services to be purchased 
are for the official use of the District. No personal use of a credit card is allowed. 

 
District-assigned credit cards may be used only when one (1) of the following 
conditions exists: 

 
 When a vendor will not accept a purchase order or offer billing terms. 

 
 When  the  purchase  must  be  made  during  an  "emergency."  For  the 
purpose of this regulation,  emergency  means payment for a purchase must be 
made  before  the  next  accounts  payable  check  run.  A  memo  bearing  the 
Superintendent's  signature  of  approval  must  be  presented  explaining  the 
circumstances and nature of the emergency. 

 
 When a revolving fund check cannot be used. 
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Credit Card Purchasing 
 
Limitations 

 
The following are District-established credit card purchasing limitations: 

 
 A single purchase may not exceed a maximum of two thousand dollars 
($2,000). 

 
 Cumulative purchases by a card holder may not exceed five thousand 
dollars ($5,000) during a statement month. 

 
A purchase made using a District-assigned credit card may not violate any District 
purchasing  policy  or  regulation.  All  purchases  must  be  appropriate  and  in  the  best 
interest  of  the  District.  Violation  may  result  in  termination  of  the  employee' s 
credit card privileges. 

 

 
Credit Card Transaction 
Requirements for Physical, 
Verbal,  and  Internet  Orders  

 
When a District-assigned credit card is required for a physical, verbal or internet 
purchase, the following steps must be taken: 

 
 Prior  to  use  of  the  credit  card,  the  card  holder  is  to  submit  a  purchase 
order  requisition  form  to  the  District  business  office  accompanied  by  the 
following: 

 
 A detailed description of the items and/or services to be purchased 
using the credit card. 

 
 The date the purchase will be made. 

 
 The  actual  amount  of  the  purchase.  If  the  actual  amount  is  not 
known  an  estimate  may  be  stated,  but  the  amount  of  the  purchase  cannot 
exceed the stated amount. 

 
Proper account coding information. 

 
Signatures of the requester and the approving authority. 

 
The  holder  must  verify  that  a  purchase  order  has  been  created  and 

approved before a credit card transaction occurs. 
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 When  a  credit  card  is  used  the  card  holder  must  promptly  submit  all 
receipts  and  other  re lated  documentat ion  to  the  business  of f ice.  The 
documentation should clearly indicate the employee making the purchase and 
the specific school purpose for the expenditure. Receipts for fuel or vehicle 
repairs are to include the vehicle license number. 

 
Credit  card  statements  must  be  addressed  directly  to  the  business  office  and  not 
to  the  card  holder.  All  purchase  transaction  receipts  must  be  reconciled  to  the 
monthly  credit  card  statements  prior  to  entry  on  an  expense  voucher.  As  credit 
card companies may charge fees and interest, payments must be made in a timely 
manner to avoid finance charges. 

 
Use of a Credit  
Card  for  Travel  

 
Reservat ions  must  be  made  through  the  purchasing  of f ice.  A  completed 
professional leave form must be submitted along with the necessary information. 
The business office will provide the credit card information to the selected vendor. 
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EXHIBIT EXHIBIT 

 

C  R  E  D  I  T C  A  R  D  S   
 

 
DISTRICT-ASSIGNED CREDIT CARD HOLDER AGREEMENT 

 
 
By  my  signature  I  hereby  acknowledge  that  I  have  read  and  understand 
the  East  Valley  Institute  of  Technology's  credit  card  policy  and  regulations. 
Furthermore,  I  affirm  that  I  wil l  not  use  the  credit  card  for  personal  reasons.  
I  understand  that  a  violation  of  this  agreement  may  result  in  discipl inary 
action  up  to  and  including  termination, and possible legal action. 

 
 
 
 
 
 
 
 
 
 
Signature Position 

 
 
 
 
 
 
 
 
 
 
 
Printed Name Date Signed 
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BONDED EMPLOYEES AND OFFICERS 

 
The  Governing  Board  requires  bonding  of  student  activities  treasurers  and  other 
school employees to cover fidelity and loss of money. The amount of bond will be 
prescribed by the Board, except that no revolving fund shall be established unless 
the  designated  custodian  is  bonded  for  an  amount  equal  to  twice  the  amount  of 
the  fund.  In  determining  the  amount  and  type  of  other  bonds,  the  Board  will 
consider  the  amount  of  money  in  accounts  during  the  period  of  time  covered  by 
the bond. The cost of bonding shall be paid by the District. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-1101 

15-1122 
15-1126 
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FISCAL ACCOUNTING AND REPORTING 

 
The Superintendent shall be ultimately responsible for receiving and properly 
accounting for all funds of the District. 

 
The Uniform System  of  Financial  Records  developed  by  the  State  Department  of 
Education  and  the  Auditor  General's  Office  shall  be  used  to  provide  for  the 
appropriate separation of accounts and funds. 

 
The Superintendent shall provide to the Board periodic financial reports showing 
the financial condition of the District. 

 
The Superintendent shall also be responsible for student accounting and shall 
report enrollment and attendance as required by the state. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-271 

15-272 
15-901 
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ACCOUNTING SYSTEM 

 
Records of all phases of the business operation shall be kept in strict accordance 
with  the  Uniform  System  of  Financial  Records,  other  applicable  laws,  and  the 
policies of the Board. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-271 

15-272 
 
 
CROSS REF.: DIC - Financial Reports and Statements 
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TYPES OF FUNDS / REVOLVING FUNDS 

 

 
General Purpose Revolving Fund 

 

 
A  general  purpose  revolving  fund  shall  be  established,  pursuant  to  A.R.S. 15-1101, 
at  a  local  bank  in  the  account  name  of  the  East  Valley  Institute  of  Technology 
School  District  No.  401.  Drafts  drawn  on  the  account  shall  be  signed  by  the 
employee  in  charge  of  the  fund  or  other  designated  person.  The  fund  shall  be 
managed in the manner prescribed by the U.S.F.R. 

 
No  revolving  fund  may  be  established  unless  the  designated  employee  in  charge  is 
bonded  for  an  amount  equal  to  twice  the  amount  of  the  fund.  The  cost  of  the 
bond shall be a proper charge against the District. 

 

 
Auxiliary Operations Fund 

 
The  auxiliary  operations  fund  shall  consist  of  monies  raised  with  the  approval  of 
the Board in pursuance of and in connection with all activities of career and technical 
programs. 

 
Fund monies shall be accounted for in accordance with the requirements of the 
U.S.F.R. 

 
After  authorization  by  the  Board,  fund  monies  shall  be  deposited  in  a  bank  account 
designated  as  the  auxiliary  operations  fund.  Disbursements  from  the  fund  shall  be 
authorized by the Board. 

 
Disbursements  shall  be  made  by  check  signed  by  two  employees  of  the  District 
designated  by  the  Board.  Persons  authorized  by  the  Board  to  sign  checks  shall  be 
bonded, and the cost shall be charged against the fund. 

 
Auxiliary operations fund monies may be invested and reinvested by the Board. 
All monies earned by investment shall be credited to the auxiliary operations fund. 

 
Adopted:  November 13, 2008 

 
LEGAL REF.: A.R.S. 15-1101 

15-1125 
15-1126 

 
CROSS REF.:  JJF - Student Activities Funds 
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F I N A N C I A L  R E P O R T S  
AND STATEMENTS 

On or before October 15 of each year, the Superintendent shall present to 
the Board the annual financial report for the previous fiscal year and the 
Governing Board shall submit the annual financial report for the  previous 
fiscal year to the Department of Education, which shall prominently display this 
information about the District on the website maintained by the Department.  

 

The District annual financial report shall be published by November 15 
either in a newspaper of general circulation within the District, by electronic 
submission to the Department of Education for publication on its web site, in 
the official newspaper of the county, or by mailing to each household in the 
School District. If published electronically as indicated above, a link shall be 
posted on the School District web site to the state department's web site. 

 

The Superintendent shall also ensure that a report of expenditures of public 
funds and student activity funds is provided to the Board on a monthly basis. 

Adopted: February 13, 2012 

LEGAL REF.: A.R.S. 15-271 
15-302 
15-904 
15-919.06 
15-977 
15-991  
 

LEGAL REF.: DBC-R — Budget Planning, Preparation and Schedules    
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I N V E N T O R I E S  

 
The  Superintendent  shall  establish  a  program  to  implement  District  inventory 
procedures,  which  shall  include  inventory  of  land,  buildings,  and  equipment  as 
required in the U.S.F.R. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: Uniform System of Financial Records 
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REGULATION  REGULATION 

INVENTORIES 
The  business  manager  has  responsibi l i ty  to  assist  the  Superintendent  in  
developing  procedures  for  maintaining  District  inventories.  A  copy  of  the  complete 
inventory  shall  be  on  file  in  the  office  of  the  business  manager.  A  fixed-inventory 
system  of  all  capital  furniture  and  equipment  items  that  exceed  $1,000  in  value 
shall  be  tagged  and  marked.  A  comprehensive  physical  inventory  of  all  District 
property shall be conducted every three years. 

 
Facility  administrators  shall  implement  the  procedures,  providing  reports  as 
requested on the contents of their buildings. 

 
Facility  administrators  shall  require  any  employee  who  removes  an  item  from  one 
school for use in another to have a written request for such removal signed by the 
business manager. 

 
Each administrative unit shall assist in completing an annual inventory of all 
capital furniture and equipment, library media, and textbooks at its location. 

 
Supply records shall be kept, which will show: 

 
 The name of the individual receiving the supplies. 

 
 The date received. 

 
 The disposition of the supplies. 

 
A perpetual inventory shall be maintained for all supplies warehoused by the 
District. 
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AUDITS / FINANCIAL MONITORING 

 
The  Governing  Board  directs  the  Superintendent  to  implement  procedures  that 
assure  District  compliance  with  all  state  and  federal  requirements  for  financial 
monitoring  and  audits.  Contingent  upon  prescribed  qualifying  criteria,  such 
requirements  may  include,  but  are  not  limited  to,  procedural  reviews  by  the  Office 
of the Auditor General and the federal Single Audit Act Amendments of 1996. 

 
The  procurement  of  the  necessary  services  shall  be  consistent  with  the  District's 
policy  on  biddi ng  and  purchasing  procedures.  Any  allocation  of  costs  for  the 
services  shall  conform  to  the  requirements  of  the  Uniform  System  of  Financial 
Records (U.S.F.R.). 

 
A final report of each separate fiscal management review shall be presented to the 
Board  for  examination  and  discussion.  After  a  report  has  been  presented  to  the 
Board,  it  will  become  a  matter  of  public  record,  and  its  distribution  will  not  be 
limited.  Copies  of  a  final  report  shall  be  filed  with  appropriate  state  and  other 
authorities. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-914 

41-1279.04 
41-1279.05 
41-1279.07 
41-1279.21 
41-1279.22 

A.A.C. R7-2-902 
U.S.F.R.: Audit Requirements 
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REGULATION  REGULATION 

AUDITS / FINANCIAL MONITORING 
 

Each  program,  instructional  unit,  and  department  shall  prepare  and  maintain  such 
financial  records  as  are  directed  by  the  Superintendent.  The  documents  shall  be 
accurate  and  of  essential  suffici ency  to  enable  the  District  to  comply  with  all 
requirements for financial monitoring and audits, both internal and external. 

 
In  addition  to  special  reviews  that  may  be  conducted  as  necessary,  the  District  will 
comply  wi th  the  fo l lowing  min imum  requi rements  to  demonstrate  proper 
management of and accountability for its fiscal resources: 

 
 Whenever  the  District's  expenditure  of  federal  financial  assistance  is  less 
than  three  hundred  thousand  dollars  ($300,000)  during  a  fiscal  year,  the 
District  shall  be  subject  to  a  procedural  review  conducted  by  the  Office  of  the 
Auditor General at times determined by the Auditor General 

 
 Whenever  the  District's  expenditure  of  federal  financial  assistance  is  three 
hundred  thousand  dollars  ($300,000)  or  more  during  a  fiscal  year,  the  District 
shall  contract  with  an  approved  independent  auditor  to  conduct  an  annual 
financial  audit.  The  audit  shall  be  performed  in  accordance  with  generally 
accepted  auditing  standards  in  compliance  with  the  requirements  of  the  federal 
Single  Audit  Act  Amendments  of  1996  and  any  implementing  regulations  of  the 
Office of Management and Budget (OMB). 

 
The Superintendent shall be promptly informed of any material deficiency that is 
discovered during a monitoring or auditing process. 
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PURCHASING 

 

 
(Purchasing Ethics Policy) 

 
 
 
The District's Governing Board members and employees shall not use their offices 
or  positions  to  receive  any  valuable  things  or  benefits  that  would  not  ordinarily 
accrue  to  them  in  the  performance  of  duties  if  the  things  or  benefits  are  of  such 
value  or  character  as  to  manifest  a  substantial  and  improper  influence  upon  the 
performance of their duties. 

 
This  policy  should  not  be  construed  to  prohibit  District  Governing  Board  members 
and  employees  from  accepting  inexpensive  novelty  advertising  items  and  holiday 
gifts or occasional business lunches. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-213 

15-323 
38-503 
38-504 
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BIDDING / PURCHASING PROCEDURES 

 
Refer to DJE. 
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BIDDING / PURCHASING PROCEDURES 
 

All purchases and purchasing activities, including competitive bidding and the resolution 

of bid protests, will be conducted in accordance with the School District Procurement 

Code and guidelines established by the Auditor General. 

 

The Superintendent shall be responsible for all purchasing, contracting, 

competitive bidding, and receiving and processing of all bid protests, in 

accordance with the Arizona school district procurement rules, including 

A.A.C. R7-2-1141 et seq. A contract shall not be awarded to an entity that 

does not verify employment eligibility of each employee through the E -verify 

program in compliance with A.R.S. 23-214 subsection A. Each contract shall 

contain the warranties required by A.R.S. 41-4401 relative to the E-verify 

requirements. 

 

The Superintendent shall prepare regulations to assure the District conforms 

to proper procedures and practices. 

 

Purchases Not Requiring Bidding 
 

The District is not required to engage in competitive bidding in order to place a 

student in a private school that provides special education services if such 

placement is prescribed in the student's individualized education program 

and the private school has been approved by the Department of Education 

Division of Special Education pursuant to A.R.S. 15-765. The placement is 

not subject to rules adopted by the State Board of Education before November 

24, 2009 pursuant to A.R.S. 15-213. 
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The District may, without competitive bidding, purchase or contract for any 

products, materials and services directly from Arizona Industries for the 

Blind, certified nonprofit agencies that serve individuals with disabilities and 

Arizona Correctional Industries if the delivery and quality of the goods, 

materials or services meet the District's reasonable requirements. 

 

Intergovernmental agreements and contracts between school districts or 

between the District and other governing bodies as provided in A.R.S. 11-952 

are exempt from competitive bidding under the procurement rules adopted by 

the State Board of Education pursuant to A.R.S. 15-213. 

 

The District is not required to engage in competitive bidding to make a 

decision to participate in insurance programs authorized by A.R.S. 15-382. 

 

The District is not required to obtain bid security for the construction manager at- 

risk method of project delivery. 

 

Unless otherwise provided by law, contracts for materials or services and 

contracts for job-order-contracting construction services may be entered into if 

the duration of the contract and the conditions of renewal or extension, if 

any, are included in the invitation for bids or the request for proposals and if 

monies are available for the first fiscal period at the time the contract is 

executed. The duration of contracts for materials or services and contracts 

for job-order-contracting construction services shall be limited to no more than 

five (5) years unless the Board determines that a contract of longer 

duration would be advantageous to the District. Once determined, the 

decision should be memorialized in meeting minutes and in the contract/bid 

file. Payment and performance obligations for succeeding fiscal periods are 

subject to the availability and appropriation of monies. 

 

Online Bidding 
Until such time as the State Board of Education adopts rules for the 

procurement of goods and information services by school districts and charter 

schools using electronic, online bidding, the District may procure goods and 

information services pursuant to A.R.S. 41-2671 through 2673 using the rules 

adopted by the Department of Administration in implementing 41-2671 

through 2673. 

 

Purchases Requiring Bidding 

Sealed bids and proposals shall be requested for transactions to purchase 

construction, materials, or services costing at or above the threshold designated by the 

Competitive Bidding Threshold established by the State Board of Education.  

“Competitive Bidding Threshold” means the minimum amount specified in A.R.S. §15-

213, as adjusted by the State Board of Education. All transactions must comply with the 

requirements of the Arizona Administrative Code and the Uniform System of Financial 

Records. 
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Registered Sex Offender Prohibition 

 
All purchase orders, agreements to purchase, and contracts for services to be 

provided by personnel other than District employees must include the 

following statement on the document: 

 

Registered Sex Offender Prohibition 

 

All purchase orders, agreements to purchase, and contracts for services to be 

provided by personnel other than District employees must include the 

following statement on the document: 

Registered Sex Offender Restriction. Pursuant to this order, the 

named vendor agrees by acceptance of this order that no employee of the 

vendor or a subcontractor of the vendor, who has been adjudicated to be a 

registered sex offender, will perform work on District premises or 

equipment at any time when District students are, or are reasonably 

expected to be, present. The vendor further agrees by acceptance of this 

order that a violation of this condition shall be considered a material 

breach and may result in a cancellation of the order at the District's 

discretion. 

 

Required Scrutinized Business 

Operations Clause 

 

All contracts for District pm-chase of goods or services shall include a clause 

requiring the contractor offering the goods or services to certify that the 

contractor does not have scrutinized business services in Sudan nor in Iran. 

 

The District through the Superintendent shall: 

• Verify that the offeror does not appear on the most recent list prepared by 

the Arizona Central Procurement Officer of parties excluded from 

Arizona contracts. 

• Notify the State Central Procurement Officer of any contractor the 

District suspects has submitted a false certification. 
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Adopted: October 14, 2013 

LEGAL REF.: A.R.S. 11-952 2 3-214 

15-213  34-101 et seq. 

15-213.01  35-391 et seq. 

15-213.02  35-393 et seq. 

15-239  38-503 

15-323  38-511 

15-342  39-121 

15-382  41-2632 

15-765  41-2636 

15-910.02  41-4401 

A.G.O. 183-136 

 187-035 

 106-002 

A.A.C. R7-2-1001 et seq. 

USFR VT-G-8 et seq. 

CROSS REF.:  BCB - Board Member Conflict of Interest 

 DJG - Vendor/Contractor Relations 

 GBEAA - Staff Conflict of Interest 

 JLIF - Sex Offender Notification 
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BIDDING / PURCHASING PROCEDURES 

All District purchases shall be in accordance with the relevant sections of the 
Arizona Revised Statues (including, but not limited to 15-213, 15-323, and 38-
503), the Arizona school district procurement rules set out in A.A.C. R7-2-1001 
through 1195, and with the following. 

Requesting Quotations 

Requests for price quotations are to include adequate details and be issued 
with sufficient lead time to enable vendors to effectively respond. When a 
contract is to be awarded on the basis of price and additional factors those 
factors are to be included in the request for quotations. Such factors should 
include, but are not limited to, the following: 

 Submittal requirements including – 

 Date and time due; 

 Type and manner by which quotations may be received (e.g., 
telephone, written, fax, e-mail, prepared form); 

 Physical or digital address to which quotations are to be delivered. 

 Specific information the quotation must include. 

 Whether or not negotiations may be held. 

 Options that may be made pursuant to a purchase contract, i.e., 
extensions and renewals. 

 Contracts for job-order-contracting services shall be limited to no more  
than five (5) years unless the Board determines that a contract of 
longer duration would be advantageous to the District and has provided  
for such duration as a part of bid documents and conditions of renewal  
or extension within contract language Such determination should be  
memorialized in writing and kept in the meeting minutes and contract/  
bid file.  

 Uniform terms and conditions included in the request by text or 
reference. 

 Such additional terms, conditions, and instructions as are applicable to 
the purchase under consideration. 

All requests for written quotations shall be at the direction of the 
Superintendent or a person designated by the Superintendent.  
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REGULATION    REGULATION 

When a vendor is selected on the basis of factors other than lowest price, the 
reasons shall be documented and filed with the price quotations. 
Documentation of the quotations process and details including vendor names, 
persons contacted, telephone numbers and identification of other 
communication procedures, price results, and determinations are to be 
documented and retained by the District in a procurement file that includes 
the pertinent requisition form and purchase order. 

A written contract or purchase order must be approved prior to a purchase 
being made. 

Cumulative and Like 
Item Purchases 

An analysis shall be performed annually to determine the extent of the 
District need to purchase like items. Prior year purchases and applicable 
demographic, program, and planning data are to be utilized for projecting 
quantity and cost of like items to fulfill the anticipated need. The outcomes 
of calculating the projected quantity and cost factors to acquire like items 
shall inform the determinations as to the appropriate procurement processes 
to be applied. The proper competitive purchasing strategies must be applied 
to assure District compliance with the procurement laws and rules. 
Splitting of orders or other purchasing practices devised to circumvent 
allowable procurement practices are prohibited. The cumulative costs of 
purchasing like items by any and all means of acquisition are to be tracked to 
assure that no purchases are permitted that will result in violation of 
Governing Board policies and lawful procurement practices. 
Multiple Year Purchases Totaling 
Less Than Fifty Thousand Dollars 

The District may enter into contracts of less than fifty thousand dollars 
($50,000) for a period up to five (5) years, as follows: 

 When the terms and conditions of renewal or extension are included in 
the solicitation for bids; 

 When monies are available for the first fiscal year at the time of 
contracting; 

 When the competitive purchasing method is appropriate to the 
projected cumulative cost over the term of the multiple year contract. 
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Multiple Year Purchases Totaling 
More Than Fifty Thousand Dollars 

The District may enter into contracts for more than fifty thousand dollars 
($50,000) for a period up to five (5) years, as follows: 

 The Governing Board has determined in writing that: 

 The estimated requirements cover the contract period and are 
reasonable and continuing; 

 A multi-term contract will serve the District's best interest by 
encouraging competition or promoting economies in procurement; 

 If monies are not appropriated or available in future years the 
contract will be cancelled. 

If multiple-year quotations are used, the District shall: 

 Document the time period that the pricing is valid; 

 Determine the vendor will honor the pricing for the multi-year period; 

 Written affirmation with the vendor that, although it is the District's 
intent to purchase certain quantities, all purchases are subject to the 
availability of funds. 

Multiple Awards to More 
Than One Contractor 

Generally, the District should not use multiple awards allowing more than 
one (1) vendor to supply the same goods or service. However, there are 
instances in which the District may make multiple awards. If that instance 
arises, the request for proposals or invitation for bids should clearly state 
whether multiple awards may be used so bidders can consider that 
information when pricing their proposals or bids. 

A multiple award to more than one (1) vendor should be made only when the 
District has determined and documented in writing that a single award is not 
advantageous to the District. The award should also be limited to the least 
number of suppliers necessary to meet the District's requirements. 
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Bidding Methods 
 

Sealed bids or proposals will be requested when an award is to be made for a 
transaction to purchase construction, materials, or services costing more than 
fifty thousand dollars ($50,000). The Superintendent must review the 
expenditure and make a recommendation to the Board for final action. The 
Board reserves the right to waive any informality in, or reject, any or all bids or 
any part of any bid. Any bid may be withdrawn prior to the scheduled time for 
the opening of bids. 
 

The bidder to whom the award is made may be required to enter into a written 
contract with the District.  
 

Pursuant to the procurement code, contracts can be let for a period not to exceed 
five (5) years. 

Definitions 
 

The definition of a term used in this regulation shall be interpreted as being 
synonymous with the definition of that term listed at R7-2-1001. 

Prospective Bidders' Lists 
 

The District shall compile and maintain a prospective bidders' list. Inclusion of 
the name of a person shall not indicate whether the person is responsible 
concerning a particular procurement or otherwise capable of successfully 
performing a District contract. 
 

Persons desiring to be included on the prospective bidders' list shall notify the 
District. Upon notification, the District shall mail or otherwise provide the 
person with the District procedures for inclusion on the bidders' list. Within 
thirty (30) days after receiving the required information, the District shall add 
the person to the prospective bidders' list unless the District makes a 
determination that inclusion is not advantageous to the District. 
 

Persons who fail to respond to invitations for bids for two (2) consecutive 
procurements of similar items may be removed from the applicable bidders' list 
after mailing a notice to the person. This notice shall not be required if the two 
(2) invitations for bids which were not responded to both contained the notice 
that bidders' names may be removed from the bidders' list if they fail to respond 
to invitations for bids for two (2) consecutive procurements of similar items. 
Persons may be reinstated upon request. 
 
Prospective bidders lists shall be available for public inspection, unless the District 
makes a written determination that it is in the best interest of the District that they 
should be confidential or private and should not be open for inspection pursuant to 
A.R.S. 39-121. 
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Competitive Sealed Bidding 
 

If the intended procurement is for construction to cost less than one hundred 
fifty thousand dollars ($150,000), the rules established for the simplified 
school construction procurement program described at R7-2-1033 may be 
followed. In all other cases, adequate public notice of the invitation for bids 
shall be given as provided in R7-2-1022 or as provided in R7-2-1024, which are 
outlined below, and shall indicate that any bid protest shall be filed with the 
District representative, who shall be named therein. 
 
If notice is given pursuant to R7-2-1024, notice also may be given as provided in 
R7-2-1022. If fewer than five (5) prospective bidders are included on the 
bidders list, the notice must also be given as provided in R7-2-1022. When 
the invitation for bids is for the procurement of services other than those 
described in R7-2-1061 through R7-2-1068 and R7-2-1117 through R7-2-1123, 
Specified Professional Services, notice also shall be given as provided in 
R7-2-1022. 

R7-2-1022: 
In the event there are four (4) or less prospective bidders on the bidders' list, the 
notice shall include publication in the official newspaper of the county within 
which the school district is located for two (2) publications which are not 
less than six (6) nor more than ten (10) days apart. The second 
publication shall not be less than two (2) weeks before bid opening. The 
time of publication may be altered if deemed necessary pursuant to R7-2-
1024.A. 
 

R7-2-1024: 
 

Invitation for bids shall be issued at least fourteen (14) days before the time 
and date set for bid opening in the invitation for bids unless a shorter time is 
deemed necessary for a particular procurement as determined by the school 
district. 
The school district shall mail or otherwise furnish invitation for bids or notices 
of the availability of invitation for bids to all prospective bidders registered with 
the school district for the specific material, service or construction being bid. 
 
The time and date at which a bid is called due shall be during regular working 
hours at a regular place of school business or during a public meeting of the 
Governing Board at its regular meeting place. 
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Invitations to bid will be sent to all vendors who have requested to bid or who 
have applied to be placed on a bid list appropriate to the items being sought. 
 

A bid call relating to "construction projects" must describe the nature of the 
work to be performed and where complete plans, if necessary, may be obtained. 
Deposits may be required for plans and specifications in good order. A certified 
check, cashier's check, or surety bond for ten percent (10%) of the bid must 
accompany each bid, but will be returned to unsuccessful bidders. The 
successful bidder must present performance and payment bonds for one 
hundred percent (100%) of the bid within five (5) working days after 
notification of the award. 
 

Each sealed bid must be submitted in a sealed envelope, addressed to the 
District, clearly marked on the outside of the envelope, "Sealed Bid for 
________________  ." The bids shall be opened publicly and read aloud at the 
time and place stated in the invitation. Awards shall be made with reasonable 
promptness to the lowest responsible, qualified vendor, taking into 
consideration all factors set forth in policy. Price shall not be the sole factor in 
making the bid award. When out-of-state bidders are not to pay sales/use tax, 
the amount of such tax shall not be a consideration in determining the low 
bidder. All proposed contracts for outside professional services in excess of the 
amount calculated by the State Board of Education and made applicable for the 
year in which the transaction will occur, may be reviewed by the attorney for 
the District prior to entering into the contract. The policies relating to outside 
professional services apply only to services required by law to be placed on bid, 
and even those policies may be set aside if a state of emergency is declared. If a 
state of emergency is declared, a memorandum will be issued justifying such a 
declaration, which will be filed in the District's records. 
 
The use of bidding, contracting, or purchasing specifications that are in any 
way proprietary to one (1) supplier, distributor, or manufacturer is prohibited 
unless no other resource is practical for the protection of the public interest. 
 
The Board reserves the right to reject any or all bids and to accept the bid that 
appears to be in the best interest of the District. The Board reserves the right to 
waive informalities in any bid or to reject any bid, all bids, or any part of any 
bid. Any bids may be withdrawn prior to the scheduled time for the opening of 
the bids. Any bids received after the opening begins shall not be accepted. 
Opening of bids shall not be delayed to accommodate late bid 
responses.Submitted bids shall be honored for at least thirty (30) days or as 
otherwise stated in the invitation. All information relating to a bid shall be 
retained and made available for public inspection after the bids are awarded, 
and prospective bidders shall be notified of this in the invitation or 
specifications relating to the bid call. 

E.V.I.T. SCHOOL DISTRICT NO. 401 Page 6 of 11 
 

D-2761         DJE-R 



 
 

 
D-2761              DJE-R 

REGULATION             REGULATION 

Multistep Sealed Bidding 

The multistep sealed bidding method may be used if the Governing Board 
determines that: 

 Available specifications or purchase descriptions are not sufficiently 
complete to permit full competition without technical evaluations and 
discussions to ensure mutual understanding between each bidder and 
the District; 

 Definite criteria exist for evaluation of technical offers; 

 More than one (1) technically qualified source is expected to be 
available; and 

 A fixed-price contract will be used. 

The District may hold a conference with bidders before submission or at any 
time during the evaluation of the unpriced technical offers. 

The multistep sealed bidding method may not be used for construction 
contracts. 
 

When the multistep sealed bidding method is determined to be advantageous to 
the District, the procedures set out in R7-2-1036 and 1037 shall be followed. 
 
Competitive Sealed Proposals 
 
If, pursuant to R7-2-1041, the Governing Board determines in writing that the 
use of competitive sealed bidding is either not practicable or not advantageous 
to the District, a contract may be entered into by competitive sealed proposals. 
The Governing Board may make a class determination that it is either not 
practicable or not advantageous to the District to procure specified types of 
materials or services by competitive sealed bidding. The competitive sealed 
proposal method may not be used for construction contracts. The Governing 
Board may modify or revoke a class determination at any time. 
 
If competitive sealed bidding is neither practicable or advantageous, 
competitive sealed proposals may be used if it is necessary to: 
 

 Use a contract other than a fixed-price type; 
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 Conduct oral or written discussions with offerors concerning technical 
and price aspects of their proposals; 

 Afford offerors an opportunity to revise their proposals; 

 Compare the different price, quality, and contractual factors of the 
proposals submitted; or 

 Award a contract in which price is not the determining factor. 

Procedures to be applied subsequent to the issuance of an invitation for bids are 
to be consistent with the requirements set out in R7-2-1025 through 1032. 

Competitive sealed proposals shall be solicited through a request for 
proposals. The request for proposals shall set forth those factors listed above for 
competitive sealed bids that are applicable and shall also state: 

 The type of services required and a description of the work involved; 

 The type of contract to be used; 

 An estimate of the duration the service will be required; 

 That cost or pricing data is required; 

 That offerors may designate as proprietary portions of the proposals; 

 That discussions may be conducted with offerors who submit proposals 
determined to be reasonably susceptible of being selected for award; 

 The minimum information that the proposal shall contain; 

 The closing date and time of receipt of proposals; and 

 The relative importance of price and other evaluation factors. 

Procurement of information systems and telecommunications systems shall 
include, as criteria in the request for proposal, evaluation factors of the total life 
cycle cost and application benefits of the information systems or 
telecommunication systems. 

Procurement of earth-moving, material-handling, road maintenance and 
construction equipment shall include, as criteria in the request for proposal, 
evaluation factors of the total life cycle cost including residual value of the 
earth-moving, material-handling, road maintenance and construction 
equipment. 
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A request for proposals shall be issued at least fourteen (14) days before the 
closing date and time for receipt of proposals unless a shorter time is 
determined necessary by the District. 

Notice of the request for proposals shall be issued in accordance with 
R7-2-1022. 

Before submission of initial proposals, amendments to requests for proposals 
shall be made in accordance with R7-2-1026. After submission of proposals, 
amendments may be made in accordance with R7-2-1036(C). 
 

Specified Professional Services and Construction Services 

When the procurement of construction services or services to be provided by 
certain professionals are under consideration, designated District personnel 
shall become fully familiar with and informed on the requirements 
established in Arizona Revised Statutes Title 34. The assigned District 
personnel are to seek assistance from qualified consultants, attorneys, and 
bond counsel as is necessary and applicable to the projects being considered, 
including but not limited to determinations of the training, qualifications, 
experience, fitness, licensure, prior performance, and bonding of potential 
providers. Procurement activities, including securing the services of persons 
to assist District personnel as referenced above shall be in accordance with 
all relevant requirements prescribed by federal and state law and the rules of 
federal, state, county, and municipal agencies for the acquisition, 
performance and reporting of the services being sought and acquired. 
 

Procurement of Services by Certain Other Classes of Providers 

The purchase of services to be provided by clergy, certified public 
accountants, physicians, dentists, and legal counsel shall be as specified in R7-
2-1061 through R7-2-1068. The procurement of services by an architect, 
engineer, land surveyor, assayer, geologist, or landscape architect is to be 
accomplished in compliance with R7-2-1117 and 1118. Procurement 
procedures related to purchasing services from the professional providers are to 
conform to R7-2-1119 through 1122. 

Contract Requirements 

Care is to be exercised to assure the District's procurement practices conform 
to the general contract requirements set out at R7-2-1068 through 1086 and 
the accompanying conditions described in R7-2-1091 through 1093. 
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Preparation of Specifications 

Specifications for goods, services, and construction items are to be prepared in 
the manner prescribed by rules R7-2-1101 through 1105. 

Construction Procurement Procedures 

Preparation for inviting bids for construction and the steps to be followed in the 
construction procurement process shall be guided by and consistent with R7-2-
1109 through 1116. 

Emergency Purchases 
An exception to the above procedures for price competition may be made in the 
event of an emergency involving the health, safety, or welfare of school 
personnel  o r  s tudents .  In  such  an  emergency ,  dec la red  by  the  
Superintendent, emergency purchase action may be taken without price 
competition, if necessary. Even under emergency conditions, price 
competition should be sought if it will not unacceptably delay the correction 
of the condition requiring emergency procedures. If emergency purchases 
are made without price competition, a complete written description of the 
circumstances pursuant to A.A.C. R7-2-1057 shall be included in the 
procurement file and maintained in the District office. 

Sole-Source Procurements 

A contract may be awarded for a material, service, or construction item 
without competition if the Governing Board determines in writing that there is 
only one (1) source for the required material, service, or construction item. The 
District may require the submission of cost or pricing data in connection with 
an award pursuant to A.A.C. R7-2-1053. Sole-source procurement shall be 
avoided, except when no reasonable alternative source exists. A copy of the 
written evidence and determination of the basis for the sole-source procurement 
shall be retained in the procurement file by the District. 
The District shall, to the extent practicable, negotiate with the single 
supplier a contract advantageous to the District. 

Cooperative Purchasing Agreements 

Procurements in accordance with intergovernmental agreements and 
contracts between the District and other governing bodies as authorized by 
A.R.S. 15-952 are exempt from competitive bidding requirements under 
A.R.S. 15-213. Inspection of and payment for materials and services 
acquired under a cooperative purchasing agreement are the obligation of the 
District.                                                                                                                                                 
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Due Diligence 

 
The District is responsible for ensuring that all procurements are done in 
accordance with school district procurement rules whether the procurement 
is done independently or through a cooperative purchasing agreement. The 
District shall develop and follow a clear plan prescribing the purchasing 
practices to be followed. The plan will describe the elements of internal 
control and auditing to assure the District's procedures are sufficient to 
confirm the adequacy of the procurements practices and that the 
accountability of all personnel engaged in procurement practices is regularly 
evaluated and corrective measures taken when necessary. The due diligence 
activities shall include the use of the applicable sections of the Uniform 
System of Financial Records (USFR) Compliance Questionnaire for school 
districts when assessing the quality of the procurements procedures and the 
competence of the persons performing the procedures. Day-to-day and 
periodic formal checks of due diligence performance are to be documented 
and retained in a procurement file. 
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EXHIBIT  EXHIBIT 

BIDDING  /  PURCHASING  PROCEDURES  

(Cancellation of Contracts) 
 

 
 
Within  three  years  after  the  execution  of  any  contract  made  by  the  District,  the 
District  may  cancel  such  contract  if  any  person  significantly  involved  in  initiating, 
negotiating,  securing,  drafting,  or  creating  the  contract  on  behalf  of  the  District  is, 
at  any  time  while  the  contract  or  any  extension  of  the  contract  is  in  effect,  an 
e mployee  or  agent  of  any  other  party  to  the  contract  in  any  capacity  or  a 
consultant  to  any  other  party  of  the  contract  with  respect  to  the  subject  matter  of 
the contract. 

 
Such  cancellation  by  the  District  shall  be  effective  when  written  notice  from  the 
Board  is  received  by  all  other  parties  to  the  contract  unless  the  notice  specifies  a 
later time. 

 
Such  cancellation  by  the  District  shall  be  effective  when  written  notice  from  such 
party  is  received  by  all  other  parties  to  the  contract  unless  the  notice  specifies a 
later time. 

 
In  addition  to  the  right  to  cancel  a  contract,  as  provided  above,  the  District  may 
recoup  any  fee  or  commission  paid  or  due  any  person  significantly  involved  in 
initiating,  negotiating,  securing,  drafting,  or  creating  the  contract  on  behalf  of  the 
District from any other party to the contract arising as the result of the contract. 

 
Notice of this provision shall be included in every contract to which the District is a 
party. Such notice could read: 

 
In  accordance  with  A.R.S.  38-511,  if  a  person  significantly  involved  in  a 
District  contract  becomes  an  employee,  agent,  or  consultant  to  any  other 
party  of  the  contract  with  respect  to  the  subject  matter  of  the  contract,  the 
District  may  cancel  the  contract  within  three  years  of  execution  and  recoup 
any fee or commission paid to such person. 
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SALES CALLS AND DEMONSTRATIONS 

 

 
Sales  representatives  for  school  services,  supplies,  or  other  materials  are  not 
permitted  to  call  on  teachers  or  other  school  staff  members  except  with  prior 
authorization from the Superintendent. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-341 
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REGULATION  REGULATION 

SALES CALLS AND DEMONSTRATIONS 
 

When  app rop r ia te ,  t he  Super in tenden t  may  g i ve  pe rmiss ion  to  sa les 
representatives  of  educational  products  to  see  members  of  the  school  staff  at 
times that will not interfere with the educational program. 
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PAYMENT PROCEDURES 

 
In  order  to  receive  appropriate  discounts  and  maintain  good  vendor  relations,  the 
Board directs the prompt payment of salaries and bills, but only after due care has 
been  taken  to  assure  that  such  amounts  represent  proper  obligations  of  the 
District for services and/or materials received. 

 
The Superintendent will implement procedures for the review of purchase invoices 
to  determine  that  items  or  services  are  among  those  budgeted,  itemized  goods  or 
services  have  been  satisfactorily  supplied,  funds  are  available  to  cover  payment, 
and invoices are in order and for the contracted amounts. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-304 

15-321 
15-906 
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EXHIBIT  EXHIBIT 

PAYMENT PROCEDURES 
 

RESOLUTION  AUTHORIZING  THE  EXECUTION  OF 
WARRANTS BETWEEN BOARD MEETINGS 

 

 
 
WHEREAS,  A.R.S.15 - 321  sets  forth  the  procedures  for  execut ion  of 
warrants  drawn on the District, and 

 
WHEREAS,  said  statute  provides  that  an  order  for  salary  or  other  expense 
may  be  signed  between  Board  meetings  if  a  resolution  to  that  effect  has 
been  passed  prior  to  the  signing  and  that  order  is  ratified  by  the  Board  at  the 
next  regular  or  special  meeting of the Governing Board; 

 
NOW, THEREFORE, BE IT RESOLVED, that said statutory procedure be, and 
herein is,  ordered  for  use  in  the  District  in  accordance  with  the  provisions  of 
A.R.S.  15 - 
321. 

 
This  resolution  was  moved,  seconded,  and  passed  at  a  meeting  of  the  
East Valley Institute of Technology Governing Board on    , 20 

 
 
ATTEST: 

President 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
E.V.I.T. SCHOOL DISTRICT NO.  401 Page 1 of 1 



D  -  3  0  0  0 © D  K  A  
PAYROLL PROCEDURES / SCHEDULES 

 
Salary checks will be issued biweekly during the term of contract or agreement 
with the District. 

 
An  employee  who  quits  the  service  of  the  District  shall  be  paid  all  wages  due  on 
the  regular  payday  for  the  pay  period  during  which  termination  occurs.  Such 
wages may be paid by mail if requested. 

 
An employee who is discharged from service of the District shall be paid all wages 
due within ten (10) calendar days from the date of discharge. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-502 

23-351 
23-353 

 
CROSS REF.: GCQF - Discipline, Suspension, and Dismissal of 

Professional Staff Members 
GDQD - Discipline, Suspension, and Dismissal of 

Support Staff Members 
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SALARY DEDUCTIONS 

The Superintendent shall establish procedures that conform to all 
requirements of the law and all policies of the District, that ensure employees 
receive paychecks not later than the stated payroll dates, and that ensure all 
amounts withheld from employee compensation are remitted and reported 
appropriately, correctly, and timely. 

For deductions after October 1, 2011, the District shall make no deduction for 
payment from an employee's paycheck for political purposes unless the 
employee has provided annually a written or electronic authorization to the 
District for the deduction.  

After October 1, 2011, if the District makes a deduction from an employee's  
paycheck for multiple purposes the District shall obtain a statement from 
each entity that indicates the payment is not used for political purposes or a 
statement that indicates the maximum percentage of the payment that is  
used for political purposes, consistent with rules for the entity statements 
adopted by the Attorney General. The District shall not deduct any payment 
in excess of the amount specified for nonpolitical purposes without the 
annual written or electronic permission of the employee.  
For the purposes of this policy and the law, political purposes means 
supporting or opposing any candidate for public office, political party,  
referendum, initiative, political issue advocacy, political action committee or 
other similar group.  

If the District knowingly deducts payments without the written or electronic 
employee permission as set out above or an entity provides an inaccurate 
statement of the political purposes or the percentage used for political 
purposes as set out above, the District or the respective entity is subject to a 
civil penalty of at least ten thousand dollars ($10,000) for each violation.  

The requirements for payroll deductions set out above do not apply to any of  
the following:  

 A single deduction for nonpolitical purposes.  

 Deductions for savings or charitable contributions.  

 Deductions for employee health care, retiree or welfare benefits.  

 Deductions for state, local or federal taxes.  

 Deductions for contributions to a separate segregated fund pursuant to  2 
United States Code 441b(b) or 16-920(A)(3).  

 Any deduction otherwise required by law.             
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If an employee has authorized a deduction from the employee's paycheck 
under this policy and the law and the employee resigns membership in the 
association or organization for which the deduction was authorized, the 
employee's authorization for the deduction is rescinded upon the District's 
receipt from the employee of written notice of the resignation. The District 
shall have one (1) pay period to process the rescission.  
 

Involuntary Deductions (Public Record) 

Federal and Arizona income taxes, Social Security (OASI/FICA), and 
employee contributions to the Arizona State Retirement System (ASRS) will be 
deducted as mandated by state and federal statutes. All other deductions must 
be authorized by the Board and the employee unless ordered by a court of 
competent jurisdiction. 

Voluntary Deductions and Redirections 
(Not Public Record) 

The following deductions and redirections have been authorized by the 
Board: 

 Insurance premiums for staff members or dependents who are being 
covered under Board-approved Section 125 cafeteria programs 

 Direct deposits of net payroll with financial institutions. 

 Tax-sheltered annuities for companies approved by the District. 

 Credit union deposits. 

 U.S. Savings Bonds. 

 Professional dues. 

 Contributions to qualified charitable organizations. 

 Contributions to school tuition organizations. 

 Contributions to a public school for the support of extracurricular 
activities or character education programs of the public school. 

Adopted: February 13, 2012 

LEGAL REF.: A.R.S. 15-121 35-146  
                                     15-135 35-147  
                                     23-352 42-2001 
                                     23-361.02 43-401 

D-3100                 DKB
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CASH  IN  SCHOOL  BUILDINGS  

 
Monies collected by school employees and by student treasurers shall be handled 
in  accordance  with  prudent  business  procedures  as  outlined  by  the  U.S.F.R.  All 
monies  collected  shall  be  receipted,  accounted  for,  and  directed  without  delay  to 
the proper location of deposit. 

 
In  no  case  shall  money  be  left  overnight  in  school  buildings,  except  in  safes 
provided for safekeeping of valuables. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-341 
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SCHOOL PROPERTIES DISPOSITION 
 

Sale or Lease of Property 
 
The Board may sell or lease to the state, a county, a city, another school 
district or a tribal government agency any school property required for public 
purpose provided the sale or lease of the property will not effect the normal  
operation of a school within the District.  

Disposition of Surplus Materials 

The School District shall determine the fair market value of excess and 
surplus property. Except as provided in A.R.S. 15-342, surplus materials, 
regardless of value, shall be offered through competitive sealed bids, public 
auction, established markets, trade-in, posted prices, or state surplus 
property. If unusual circumstances render the above methods impractical, 
the District may employ other disposition methods, including appraisal or 
barter, provided the District makes a determination that such procedure is 
advantageous to the District. Only United States Postal Money Orders, 
certified checks, cashier's checks, or cash shall be accepted for sales of 
surplus property unless otherwise approved by the District or for sales of less 
than one hundred dollars ($100). 
 

Exceptions for Disposition of Learning Materials and Equipment 

The Board authorizes the Superintendent to establish regulations for the 
disposal of surplus or outdated learning materials to nonprofit community 
organizations when it has been determined that the cost of selling such 
materials equals or exceeds estimated market value of the learning 
materials. 

The Board may sell used equipment to a charter school before attempting to 
sell or dispose of the equipment by other means 

Competitive Sealed Bidding 
 

Notice of the sale bids shall be publicly available from the District at least ten 
(10) days before the date set for opening bids. Notice of the sale bids shall be 
mailed to prospective bidders, including those on lists maintained by the 
District pursuant to A.A.C. R7-2-1023. The notice of the sale bids shall list 
the materials offered for sale; their location; availability for inspection; the 
terms and conditions of sale; and instructions to bidders, including the place, 
date, and time set for bid opening. Bids shall be opened publicly pursuant to the 
requirements of A.A.C. R7-2-1029. 

D-3350                    DN
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The award shall be made, in accordance with the provisions of the notice of the 
sale bids, to the highest responsive and responsible bidder, provided that the 
price offered by such bidder is acceptable to the District. If the District 
determines that the bid is not advantageous to the District, the District may 
reject the bids in whole or in part and may resolicit bids, or the District may 
negotiate the sale, provided that the negotiated sale price is higher than the 
highest responsive and responsible bidder's price. 
 

Auctions shall be advertised at least two (2) times prior to the auction date in a 
newspaper of the county as defined in A.R.S. 11-255. Advertisements must be 
at least seven (7) days apart. All of the terms and conditions of any sale shall be 
available to the public at least twenty-four (24) hours prior to the auction date. 
 

Before surplus materials are disposed of by trade-in to a vendor for credit on an 
acquisition, the District shall approve such disposal. The District shall base this 
determination on whether the trade-in value is expected to exceed the value 
realized through the sale or other disposition of such materials. 
 

An employee of the District or a Governing Board member shall not directly or 
indirectly purchase or agree with another person to purchase surplus property if 
said employee or Board member is, or has been, directly or indirectly involved 
in the purchase, disposal, maintenance, or preparation for sale of the surplus 
material. 
 

State Surplus Property Manager 
 

Except as provided in A.R.S. 15-342, the District may enter into an agreement 
with the State Surplus Property Manager for the disposition of property 
pursuant to Article 8 of the Arizona Procurement Code [A.R.S. 41- 2601 et 
seq.) and the rules promulgated thereunder. 
 

Donation of Surplus  
 

The Board may donate surplus or outdated learning materials, educational 
equipment and furnishings to nonprofit community organizations where the 
Board determines the anticipated cost of selling the learning materials,  
educational equipment or furnishings equals or exceeds the estimated market 
value of the materials.  
 

Offer to Sell 
 

The Board may offer to sell outdated learning materials, educational  equipment 
or furnishings at a posted price commensurate with the value of the item to 
pupils who are currently enrolled in the District before those  materials are 
offered for public sale.  
 
Adopted: February 13, 2012   
 

E.V.I.T. SCHOOL DISTRICT NO. 401                                    Page 2 of 3 

D-3350                   DN



LEGAL REF.: A.R.S. 15-189 
15-341 
15-342 

U.S.F.R. Sec. III-J-5(10); App. B(6) 
A.A.C. R7-2-1131 
A.G.O. 180-036 

180-189 

CROSS REF.: BCB - Board Member Conflict of Interest 
GBEAA - Staff Conflict of Interest 
IJJ - Textbook/Supplementary Materials Selection and 

Adoption 
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SECTION E 



E-0050 EA 
 
 
 

SUPPORT SERVICES GOALS / PRIORITY OBJECTIVES 
 
In order to provide services that are supportive of the educational program, the 
Board establishes these broad goals: 

 
 To provide a physical environment for teaching and learning that is safe and 

pleasant for students, staff members, and the public. 
 

 To provide services, resources, and assistance responsive to the needs of the 
educational programs. 

 
Adopted: November 13, 2008 

 
LEGAL REF.: A.R.S. 15-341 
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ENVIRONMENTAL AND SAFETY PROGRAM 
 

 
The  Superintendent  will  establish  procedures  to  protect  the  safety  of  all  students, 
employees,  visitors,  and  others  present  on  District  property  or  at  school-sponsored 
events. 

 
The  practice  of  safety  shall  also  be  considered  a  facet  of  the  instructional  plan of 
the  District  schools  by  virtue  of  educational  programs  in  traffic  and  pedestrian 
safety,   fire   prevention,   and   emergency   procedures,   appropriate   for   students. 
General  areas  of  emphasis  shall  include,  but  not  be  limited  to:  in-  service 
training;  accident  record  keeping;  plant  inspection;  driver  and  vehicle  safety 
programs;  fire  prevention;  school  site  selection;  and  emergency  procedures  and 
traffic safety problems relevant to students, employees, and the community. 

 
Adopted:  November 13, 2008 

 
LEGAL REF.: A.R.S.  13-291 

15-151 
15-341 
15-507 
23-403 
23-408 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
E.V.I.T. SCHOOL DISTRICT NO. 401 Page 1 of 1 



E - 0 1 6 1 © E B - R 
 
 
 
 
REGULATION  REGULATION 

E N V I R O N M E N T A L   A N D  
SAFETY PROGRAM 

 

Responsibilities of the maintenance supervisor: 
 

 Maintain an overall safety program in maintenance and operation of 
buildings and grounds. 

 

 Provide specialized assistance as requested by building principal. 
 
Responsibilities of the building principals: 

 
 Schedule regular inspections. 

 

 
 Post  required  state  and  federal  safety  regulations  and  maintaining 
appropriate safety records. 

 
 Arrange for the correction of defects reported to them by employees in the 
building by requesting assistance from the maintenance department. 

 
 Cooperate  in  the  correction  of  defects  reported  by  the  maintenance 
department or other school administrators. 

 
Responsibilities of the transportation supervisor: 

 
 Maintain standards for certification of school bus drivers. 

 
 Maintain standards for periodic inspection and maintenance of school 
buses. 

 

 Maintain standards for school bus operation. 
 
Responsibilities of other employees: 

 
 Report  promptly  to  the  principal  of  the  school  or  immediate  supervisor  any 
defects  in  buildings,  grounds,  or  equipment  that  might  prove  injurious  to  the 
safety, health, or comfort of students, employees, or other persons. 

 
 Take reasonable precaution for the safe use of buildings, grounds, and 
equipment by students. 
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Responsibilities of students: 

 
 Avoid the following behaviors: 

 
 Setting off a false fire alarm. 

 

 
 Misusing  the  fire  alarm  system,  fire  extinguishers,  or  other  fire 
protection and safety equipment. 

 
 Setting a fire in the building or on the school grounds. 

 
 Report  promptly  to  the  principal  of  the  school  or  other  appropriate  school 
employee  any  defects  in  buildings,  grounds,  or  equipment  that  might  prove 
injurious  to  the  safety,  health,  or  comfort  of  employees,  students,  or  other 
persons. 

 
Responsibilities of other individuals utilizing school buildings: 

 
 Refrain from abusing safety equipment, such as fire extinguishers, alarm 
systems, et cetera. 

 
 Report  promptly  to  the  Superintendent  or  another  school  employee  any 
defects  in  buildings,  grounds,  or  equipment  that  might  prove  injurious  to  the 
safety, health, or comfort of students, employees, or other persons. 
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E-0250 EBAA 
REPORTING OF HAZARDS! WARNING SYSTEMS 

 
(Pesticide Application Notice) 

 

 
 
The  i n t en t  o f  t h i s  po l i c y  i s  t o  ensu re  t ha t  s t uden t s ,  emp loyees ,  and 
parents/guardians receive adequate notice prior to pesticide application. 

 
In accord with A.R.S. 15-152, the District shall: 

 
 Provide  notice  of  pesticide  application  during  a  regular  school  session  to 
students,  employees,  and  parents/guardians,  given  in  a  form  reasonably 
calculated to provide a warning at least 48 hours prior to such application. 

 
 Provide continuing instruction for students absenting themselves. 

 
 Post the areas scheduled to receive pesticide application. 

 
 Maintain written records of pesticide application. 

 
Pest-control  applicator(s)  employed  by  the  District  shall  provide  the  school  contact 
person  with  notice  at  least  72  hours  prior  to  the  date  and  time  the  application  of 
pesticides is to occur, including in such notice the brand name, concentration, rate of 
application, pesticide label, material safety data sheet, the area or areas where the 
pesticide  is  to  be  applied,  and  any  use  restrictions  required  by  the  pesticide 
label.  Prior  to  the  application,  the  applicator  shall  provide  the  school  contact 
person  with  a  wri t ten  preappl icat ion  not i f icat ion  containing  the  fol lowing 
information: 

 
 The  brand  name,  concentrat ion,  rate  of  appl icat ion,  and  any  use 
restrictions required by the label of the herbicide or specific pesticide. 

 
 The area or areas where the pesticide is to be applied. 

 
 The date and time the application is to occur. 

 
 The pesticide label and the material safety data sheet. 

 
In  case  of  pesticide  applications  performed  for  or  by  public  health  agencies  or 
emergency  applications  because  of  immediate  threat  to  the  public  health,  the 
licensed  applicator  shall  give  the  school  site  office  oral  and,  if  possible,  written 
notice, with posting of the area to be treated in accord with A.R.S. 32-2307. 

 
 
 
The Superintendent may require the pest-control applicator to fill out and make all 
required postings in accord with statute and with District policy and regulation. 
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The  name  and  te lephone  number  o f  the  app l i ca to r  sha l l  be  a t tached  
to  any  posting. 
The Superintendent shall prepare regulations for the implementation of this 

policy. Adopted:   date of manual adoption 

LEGAL REF.: A.R.S. 15-152 
32-2307 

 
CROSS REF.: IKEA - Makeup Opportunities 
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REGULATION REGULATION 

R E P O R T I N G   O F   H A Z A R D S   / 
WARNING SYSTEMS 

 
(Pesticide Application Notice) 

 
 
 
The  Facil it ies  Director  shall  be  the  contact  person  for  providing  information 
regarding  pesticide  application  activities  at  the  school,  including  but  not  limited  to 
giving  oral  and  written  notification,  supervising  the  posting  of  notifications  as 
required, and maintaining records of pesticide-application notifications. 

 

 
Oral and Written Notice 

 
All  oral  and  written  notification  shall  contain,  at  a  minimum,  the  date,  time, 
general  areas  to  be  treated,  and  brand  name  of  the  pesticide  to  be  applied. 
During  the  regular  school  session,  and  not  less  than  48  hours  prior  to  pesticide 
application, notification shall be provided in the manner indicated below. 

 

 
 

 Oral notification to all students and school employees shall be provide by 
means of: 

 
 School public address systems; or 

 
 Assembly communications; or 

 
 Staff meeting announcements; or 

 
 Any similar means reasonably calculated to provide sufficient 

notice in advance of pesticide application. 
 

 
 

 W ritten notification to the parents or guardians of enrolled 
students shall be provided by means of: 

 
 Special communications; or 

 
 Newsletters; or 

 

 
 Any similar means reasonably calculated to provide sufficient notice in 

advance of pesticide application. 
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REGULATION REGULATION 

 
 
 
Posting of Notice 

 
No less than 48 hours prior to pesticide application, signs shall be posted to 
identify pesticide application areas. The signs shall display: 

 

 The words "warning - pesticides." 
 

 The date and time of the application. 
 

 A phone number for the school contact person and one for the 
licensed pesticide 

 

 applicator. 
 

The signs shall be placed at: 
 

 The main entrance to all buildings where pesticide is to be applied. 
 
 

 Playing fields where pesticide is to be applied. 
 
The signs may be removed no less than 48 hours after the pesticide is applied. 

CROSS REF.: IKEA - Makeup Opportunities 
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ACCIDENT PREVENTION AND SAFETY PROCEDURES 

 
Refer to Regulation EBC-RC. 
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ACCIDENT REPORTS 

 
Adequate  and  prompt  accident  reporting  is  essential  if  similar  accidents  are  to  be 
prevented.  If  there  are  injuries  or  property  damage,  prompt  reports  are  also  vital 
in assuring the District of insurance coverage. 

 
Reports will be filed on accidents that take  place  on  school  property  or  that  involve 
school  vehicles,  students,  or  staff  members  on  school-sponsored  trips,  including 
staff  members  on  authorized  school  business  trips.  Such  reports  are  required 
whether or not there are any immediately evident injuries or damage to property. 

 
Injury accidents should be promptly reported to the District's liability carrier. The 
meaning of promptly is defined in the District's insurance policy with the carrier. 

 
The  administration  shall  establish  procedures  for  filing  accident  reports,  and  shall 
make  sure  reports  include  details  that  (1)  might  be  helpful  in  preventing  similar 
accidents  in  the  future,  (2)  are  needed  for  filing  insurance  claims,  and  (3)  might 
be important in case of litigation. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 23-427 

 

 
CROSS REF.: GBGC-R - Employee Assistance 
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REGULATION REGULATION 
 
 

ACCIDENT REPORTS 
 

(Student Accidents) 
 
 
Employees are to report to their supervisor any accident involving a student who 
is at school. 

 
For  any  student  who  is  injured  on  school  grounds,  in  a  school  building,  or  in 
connection  with  a  school-related  or  approved  activity,  an  accident  report  form  is  to 
be completed by an employee who is at the scene of the accident. 

 
A student who is ill should be sent to the first-aid office, with an appropriate pass. 
If a student is sent home (only with parent knowledge), the teacher will be notified. 
Students are discharged to go home only from the office. 

 
Any special health concern should be reported to the first-aid employee. 

 
A  written  report  of  an  accident  shall  be  made  by  the  building  principal  to  the 
Superintendent  not  later  than  noon  of  the  school  day  following  the  incident.  The 
principal  will  also  send  copies  of  the  report  to  the  Business  Manager,  who  will 
notify the insurance carrier. 

 
After reviewing each accident report, the Superintendent will forward the report to 
the school nurse, who will maintain a file of accident reports. 
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REGULATION  REGULATION 

ACCIDENT REPORTS 

(Compensation Claims) Accident 
 

Reports 
 
Any  employee  of  the  District  who  suffers  a  job-related  injury/accident  must  file  a 
report  wi th  the  Dis t r ic t  business  of f ice  wi th in  f ive  days  af ter  the  date  of 
occurrence.  Should  circumstances  render  the  individual  unable  to  submit  such  a 
report within five days, the time limit may be extended. 

 
Compensation Claims 

 

When a job-related injury/accident requires medical attention and absence from 
the workplace, the following conditions shall apply: 

 

 The  physician  will  be  responsible  for  reporting  the  circumstances  of  the 
injury  to  the  District,  the  Industrial  Commission,  and  the  District's  insurance 
carrier. 
 During  the  f irst  seven  days  of  abse nce  due  to  a  job - related  injury/ 
accident, the employee will be placed on sick leave, provided the employee has 
accumulated sufficient sick leave. 
 If a job-related injury/accident results in more than seven days' absence, 
the insurance carrier will be responsible for handling the claim for lost pay. 
During such period the employee may be directed to: 

 

 Endorse  over  to  the  District  the  payments  received  from  the  insurance 
carrier,  continue  to  receive  a  regular  salary,  and  be  charged  sick  leave. 
When  the  amount  of  the  insurance  payment  is  determined  and  received  by 
the  District,  the  employee's  sick  leave  record  will  be  adjusted  for  that 
fraction  of  the  time  paid  by  the  insurance  carrier  (e.g.,  the  insurance 
carrier  pays  one-half  of  the  normal  salary  of  the  employee, the sick leave 
will be adjusted on a pro rata basis); or 
 Draw compensation from the insurance carrier, provide the District  with 
a  record  of  such  payment,  and  receive  payment  for  sick  leave  pay  for  the 
uncompensated portion of missed time, up to the limit of accumulated  sick 
leave. 

 

 In no event will an employee receive a combined salary and worker's 
compensation in excess of the employee's regular salary. 

 

 An  employee  who  has  used  all  accumulated  sick  leave  will  be  removed 
from the payroll and will receive only such amounts as are paid by the District's 
insurance carrier. 
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EXHIBIT  EXHIBIT 

ACCIDENT REPORTS 
STUDENT ACCIDENT REPORT 

 
 
School    Date of report    

 
 
Name    Sex:  ?  Male  
?  Female  Grade    
Age      Home Address    

 
Phone    Teacher    

 
Time of accident: Hour    ?  a.m. ?  p.m. Date 
Place of accident: ?  School  bui lding  ?  School  grounds  ?  To  or  from 
school  ? nterscholastic athletics 
Witness name    Address    

 
 

Description of Accident 
 

How  did  the  accident  happen?  What  did  the  student  state?  (Use  quotes.) 
Where  was the student? Describe first aid given. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Signature of person reporting 

 
Was the parent or other individual notified? ?  No ?   Yes When?    
Name of individual notified     How?    
By whom? 

 
First aid treatment   By whom?     
?  Called 911; Sent to: ? Home ? Physician ? Class ? 
  Hospital 
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How was student transported?     
?  District office notified. Time    By whom?    

 
Location ?  Athletic field ?  Playground ?  Classroom ? Corridor 
?  C a  f  e  t  e  r  i  a of ?  Dressing room ?  Gymnasium ?  Home ec. ?  Bus 
? S  c  i  e  n  c  e l  a  b accident: ?  R e s t  r o o m  ?  S c h o o l 
g r o u n d s  ?  S h o p  ?  S h o w e r s  ?  Stairs  ?  Bus  stop  

? Other:      
 
 
Follow-up 

 
 
 
 
Total number of days absent:   Nature of injury: ? Abrasion 
? Amputation 
?  Animal  bi te  ? Avulsed  tooth  ? Fracture  ? Human  bite  ? Laceration  ? 
Puncture 
?  Scratches ? Sprain ?   Strain ? Other:      
Part of body injured: ?  Ank le  ?  Arm  ?  Back  ?  Clav ic le  ?  Elbow  ?  Eye  
? Face 
?  Finger  ?  Foot  ?  Hand  ?  Head  ?  Knee  ?  Leg  ?  Nose  ?  Scalp  ?  Toe  
? Tooth 
?  Wrist  ?  Other:  

 
 
 
 
 
 
 
 
 
District Admin. Signature Date H/A or Nurse Signature Date 
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EMERGENCIES 

 
The  Superintendent  will  develop  and  maintain  District  emergency  plans  for  fire  and 
other threats and will coordinate such plans with the local police, fire, and  hospital 
authorities as necessary. 

 
The plans will specify conditions under which evacuation of school buildings will 
occur. The plans will also designate specific emergency drills to be conducted. 
The fire department shall be invited to review the plan(s). 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-341 
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REGULATION REGULATION 
 
 
 
 

EMERGENCIES 
Appropriate unit administrators will develop emergency plans for fire or other 
threats. Such plans will be submitted by September of each year. These plans will 
provide for: 

 
 Inside emergencies, such as a fire, actual or potential explosion, propane 

leak, or collapsing structure. 
 

 Outside emergencies, such as a fallen electrical wire, plane crash on 
campus or nearby, sniper, or earthquake. 

 
The  plans  will  specify  the  conditions  under  which  evacuation  of  the  building  will 
occur  (and  the  procedures  therefor).  The  plans  wil l  also  designate  specific 
emergency  dril ls  to  be  conducted.  A  diagram  of  the  school  floor  plan  will  be 
posted in each classroom showing emergency exits to be used. 
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REGULATION REGULATION 
 
 

E  M  E  R  G  E  N  C  I  E  S   
 

(Emergency Drills) 
 

 
Emergency  drills  will  be  scheduled  and  conducted  each  month  during  the  school 
year.  The  purpose  of  a  drill  is  to  train  students,  under  staff  direction,  to  move 
safely,  quickly,  and  quietly  from  any  location  within  the  building  to  an  assigned 
evacuation area outside. 

 
The following rules and procedures will be complied with by the school: 

 
 Evacuation  routes  will  be  posted  in  each  room.  These  routes  will  indicate 

the  primary  and  alternate  exits  and  the  evacuation  area  to  which  the 
student  should  proceed  upon  leaving  the  building.  During  the  first  week 
of the school year, rules for emergency evacuation will be discussed with 
each class using the room. 

 

 A distinct alarm signal will be used for emergency drills only; another signal 
will be established by the principal for return to class. 

 
 No student or staff member is to remain in the building during emergency 

drills. 
 

 All persons should exit according to their posted evacuation routes and 
proceed to assigned locations a safe distance away from the building. 

 
 It is each student's responsibility to move quickly, quietly, and in an 

orderly manner through the assigned exit to the assigned evacuation area. 
 

 The teacher will be responsible for: 
 

 Seeing that windows and doors are closed with doors unlocked. 
 

 Assuring that electrical equipment and gas jets are turned off. 
 

 Maintaining order during the evacuation. 
 

 Taking  the  grade  book  and  checking  roll  when  the  class  is  in  the 
assigned  evacuation  area.  The  name  of  any  student  not  accounted 
for will be reported immediately to the principal, who shall 
promptly notify the Superintendent. 

 
 A report stating the date and time that the drill was conducted and the 

time required to complete the evacuation will be made. 
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REGULATION REGULATION 
 
 
 
 

E M E R G E N C I E S  
 

(First Aid) 
 

 
If a student is injured or becomes ill during the school day or while attending a school - 
sponsored  activity,  it  is  the  responsibility  of  any  staff  member  present  to  render 
assistance  and  to  summon  a  school  first-aid  employee.  Upon  arrival,  the  first-aid 
employee will direct all further first-aid activities. 

 
First aid procedures shall be based on the following fundamental concepts: 

 
 The  school  is  responsible  for  the  emergency  handling  of  accidents  and 

sudden  illness  occurring  at  school  or  on  school  property.  The  school  is 
not responsible for subsequent treatment. 

 

 At the time of an emergency, the school has the responsibility for: 
 

 Caring for the student. 
 

 Notifying the student's parents or guardian, or, if these cannot be 
reached, following directions given on the student's enrollment card. 

 

 In extreme cases, getting the student under professional care with or 
without family permission. 

 

 In  the  absence  of  family  transportation  or  ambulance  service,  the  school  first-aid 
employee,   principal,   or   teacher   may   have   to   take   the   sick   or   injured 
student  home,  to  the  physician's  office,  or  to  the  hospital.  A  sick  or 
injured  student  should  be  accompanied  from  the  school  by  an  adult.  If  the 
destination is  the  student's  home,  the  adult  shall  have  ascertained  that  a 
responsible  person is at home to assume responsibility. 

 

 In  case  of  any  serious  injury  or  illness,  the  parent  or  responsible  person 
should  always  be  notified  as  soon  as  possible.  Emergency  care  of  the 
student has priority. 

 

 Medication  administered  by  any  school  personnel,  including  the  first- 
aid employee, shall be in compliance with JLCD and JLCD-R. 

 

 A written report of an accident shall be made by the building principal to the 
Superintendent not later than noon of the school day following the incident. 

CROSS REF.: JLCD - Administering Medicines to Students 
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REGULATION  REGULATION 

EMERGENCIES 
 

(Bomb Threats) 
 

 
 
If a phone call or other notice is received indicating that a bomb has been placed in 
a school, the following procedures will be followed: 

 
 The call will be reported to the administrator in charge at the time. 

 
 The administrator in charge will discuss the matter with the Superintendent 
and determine whether or not to: 

 
 Evacuate the building immediately as per designated procedure. 

 
 Notify the police and the fire department. 

 
 If the police and the fire department are called, the administrator in charge 
will comply with the instructions of the ranking officer. 

 
 Staff members and students will be allowed to return to school only when 
authorized by the ranking officer. 

 
The  person  receiving  a  threat  by  phone  will  note  the  exact  time  of  the  call  and 
attempt  to  get  a  voice  description  of  the  caller  (i.e.,  age,  sex,  identifying  patterns 
of  speech,  et  cetera).  If  recording  capability  exists  in  the  District  for  telephone 
calls of this nature, a recording of the call will be attempted. 
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REGULATION  REGULATION 

EMERGENCIES 
 

(P rocedures  fo r  A f te rmath  o f  Su ic ide , 
Suicide Attempt, or Other Tragedy) 

 
 
Notification 

 
Administration: 

 
 Anyone who hears about a suicide or other tragedy involving a District 
student/employee should contact the Superintendent immediately. 

 
 If the tragedy has occurred in school, crisis-intervention procedures should 
be followed. 

 
 The  Superintendent  shall  verify  the  information.  The  information  must  be 
handled  with  great  care.  To  verify  the  facts,  the  local  law  enforcement  station 
or  coroner  should  be  called  to  determine  precisely  what  has  happened.  A  log  of a l l  
communicat ions  must  be  mainta ined.  The  Super i n tendent  should  
communicate  appropriate  information  to  staff  members  as  quickly  as  possible. 
The  Governing  Board  shall  be  notified  of  the  tragedy  and  implementation  of 
emergency procedures. 

 
 The Superintendent should notify the coordinator of emergency programs 
and the District media spokesperson of the nature of the tragedy. 

 
Teachers: 

 
 If the tragedy has occurred outside of school hours, the teaching staff 
should be notified as soon as possible. 

 
 If possible, an emergency mandatory meeting of the teachers should be 
called to review general strategy. 

 
 Appropriate school personnel should meet as soon as possible to discuss 
specifics of the plan. 

 
Students.  Appropriate school personnel may be relieved of duties in order to 
notify students in individual classroom groupings. 

 
 
Media. The Superintendent should designate a spokesperson to answer press and 
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community inquiries. 

 
Other contacts. The Superintendent should notify others in the District, and the 
chief administrators of neighboring school districts if appropriate. 

 

 
Services 

 
Drop - in  centers.  Any  student  who  would  l ike  to  discuss  personal  feelings 
regarding the tragedy should be invited   to use this service. Drop - in 
center  locations  should  be  posted  in  every  classroom  and  office.  Counselors 
and other  professionals  trained  in  crisis  intervention  should  be  available  in 
the  drop - in  centers  throughout  the  school  day.  This  service  should  be 
ava i lable  for  a  reasonable time after the tragedy. 

 
Identification  of  at-risk  students.  Students  and  members  of  the  faculty  and 
staff  should  submit  to  the  administration  names  of  any  students  they  believe  to 
be  especially  vulnerable  in  the  aftermath  of  suicide  or  other  tragedy.  Such 
persons  include  fr iends/relatives  of  the  victim,  students  with  histories  of 
emotional  problems  or  low  self-esteem,  and  other  students  who  may  be 
vulnerable.  Any  student who is visibly upset should be referred to a drop-in center 
immediately. 

 
Discussion groups for teachers. The purpose of such groups is not to discuss 
specifics  of  the  tragedy.  Instead,  group  members  will  be  given  the  opportunity 
to vent their feelings regarding the recent loss. 

 
 
Follow-up 

 
Condolences. The Superintendent should express condolences and offer help to 
the family of the victim on behalf of the District. 

 
Recognition of the tragedy: 

 
 It  is  vitally  important  that  school  personnel  not  glamorize  the  suicide 
death  of  a  student.  The  school  should  not  conduct  a  special  memorial 
service  or  dedication to the memory of an individual who has committed suicide. 

 
 A  memorial  should  be  considered  in  the  event  of  a  death  other 
than suicide. 

 
 Students who have parental permission to do so may be excused 
from school to attend the funeral or memorial service. 
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As   much   as   possible,   the   school   policy   should   be   "business   as 
usual." Counseling services should be available to all students, but classroom 
teachers should continue to use class time for schoolwork. 

 
 
 
Guidelines for Administrators 

 
The building administrator: 

 
 Should immediately notify the Superintendent. 

 
 Should verify the information with the proper authorities before taking 
further action (if so designated by the Superintendent). 

 
 Should, if possible, call an emergency meeting of the teachers to 
review general strategy. 

 
 May relieve staff members of their duties so that students may be 
notified in individual classroom groupings. 

 
 Should express condolences and offer to help the family of the victim 
on behalf of the District. 

 
 Should  excuse  students  (who  have  parental  permission)  to  attend 
the  victim's  funeral  or  memorial  service.  However,  the  school  should  not 
conduct a memorial service or dedication to the memory of an 
individual  who  has  committed suicide or who has died as a result of substance 
abuse. 

 

 Should  model  a  calm  demeanor  for  students  and  staff  members.  As 
much  as   possible,   the   school   policy   should   be   "business   as   usual." 
Counseling   services  should  be  available  to  all  students,  but  classroom 
teachers should be instructed to continue to use class time for schoolwork. 

 
The coordinator of emergency programs: 

 

 Should be notified of the tragedy by the building administrator. 
 

 Together with the building administrator(s), should conduct an 
emergency meeting of the teachers to review general strategy. 

 

 At  such  emergency  meet ing,  should  d ist r ibute  to  teachers 
and  administrators copies of applicable procedures and guidelines. 

 
 Should arrange and conduct an emergency meeting of the school 
crisis team to discuss specifics of the plan. 
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 Should organize drop-in services for students. 
 

 Should note the names of students who are believed to be 
especially vulnerable in the aftermath of a suicide or other tragedy. 

 
 Should meet with high-risk students and make appropriate referrals. 

 
 

 May conduct an after-school discussion group for interested faculty and/or 
 
 
 

staff personnel to help them work through their feelings. 
 

 Should  be  a  resource  person  for  students,  parents, 
administrators,  teachers, and members of the support staff. 

 
The District media spokesperson: 

 
 Should be designated by the District to answer press and 
community questions. 

 
 Must take care that confidential information is not released. A release 
such as the following may be used: 

 
         "A tragedy has 
happened.          , a     th-grade 
student, has died. To protect family privacy, details of 
  's death will not be released. The School District is 
providing   counseling   and   referral   services   to   help   our   students  
work  through this tragedy." 

 
 Note:  The  death  should  not  be  referred  to  as  a  suicide  unless  it 
has  been  verified  by  authorities.  If  the  cause  of  death  is  unclear, 
media  representatives should be referred to the proper authorities. 

 
Guidelines for Teachers 

 

 
Teachers: 

 
 Should  inform  students  about  the  availability  of  the  drop-in  centers. 
A drop-in center can provide students the opportunity to talk, with a 
counselor  or  other  professional  trained  in  crisis  intervention,  about  their 
feelings  regarding  the  tragedy.  Drop-in  center  location(s)  should  be  posted  in 
every classroom. 
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 Need to be aware of students' reactions to the tragedy. A student who 
is visibly upset should be referred to a drop-in center immediately. 

 
 Should submit to the coordinator of emergency programs the names of any 
students  whom  they  believe  to  be  especially  vulnerable  in  the  aftermath  of 
a  suicide  or  other  tragedy.  Such  persons  may  include  friends/relatives  of 
the   victim,  students  who  seem  to  have  emotional  problems  or  low  self- 
esteem, and students who seem to be holding in their feelings. 

 
 As much as possible, should abide by the principle of "business as usual." 
Class time should not be used to discuss the incident. Instead, any 
concerned student should be sent to a drop-in center. 

 Should not talk to the media about the tragedy. The privacy of the victim's 

family must be respected. Questions should be referred to the District 
media spokesperson. 

 
 Should, above all, model calm demeanor during the crisis situation. 

 
 Need  to  check  their  personal  reactions  to  the  tragedy.  After - 
school  discussion groups will be available to help teachers work through their 
feelings. 
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EXHIBIT  EXHIBIT 

EMERGENCIES 
 

(Procedures  fo r  A f te rmath  o f  Su ic ide , 
Suicide Attempt, or Other Tragedy) 

 

 
 
At  the  beginning  of  a  school  year  a  plan  should  be  developed  that  will  delineate 
how  District  personnel  are  to  respond  to  a  crisis  involving  suicide,  attempted 
suicide,  or  another  tragedy  involving  a  District  student  or  employee.  Assignments 
and  operational  details  of  such  a  plan  should  be  made  when  these  details  can  be 
handled without the pressure of the crisis or tragedy. 

 
The following questions should receive attention during the planning phase: 

 
 Who should be the coordinator of emergency programs? 

 
 Who is to be the media spokesperson? 

 
 Who  will  constitute  the  crisis  team?  (At  a  minimum,  an  administrator, 
psychologists, counselors, teachers, nurses, and community social services 
representatives should be considered.) 

 
 What training will the crisis team need for their function? 

 
 Who will provide counseling through the drop-in centers? 

 
 How will referrals of at-risk or suspected at-risk students before and after 
the crisis be made? 

 
A review of "Youth Suicide: A Special Problem in Need of Preventive Planning" (Az - 
TAS, February 1992) will provide some assistance as to resources and strategy. 
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WEATHER - RELATED AND EMERGENCY CLOSINGS 

 
The decision to delay opening of school or to dismiss school early will be made by the 
Superintendent. 

 
If possible, the Board President will be informed of such decision and will be 
notified when all students have departed from school. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-341 
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REGULATION  REGULATION 

W E A T H E R   -   R E L A T E D   A N D  
EMERGENCY CLOSINGS 

 
Delayed Opening 

 
If  the  Superintendent  decides  to  delay  the  opening  of  school,  the  police  and  the 
local  broadcast  media  will  be  notified,  requesting  that  they  assist  in  disseminating 
the information. 

 
All staff members will report to their assigned schools to assist in the supervision 
of students. 

 
School Closing 

 
If  the  Superintendent  decides  to  cancel  classes  for  the  day,  the  police  and  local 
broadcast  media  wi l l  be  noti f ied  and  asked  t o  assist  in  disseminating  the 
information. 

 

 
Early Dismissal 

 
If the Superintendent decides to dismiss school early, the procedure shown below 
will be followed for early dismissal of students: 

 
 Students  wil l  be  released  from  school  only  after  the  principal  has 
ascertained  that  appropriate  notice  has  been  given  to  parents  or  guardians. 
Staff  members  may  be  released  by  the  principal  when  they  are  no  longer 
needed to supervise students. 

 
 The principal will remain at the school until all students have departed. 
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SECURITY 

 
The Superintendent will develop plans and procedures that will: 

 
 Enhance the security of District property. 

 
 Minimize fire hazards. 

 
 Provide for the keeping of records and funds in a safe place. 

 
 Protect against vandalism and burglary. 

 
 Provide for the prosecution of vandals. 

 
 Provide  for  and  encourage  employee  responsibility  for  furniture,  textbooks, 
reference  material,  and  other  District  materials,  equipment,  and  supplies 
assigned to the employee's care. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 13-3715 
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REGULATION REGULATION 

SECURITY 
 
 
Access to school buildings and grounds will be established by the Superintendent in 
accordance with the following: 

 
 If any employee plans to be on campus outside of his/her normal contract hours, 

that person will need to E-mail roombookings@evit.com and give a 24-hour 
advance notice. 

 
 If anyone plans on being here on the weekend, the E-mail needs to be sent prior to 

noon on Friday. 
 

 Teachers also need to send a copy of the E-mail to the Campus Director and their 
immediate supervisor.  All other staff members need to send a copy to their 
supervisor. 

 
 Security will then be notified, along with the facility’s department so lights and air or 

heat can be turned on, if required. 
 

 If anyone has an unplanned visit to the campus, that person will need to contact 
security and get their supervisor’s approval before coming to campus. 

 
Possession of keys shall be in accordance with the following principles: 

 
 A  log  of  key  assignments  shal l  be  maintained  by  the  off ice  of  the  

Superintendent or other designated office. 
 

 Unassigned duplicate keys shall be maintained in a safe or a secured box. 
 

 
 Individuals assigned keys may not duplicate or loan them. 

 
 All keys must be surrendered when no longer needed or upon request by the 

Superintendent. 
 

 The loss of a key must be reported to the Superintendent upon discovery of the 
loss, and the employee may be required to pay for rekeying or replacing all 
affected locks. 

 
 Use of keys for unauthorized purposes will be cause for surrender of keys. 
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REGULATION REGULATION 

 

 
 

Employees  will  be  subject  to  discipline  and/or  dismissal  for  unauthorized  use 
of keys. 

 
 A set of master keys and/or duplicates of keys shall be kept in the custody  of 

the Superintendent. 
 

 The  employee  will  sign  a  receipt  for  keys  assigned.  The  receipt  will  list  the 
applicable rules. 
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EXHIBIT  EXHIBIT 

SECURITY 
 

Any person who, for oneself or for another, misuses a key to any building or other 
area  owned,  operated,  or  controlled  by  the  District  without  authorization  from  the 
Governing  Board/Superintendent  is  guilty  of  a  Class  3  misdemeanor.  Misuse  of 
such a key, in this regard, includes: 

 
Manufacturing or causing the manufacture of a District key. 

 
 Duplicating or causing the duplication of a District key. 

 
 Possessing a District key. 

 
 Using a District key. 

 
 Permitting the use of a District key. 

 
Employees  and  students  who  are  in  v iolat ion  of  the  above  are  subject  to 
disciplinary action. 
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VANDALISM 

 
The Superintendent is authorized to sign a criminal complaint and to press charges 
against perpetrators of vandalism against school property. 

 
Students who destroy school property through vandalism or arson, or who create a 
hazard  to  the  safety  of  other  people  on  school  property,  may  be  referred  to  law 
enforcement  authorities.  Such  students  who  are  caught  vandalizing  school 
property  shall  be  subj ect  to  disciplinary  action,  including  but  not  l imited  to 
suspension  and  expulsion.  A  conference  with  the  student's  parents  wil l  be 
required. 

 
Parents and students shall be made aware that the law provides that parents are 
liable for the willful destruction of property by a minor in their custody or control. 

 
The District may file suit to recover the cost of vandalism from the student and/or 
parent(s). 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 12-661 

15-842 
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REGULATION  REGULATION 

VANDALISM 
 

The  principal  will  establish  a  system  through  which  students  and  members  of  the 
school  community  can  report  any  instance  of  vandalism  or  suspected  vandalism. 
Each  employee  of  the  District  shall  report  to  the  principal  or  other  administrator 
every  perceived  incident  of  vandal ism  and,  i f  known,  the  names  of  those 
responsible. 
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SCHOOL AND PERSONAL PROPERTY REPLACEMENT / RESTITUTION 

 
 

(Personal Property) 
 
 
 
The District shall not assume responsibility for the loss of, or damage to, personal 
property stored, installed, or used on school premises. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-341 
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E - 1 2 0 0   ©   E C B BUILDING 
AND GROUNDS MAINTENANCE 

 
Adequate maintenance of buildings, grounds and property is essential to efficient 
management of the District. 

 
The Board directs a continuous program of inspection and maintenance of school 
buildings and equipment. Wherever possible, maintenance shall be preventive. 

 
The Superintendent shall develop such guidelines as may be necessary for the 
maintenance and repair of the physical plant. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-341 
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E - 1 6 0 0 © E D  
MATERIALS AND EQUIPMENT MANAGEMENT 

 
The  District  shall  provide  for  the  central  purchasing,  receiving,  warehousing,  and 
distribution  of  supplies,  equipment,  and  materials  common  to  the  requirements  of 
all schools. 

 
A District warehouse shall be operated as an adjunct of the business office to store 
and distribute supplies as requisitioned by staff members. 

 
All  materials  needed  for  instruction,  business,  and  custodial  operations  of  the 
individual  schools  shall  be  ordered  from  the  warehouse  when  available  from  that 
source. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-213 
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E-1700 EDB 
MAINTENANCE AND CONTROL OF MATERIALS AND EQUIPMENT 

 

 
Employees are responsible for the proper care of all District facilities, equipment, 
and property in their custody or control. 

 
Control  of  District  property  shall  be  through,  but  not  limited  to,  an  accurate  fixed 
inventory  system  of  al l  Distr ict  furni ture  and  equipment  that  exceeds  one 
thousand  dollars  ($1,000)  in  value.  The  principal  shall  maintain,  by  program,  a 
stewardship  listi ng  of  all  items  with  a  purchase  price  greater  than  fifty  dollars 
($50) and less than one thousand dollars ($1,000). 

 
The Superintendent may establish procedures for transferring surplus or other 
materials and equipment. 

 
 
Preventive Maintenance 

 
The Superintendent shall establish a preventive-maintenance program that will 
extend the useful life for District equipment. 

 
The  Superintendent  is  authorized  to  use  the  services  of  specialists  for  such 
maintenance,  and  provision(s)  shall  be  made  in  the  annual  budget  for  such 
services. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-341 

15-721 et seq. 
Uniform System of Financial Records: III-G-2 

 
CROSS REF.: DID - Inventories 
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E - 1 7 1 1  ©   E D B - R 
 

 

REGULATION  REGULATION 

MAINTENANCE  AND  CONTROL  
OF MATERIALS AND EQUIPMENT 

 
 
Surplus Equipment 

 
Property  that  is  surplus  at  any  unit  shall  be  transferred  to  the  business  manager 
for  reassignment  to  other  District  locations  where  a  need  may  exist  for  the 
equipment. 

 

 
Transfer  of  Equipment  

 
Each  transfer  of  property  within  the  school  must  first  have  the  written  approval  of 
the  principal  on  the  designated  form.  Prior  to  the  transfer,  the  principal  shall 
forward  to  the  business  manager  documentation  of  the  intended  transfer.  Each 
transfer  of  property  at  the  District  level  must  have  the  prior  approval  of  the 
business manager. 
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E - 1 7 5 0   ©   E D B A  
MAINTENANCE AND CONTROL OF INSTRUCTIONAL MATERIALS 

 
S tudents   us ing   D is t r i c t - p rov ided   tex tbooks ,   sub jec t - mat te r   mater ia ls , 
supplementary  books,  or  instructional  computer  software  are  responsible  for  loss 
of  or  any  damage  to  these  items.  A  student  who  needs  a  second  copy  of  a  
textbook shall be required to pay for it. 

 
Monies  collected  for  these  items  shall  be  used  in  addition  to  budgeted  monies  for 
purchase  of  new  textbooks,  subject-matter  materials,  supplementary  books,  or 
instructional computer software. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-727 

15-729 
 

CROSS REF.: K - Student Fees, Fines, and Charges 
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E - 1 8 0 0   © E D C  
AUTHORIZED USE OF SCHOOL - OWNED MATERIALS AND EQUIPMENT 

 
District  equipment  may  be  used  by  school  or  nonschool  agencies  and  individuals 
for purposes that are not in conflict with any Arizona Revised Statute(s), federal or 
state rules or regulations, or Board policies, subject to the following: 

 
 The District shall not incur any expense due to the use of materials or 
equipment. 

 
 The  Superintendent  shall  establish  procedures  for  approval  of  the  use  of 
materials  or  equipment,  or  shall  submit  requests  to  the  Governi ng  Board  for 
review and action. 

 
 The District shall not be in competition with any local business firm that 
could provide like equipment. 

 
 Rental fees will be charged or waived, as appropriate, by the District. 

 
 Any  person  or  agency  using  such  materials  or  equipment  that  is  lost  or 
damaged  during  such  period  of  use  shall  be  required  to  reimburse  the  District 
for repair or replacement. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-1105 

 

 
CROSS REF.: KF - Community Use of School Facilities 
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E - 1831 EDC-E 
 
 

EXHIBIT  EXHIBIT 

A U T H O R I Z E D   U S E   O F   S C H O O L  -   O W N E D  
MATERIALS AND EQUIPMENT 

 
All  E.V.I.T.  employees  who  have  been  assigned  District  projects  that  require  the 
c h e c k i n g   o u t   o f   e q u i p m e n t   m u s t   d o   s o   o n   a   f o r m   t i t l e d   " L o a n   o f 
Equipment/Property."  In  addition,  proof  of  insurance  covering  loaned  equipment 
must  be  provided  before  equipment  is  to  be  checked  out.  If  equipment  i s  lost, 
stolen,  or  broken  and  in  need  of  repair  upon  return,  the  employee  will  be  held 
financially responsible for its replacement or repair. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Approved 

 
 
 
By 

Superintendent 
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E-1950 EE 
 
 
 
 
 

TRANSPORTATION SERVICES 
 
The responsibility for the operation of student transportation shall be provided by the 
satellite schools of the Joint Technological Education District. 

 
Adopted: November 13, 2008 

 
LEGAL REF.: A.R.S. 15-342 

15-764 
15-921 
15-922 
15-923 
15-945 
15-946 
28-900 
28-901 
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E - 2 4 0 0 E E A E B  
BUS  PURCHASING  AND  MAINTENANCE  

 
The  District  and  all  contractors  who  provide  transportation  services  to  the  District 
shall  comply  with  applicable  provisions  of  the  Commercial  Motor  Vehicle  Safety  Act 
of  1986  and  all  applicable  requirements  of  the  state  of  Arizona  that  pertain  to 
vehicle standards, periodic inspection, and maintenance of school buses. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 28-984 

A.A.C. R17-9-105 et seq. 
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E - 2 4 5 0   ©   E E A E C 
STUDENT CONDUCT ON SCHOOL BUSES 

 
Students  are  required  to  conduct  themselves  in  the  bus,  prior  to  boarding  the  bus, 
and  subsequent  to  leaving  the  bus  in  a  manner  consistent  with  established 
standards for classroom behavior. 

 
When  a  student  fails  to  practice  proper  conduct,  the  bus  driver  will  inform  the 
principal  of  the  misconduct,  which  may  then  be  brought  to  the  attention  of  the 
parents. 

 
S tudents  who  become  ser ious  d isc ip l inary  p rob lems  re la ted  to  school 
transportation  may  have  their  riding  privileges  suspended.  In  such  cases,  the 
parents  of  the  students  involved  become  responsible  for  seeing  that  their  children 
get to and from school safely. 

 
Students  riding  on  special-activity  buses  are  under  the  direct  supervision  of  the 
bus  dr iver  in  cooperat ion  with  sponsor(s).  Students  who  do  not  conduct 
themselves properly will be denied the privilege of riding on special-activity buses. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-341 

 

 
CROSS REF.: EEAE - Bus Safety Program 

]IC - Student Conduct 
JK - Student Discipline 
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E  -  2  6  0  0 © E  E  A  F  
SPECIAL  USE  OF  BUSES  

 
School  buses  may  be  used  for  the  transportation  of  students  participating  in 
school-sponsored activities under the following conditions: 

 
 Bus usage for educational field trips or educationally related activities by 
student organizations may be considered an extension of classroom activities. 

 
 The  Board  delegates  to  the  administration  authority  concerning  requests 
for  noncurricular  usage.  In  such  cases,  the  student  organization  or  group 
making  the  trip  will  be  required  to  reimburse  the  District  for  all  or  a  portion  of 
the cost of the transportation. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-1105 
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E - 2 7 0 0  ©  E E A G  
STUDENT TRANSPORTATION IN PRIVATE VEHICLES 

 
During  school  or  school-sponsored  functions,  students  may  be  transported  only  in 
school-approved  vehicles  operated  by  District-authorized  personnel  unless  specific 
approval by the Superintendent has been obtained. 

 
The  Board  specifically  forbids  any  employee  to  transport  students  for  school 
purposes without prior authorization by the Superintendent. 

 
The Superintendent may develop regulations to govern the use of private vehicles for 
transporting students. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-341 
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E - 2 7 1 1  ©  E E A G - R 
 
 

REGULATION  REGULATION 

STUDENT  TRANSPORTATION  
IN PRIVATE VEHICLES 

 
The use of a private vehicle for transporting students requires written permission 
from the Superintendent. 

 
 This  permission  may  be  in  the  form  of  a  standing  permit  for  employees 
who  use  their  own  vehicles  regularly  for  school  purposes.  The  permit  will  state 
the particular purpose, and whether it includes transportation of students. 

 
 For each special trip involving students, including field trips, a special 
permit must be obtained in advance for the specific trip. 

 
 Each employee authorized to use a private vehicle for school business 
purposes will be required to present proof of insurance to the District. 

 
 No student will be sent on school errands with the student's own vehicle, 
an employee's vehicle, or a District-owned vehicle. 
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E - 2 8 5 0   ©   E E B  
BUSINESS AND PERSONNEL TRANSPORTATION SERVICES 

 
(District Travel Policy) 

Administrative Requirements 

Administrators  shall  be  responsible  for  making  certain  that  the  use  of  school 
vehicles  is  not  abused  inside  or  outside  the  District,  and  it  is  the  responsibility of 
such  administrative  personnel  to  assure  that  all  travel  has  final  approval  from  the 
District  administration  office.  Use  of  private  vehicles  for  school  purposes  must  be 
approved by the Superintendent. 

 
Use of School Vehicles 

 
No school vehicle shall be used for personal business, unless the personal business is 
incidental  to  a  school-related  trip.  On  a  space-available  basis,  an  employee's 
family  may  be  included  on  an  out - of - town  tr ip  i f  approval  is  granted  by  the 
Superintendent.  Only  Governing  Board  members  or  District  employees  may  drive 
the  vehicle.  A  school  vehicle  shall  not  be  taken  to  an  employee's  home  at  night 
unless the employee has permission from the Superintendent. 

 

Use  of  Private  Vehicle  
 
Only when authorized by the Superintendent, a private vehicle may be used at the 
mileage  rate  set  by  the  District,  and  reimbursement  for  mileage  will  be  given  to 
the  owner  of  the  private  vehicle.  Credit  for  mileage  outside  the  District  will  be 
given  for  school  business  only.  An  employee  using  a  private  vehicle  for  a  school 
trip  shall  not  claim  mileage  for  any  purely  personal  use  of  the  vehicle  during  said 
trip. 

 
Accident Report 

 

Any  accident  (no  matter  how  minor)  in  a  school  vehicle  or  in  any  private  vehicle 
wh i le  on  schoo l  bus iness  i s  to  b e  repor ted  immedia te ly  to  the  D is t r i c t 
transportation  office,  or  to  an  administrator  if  the  accident  occurs  after  school 
hours.  The  business  office  shall  immediately  report  the  accident  to  the  District's 
insurance company. 

 

Adopted: date of manual adoption 
 
LEGAL REF.: A.R.S. 15-341 

38-538 
 

CROSS REF.: DKC - Expense Authorization/Reimbursement 
 
 
 
 
 
 
E.V.I.T. SCHOOL DISTRICT NO. 401 Page 1 of 1 



E - 3 0 5 0  ©   E E B D  
BUSINESS TRANSPORTATION RECORDS AND REPORTS 

 
Records  and  reports  will  be  maintained  as  mandated  by  law  or  rules  and  as  may 
be  necessary  to  carry  out  transportation  goals  and  objectives.  The  records  shall 
be available for inspection by the Superintendent and other authorized officials. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-321 

15-901 
15-903 

A.A.C. R17-4-612 
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E - 3 4 5 0   ©   E F E 
COMPETITIVE FOOD SALES / VENDING MACHINES 

 
Vending machines containing confections, soft drinks, and other food items may 
be located on the school campus. 

 
Adopted: date of manual adoption 
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OFFICE SERVICES 

 
All offices in the District shall be open during the school year from 7:30 a.m. until 
4:00  p.m.,  Monday  through  Friday,  except  during  holidays  and  as  otherwise 
stipulated  by  the  Superintendent.  Hours  of  the  working  day  shall  be  assigned  by 
supervisors. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: Arizona Constitution, Article 18, Section 1 
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E  -  3  9  0  0 © E  G  A  D  
COPYRIGHT COMPLIANCE 

 
The  District  does  not  condone  violations  of  the  United  States  copyright  law. 
Subject  to  certain  specific  exceptions,  the  owner  of  a  copyright  has  the  exclusive 
rights  to  reproduce,  distribute,  perform,  or  display  the  copyrighted  work,  or  to 
authorize such reproduction, distribution, performance, or display by others. 

 
An exception to the exclusive rights enjoyed by copyright owners is the doctrine of 
fair  use.  The  fair  use  of  a  copyrighted  work  for  purposes  of  teaching,  scholarship, 
or research is not an infringement of copyright. All of the following factors shall be 
considered in determining fair use: 

 
 The purpose and character of the use, including whether the use is of a 
commercial nature or for nonprofit educational purposes. 

 
 The nature of the copyrighted work. 

 
 The  amount  and  importance  of  the  port ion  used  in  relation  to  the 
copyrighted work as a whole. 

 
 The  effect  of  the  use  upon  the  potential  market  for  or  value  of  the 
copyrighted work. 

 
A  further  exception  shall  be  performance  or  display  of  a  work  by  instructors  or 
students  in  the  course  of  face-to-face  teaching  activities  in  a  classroom  or  other 
similar place devoted to instruction. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: P.L. 94-553 
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E - 3 9 5 0  © E G A E  
MAIL AND DELIVERY SERVICES 

 

 
A  mail  service  system  shall  be  maintained  within  the  District  so  that  in-District 
communications  and  communications  from  outside  sources  may  be  delivered  to 
the intended recipients in the most practicable way. 

 
The  use  of  District  mail  facilities  and  personnel  for  the  distribution  of  materials  and 
communications  shall  be  restricted  to  materials  and  communications  that  further 
the official school business and the educational purposes of the District. 

 
The District shall not be liable for items lost or opened, nor for any damage or 
injury incurred by any individual as a result of the use of this mail service. 

 
The Superintendent may establish procedures for implementation of this policy. 

 
Adopted: date of manual adoption 
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E - 4 3 0 0  ©  E G E  
OFFICE SERVICES RECORDS AND REPORTS 

 
Refer to Policy EHB. 
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DATA / RECORDS RETENTION 
 

(Records Management) 
 

All required records and any other records that are deemed necessary or 
helpful will be prepared in a manner consistent with law and the 
requirements of the Uniform System of Financial Records. An administrative 
records management program approved by the Governing Board shall be 
established and maintained, and copies of retention schedules shall be 
submitted to the Arizona State Library, Archives and Public Records (ASLAPR). 
 
Records management standards adopted by the ASLAPR for the maintenance and 
storage of the District's public records provides for the maintenance and storage of 
records either on paper or in an electronic format, or a combination of paper and 
electronic format  
 
The Governing Board is the custodian of the official copies of all records, required 
or optional, and the Superintendent shall be responsible for protecting such 
records on behalf of the Board. As a part of the records management program, 
the Superintendent may assign management responsibilities to other 
employees by naming the employee positions and a general description of the 
records assigned to their jurisdiction. 
 
Adopted: February 13, 2012 
 
LEGAL REF.: A.R.S. 15-271 

15-272 
15-521 
15-341  
23-721 
23-926 
23-962 
38-421 
38-423 
38-424 
39-101 
39-103 
39-121 
44-1346 et seq 
44-1373 

  A.A.C. R7-2-803 
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REGULATION               REGULATION 

DATA / RECORDS RETENTION 

(Records Management Program) 

Records shall be prepared and managed as outlined below. 

Business and Financial Records 

Management of the following records is the responsibility of the business 
manager: 

 Annual District budget. 

 Audit reports. 

 Financial statements. 

 Capital levy plan. 

 Bids. 

 Contracts (except employment). 

 Deeds. 

 Leases/lease purchases. 

 Inventory (history records of general fixed assets). 

 Records identified in the Uniform System of Financial Records. 

Other District Records 

The current year's records will be kept in the District administration office. 
When practical to do so, but no later than during the second immediate past 
year, all paper records will be grouped, bundled together, and labeled, with 
the disposal date noted on the label. Records created and/or maintained in  
an electronic format will be preserved in a manner approved by the Records  
Management Division of the Arizona State Library, Archives and Public  
Records (ASLAPR). Retention periods noted will refer to the number of 
years after the end of the fiscal year in which the records were made or 
superseded, as specified in the General Retention Schedules for School 
Districts and Charter Schools. 
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REGULATION               REGULATION 
 
All records shall be managed in compliance with the requirements of the 
Records Management Division of the Arizona State Library, Archives, and 
Public Records (ASLAPR). Due to the ongoing process by the ASLAPR to 
revise existing and add new retention schedules for school districts and 
charter schools, the current point-in-time status of records retention 
requirements must be confirmed prior to determining disposition of the 
subject records by accessing the General Retention Schedule for School 
Districts and the Standards and Guidelines for Electronic Records available  
on the ASLAPR website at: 
 

http://www.lib.az.usfrecords/school.aspx 
 

and 
 

http://www.lib.az.usfrecords/Standards and Guidelines.aspx 
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E - 4 5 5 0 © E l  
INSURANCE PROGRAMS / RISK MANAGEMENT 

 
The  Board  has  the  responsibility  to  maintain  an  adequate  property,  casualty,  and 
liability  insurance  program  to  protect  the  property  of  the  District  against  fire, 
vandalism,  and  theft;  to  protect  the  Board  members  and  employees  against 
general  liability  resulting  from  the  discharge  of  their  duties;  and  to  offer  protection 
in  case  of  injury  for  employees  while  acting  in  behalf  of  the  school.  The  Board 
may also authorize a voluntary insurance program for students and employees. 

 
The  responsibility  of  administering  the  total  insurance  program  shall  be  delegated 
to  the  Superintendent,  who  will  seek  and  consider  input  from  the  staff.  Underlying 
such  administrative  delegation,  there  wil l  f irst  be  prepared,  for  review  and 
approval,  specifications  for  insurance  cover age  of  various  types  so  that  the 
insurance  may  be  placed  by  competitive  bid.  Any  recommended  modification  of 
these  specifications  will  be  brought  before  the  Board  for  review  and  action.  The 
District  will  make  every  effort  to  obtain  insurance  at  the  most  economical  cost, 
consistent with required service. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-341 

15-381 
15-382 
15-383 
15-384 
15-386 
15-387 
15-388 

A.G.O. 180-216 
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SECTION F 



F - 0 0 5 0 © F A  
FACILITIES DEVELOPMENT GOALS / PRIORITY OBJECTIVES 

 
Priority in the development of facilities shall be based on identified 
educational needs and on programs developed to meet those needs. 

 
The Board establishes these broad goals for development: 

 
 To  integrate  facilities  planning  with  other  aspects  of  planning  
in  a  comprehensive educational program. 

 
 To base educational specifications for school buildings on 
identifiable learner needs. 

 
 To design for sufficient flexibility to permit program modification or 
the installation of new programs. 

 
 To design school buildings as economically as feasible, providing 
that learner needs are effectively and adequately met by the design. 

 
 To  involve  the  community,  school  staff  members,  available  experts, 
and  the  latest  in  related  current  development  and  research  in  building 
plans and specifications. 

 
 To analyze life-cycle costs as they compare with capital 
expenditures versus a maintenance and operations expense projection. 

 
 To analyze the core facility as it relates to future expansion. 

 
 To design school buildings for community use when 

feasible. Adopted:date of manual adoption 

LEGAL REF.: A.R.S. 15-341 
 
 
15-342 
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R E T I R E M E N T  O F  F A C I L I T I E S 

(Closing a School Facility)  

If it is determined the Board needs to consider closing a school facility the 
Board may consult with the Arizona School Facilities Board (SFB) for 
technical assistance and for information on the impact of closing a school.  
The information provided from the SFB shall not require the Board to take or 
not take any action.  

The Board recognizes the impact closing a school has on the community, the 
students who attend the school being considered, the projected impact on 
other schools in the District, and the District. In response the Board shall 
discuss and consider a proposed school closing at a scheduled Board meeting.  
The Superintendent shall present at a Board meeting demographic data 
related to present and future school facility needs along with information  
related to a school closing.  
Community members shall be provided an opportunity to address the 
consideration at the Board meeting.  

Adopted: February 13, 2012   

LEGAL REF.: A.R.S. 15-341  
 38-431.01 

CROSS REF.: JC — School Attendance Areas 

F-0400                   FCB
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EDUCATIONAL SPECIFICATIONS FOR CONSTRUCTION 

 
In  the  construction  of  new  or  remodeled  educational  facilities,  the  Board 
requires  the  Superintendent  to  develop  a  set  of  comprehensive  educational 
specifications. In conferences with the architect, the  following 
specifications  and  statutory references shall be discussed for design 
inclusion: 

 
 Information concerning the plan of school organization and 
estimated enrollment in the proposed building. 

 
 A description of the proposed curriculum and the teaching methods 
and techniques to be employed. 

 
 A schedule of space requirements, including an indication of 
relative locations of various spaces. 

 
 A desired layout of special areas and the equipment needed for such areas. 

 

 An outline of mechanical features and special finishes 

desired. date of manual adoption 

LEGAL REF.: A.R.S. 34-461 
41-1492 41-2163 

20 U.S.C. 1400 Individuals with Disabilities Act 
29 U.S.C. 704, Rehabilitation Act, Section 504 
42 U.S.C. 12101 The Americans with Disabilities Act 
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NAMING FACILITIES 

In  naming  facilities,  the  District  will  consider  names  derived  from  significant  
geographic  locations,  historical  events,  or  events  of  community  significance,  as 
well as worthy deceased individuals who: 

 
 Have made unique contributions to the District; and 

 
 Have been deceased for at least 10 years. 

 
In  this  policy,  the  word  facil ity  refers  to  any  school  building ,  or  administration 
building. 

 
Adopted:  November 13, 2008 
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PERSONNEL GOALS / PRIORITY OBJECTIVES 
 
The Board  recognizes that dynamic and ef f ic ient s ta f f members 
dedicated   to   education  are  necessary  to  maintain  a  constantly  improving 
educational program. The Board is in terested in i ts  personnel as 
ind iv iduals ,  and  i t  recognizes  i ts  responsibility for promoting the general welfare 
of the staff members. 

 
D u t i e s  o f  t h e s e  s t a f f  m e m b e r s  s h a l l  b e  o u t l i n e d  a n d  a s s i g n e d  b y 
t h e  Superintendent. 

 
Additionally, the Board establishes, as personnel service goals, the following:- 

 
 Recruiting,  selecting,  and  employing  the  best - qualified  personnel  to 
staff  the school system. 

 
 An  employee  appra isal  program  that  wi l l  contr ibute  to  the 
cont inuous  improvement of staff performance. 

 
 Professional  development  and  in- service  training  programs  for 
employees  that will improve their rates of performance and retention. 

 
 Deployment  of  the  available  personnel  to  ensure  that  they  are 
uti l ized  as  effectively as possible within budgetary constraints. 

 
 Human  relationships  necessary  to  obtain  maximum  staff  performance 
and  satisfaction. 

 
 A  staff  compensation  program  suff icient  to  attract  and  retain 
qual i f ied  employees within the fiscal limitations of the District. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-341 

15-502 
15-503 
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EQUAL  EMPLOYMENT  OPPORTUNITY  
 
 
Discrimination  against  an  otherwise  qualif ied  individual  with  a  disabil ity  or 
any  ind iv idua l  by  reason  o f  race,  co lor ,  re l ig ion ,  sex,  age,  or  nat iona l 
o r ig in  i s  prohibited.  Efforts  wil l  be  made  in  recruitment  and  employment  to 
ensure  equal  opportunity in employment for all qualified persons. 

 
Adopted: date of manual adoption 

 

LEGAL REF.: A.R.S. 13-904 
41-1461 
41-1463 
41-1465 

 
CROSS REF.: AC - Nondiscrimination 

ACA - Sexual Harassment 
IHBA - Special Instructional Programs and 

Accommodations for Disabled Students 
3B - Equal Educational Opportunities 
KED - Public Concerns/Complaints about Facilities 

or Services 
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REGULATION REGULATION 

EQUAL EMPLOYMENT OPPORTUNITY 

Compliance Officer 

The  Superintendent  shall  be  the  compliance  off icer.  Any  person  who  feels 
unlawfu l ly  d iscr iminated  against  or  to  have  been  the  v ic t im  of  unlawful 
discrimination  by  an  agent  or  employee  of  the  District  or  who  knows  of  such 
d iscr iminat ion  aga ins t  another  person  shou ld  f i le  a  compla in t  w i th  the 
Superintendent.  If  the  Superintendent  is  the  one  alleged  to  have  unlawfully 
discriminated, the complaint shall be filed with the President of the Board. 

 
Complaint Procedure 

 
The District is committed to investigating each complaint and to taking appropriate 
action  on  all  confirmed  violations  of  policy.  The  Superintendent  shall  investigate 
and document complaints filed pursuant to this regulation as soon as reasonable. In 
investigating the complaint, the Superintendent will maintain confidentiality to  the 
extent reasonably possible. The Superintendent shall also investigate 
incidents  of  policy  violation  that  are  raised  by  the  Governing  Board,  even  though 
no complaint has been made. 

 
If  after  the  initial  investigation  the  Superintendent  has  reason  to  believe  that  a 
violation  of  policy  has  occurred,  the  Superintendent  shall  determine  whether  or  not 
to  hold  an  administrative  hearing  and/or  to  recommend  bringing  the  matter  before 
the Board. 

 
If  the  person  alleged  to  have  violated  policy  is  a  teacher  or  an  administrator,  the 
due-process  provisions  of  the  District's  Policy  GCQF  shall  apply,  except  that  the 
supervising  administrator  may  be  assigned  to  conduct  the  hearing.  In  cases  of 
serious misconduct, dismissal or suspension proceedings in accordance with A.R.S.  15- 
539 et seq. may be initiated. 

 
I f  the  person  al leged  to  have  violated  pol icy  is  a  classif ied  e mployee,  the 
Superintendent may follow due process and impose discipline under Policy GDQD if 
the  evidence  so  warrants.  The  Superintendent  also  may  recommend  a  suspension 
without pay, recommend dismissal, or impose other appropriate discipline. 

 
If the person alleged to have violated policy is a student, the Superintendent may 
impose discipline in accordance with policies JK and JKD. 

 
 
If the Superintendent's investigation reveals no reasonable cause to believe policy 
has been violated, the Superintendent shall so inform the complaining party in writing. 
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EXHIBIT EXHIBIT 
 

EQUAL EMPLOYMENT OPPORTUNITY 
 

COMPLAINT FORM 
(To be filed with the compliance officer as provided in GBA-R) 

 

 
 
Please print: 

 
Name    Date    

 
 
Address 

 

 
Telephone     Another phone where you can be reached 

 
During the hours of 

 
 
I wish to complain against: 

 
 
Name of person, school (department), program, or activity 

 
 
 
 
 
 
 
Address 

 
 
Specify your complaint by stating the problem as you see it. Describe the 
incident, the participants, the background to the incident, and any attempts you 
have made to solve the problem. Be sure to note relevant dates, times, and 
places. 



 
 
 
Date of the action against which you are complaining 

 

 
If there is anyone who could provide more information regarding this, please list 
name(s), address(es), and telephone number(s). 

 
name   address   te lephone   number  

 
 
 
 
 
 
 
 
 
 
 
 
 
The projected solut ion  

 
Indicate  what  you  think  can  and  should  be  done  to  solve  the  problem.  Be  as 
specific as possible. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

I certify that this information is correct to the best of my knowledge. 

Signature of Complainant 
 
The  compliance  officer,  as  designated  in  GBA - R,  shall  give  one  copy  to  the 
complainant and shall retain one copy for the file. 



MEDICAL MARIJUANA STANDARDS  
AND CONDITIONS FOR EMPLOYEES 

For the purpose of this policy, pursuant to Arizona Revised Statutes (A.R.S.) 
36-2801, a qualified medical marijuana cardholder means:  

 A qualifying patient, 

 A designated caregiver, or 

 A nonprofit medical marijuana dispensary agent  

who has an identification card issued by the Arizona Department of Health 
Services related to the medical use of marijuana to treat or alleviate an 
individual's debilitating medical condition or symptoms associated with the 
debilitating medical condition.  

Unless the District would lose a monetary or licensing related benefit under  
federal law or regulations, the School District may not discriminate against a  
person in hiring, termination or imposing any term or condition of 
employment or otherwise penalize a person solely:  

 on the basis of the person's status as a medical marijuana cardholder,  
Or 

 for a positive test for marijuana components or metabolites,  

 unless the person used, possessed or was impaired by marijuana 
on the premises of the place of employment or during the hours 
of employment.  

The District shall not be penalized or denied any benefit under state law for 
employing a registered qualifying patient or a registered designated 
caregiver. [A.R.S. 36-2811]  

Subject to A.R.S. 36-2802, no person is authorized to engage in:  

 undertaking any task under the influence of marijuana that would 
constitute negligence or professional malpractice,  

 possessing or engaging in the medical use of marijuana,  

 on a school bus,

G-0300               GBAB
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 on the grounds of any preschool, elementary school or secondary 
school 

 

 smoking marijuana, 
 

 on any form of public transportation, or 
 

 in any public place. 
 

 Operating, navigating or being in actual physical control of any motor 
vehicle, aircraft or motorboat white under the influence of marijuana, 

 
 except that a registered qualifying patient shall not be considered to 

be under the influence of marijuana solely because of the presence 
of metabolites or components of marijuana that appear in 
insufficient concentration to cause impairment.  

 
 using marijuana in any manner not authorized by Chapter 28.1 of 

Arizona Revised Statutes Title 36. 
 
The District does not allow the ingestion of marijuana in any workplace, 
 

 except that a registered qualifying patient shall not be considered to be 
under the influence of marijuana solely because of the presence of 
metabolites or components of marijuana that appear in insufficient 
concentration to cause impairment. 

 
While performing any duty in the capacity of District employee, an employee  
may be disciplined, up to and including suspension or termination, for ingesting 
marijuana in the workplace or working under the influence of marijuana.  
 
Wherever inconsistencies of interpretation arise, the law and regulations 
prevail.  
 
When District officials have a reasonable belief an employee may be under the 
influence, in possession of or distributing marijuana in a manner not authorized 
by the medical marijuana statutes law enforcement authorities  will be 
informed.  
 

Adopted: February 13, 2012 
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 LEGAL REF.: A.R.S. 13-3401 15-342  
 13-3405 15-512  
 13-3411 15-546  

 15-546  
 36-2801 et seq. , Arizona Medical Marijuana Act 

CROSS REF.: EEAEAA — Drug and Alcohol Testing of Transportation 
Employees  

GBEB — Staff Conduct  
GBEC — Drug-Free Workplace  
GBECA - Nonmedical Use of Abuse of Drugs or Alcohol 
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STAFF  INVOLVEMENT  IN  DECISION  MAKING  

 
It  shall  be  the  policy  of  the  Board  to  encourage  employee  participation  in  the 
decision  making  for  the  District.  The  Superintendent  is  authorized  to  establish 
such  committees  as  necessary  to  recommend  policies  and  regulations  that  will 
enhance the operation of the District. 

 
In  recommending  policies  to  the  Board  and  in  the  development  of  regulations  for 
the  operation  of  the  District,  the  Superintendent  may  involve  at  the  planning 
stage, whenever feasible, any employees who may be affected by such provisions. 

 
The  Superintendent  shall  establish,  with  certificated  and  classified  employees, 
channels  for  the  ready  intercommunication  of  ideas  and  feelings  regarding  the 
operation  of  the  schools.  The  Superintendent  shall  weigh  with  care  the  counsel 
given  by  employees  and  inform  the  Board  of  such  counsel  in  present ing 
recommendations for Board action. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-321 
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STAFF ETHICS 

 

 
(Statement of Ethics for School Employees) 

 
 
All  employees  of  the  District  are  expected  to  maintain  high  stand ards  in  their 
school  relationships.  These  standards  must  be  idealistic  and  at  the  same  time 
practical,  so  that  they  can  apply  reasonably  to  all  staff  members.  The  employees 
acknowledge  that  the  schools  belong  to  the  public  they  serve  for  the  purpose  of 
providing  educational  opportunities  to  all.  However,  every  employee  assumes 
responsibi l i ty  for  providing  leadership  in  the  school  and  community.  This 
responsibility requires the employee to maintain standards of exemplary conduct. It 
must be recognized that the employee's actions will be viewed and appraised by the 
community,  associates,  and  students.  To  these  ends,  the  Board  adopts  the 
following statements of standards. 

 
The school employee: 

 
Makes the well-being of students the fundamental value of all decision 

making and actions. 
 

 Maintains just, courteous, and proper relationships with students, parents, 
staff members, and others. 

 
 Strives for the maintenance of efficiency and knowledge of developments in 
the employee's field of work. 

 
 Fulfills job responsibilities with honesty and integrity. 

 
 Directs  any  criticism  of  other  staff  members  or  of  any  department  of  the 
school  system  toward  improving  the  District.  Such  constructive  criticism  is  to 
be  made  directly  to  the  school  administrato r  who  has  the  responsibility  for 
improving the situation. 

 

 Supports the principle of due process and protects the civil and human 
rights of all individuals. 

 
Obeys  local,  state,  and  national  laws  and  does  not  knowingly  join  or 

support  organizations  that  advocate,  directly  or  indirectly,  the  overthrow  of  the 
government. 

 
 Implements the Governing Board's policies and administrative rules and 
regulations. 
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Refrains from using school contacts and privileges to promote partisan 
politics, sectarian religious views, or selfish propaganda of any kind. 

 
 
 
 

 Pursues appropriate measures to correct any laws, policies, or regulations 
that are not consistent with sound educational goals. 

 
 Avoids using position for personal gain through political, social, religious, 
economic, or other influence. 

 
 Maintains the standards and seeks to improve the effectiveness of 
the profession through research and continuing professional development. 

 
 Stresses the proper use and protection of all school properties, equipment, 
and materials. 

 
 Honors all contracts until fulfillment or release. 

 
In  the  performance  of  duties,  employees  shall  keep  in  confidence  such  information 
as  they  may  secure  unless  disclosure  serves  District  purposes  or  is  required  by 
law. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.A.C. R7-2-205 
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STAFF CONFLICT OF INTEREST 

 
Employment  of  Close  Relatives  

 
No  person  employed  by  the  District  may  be  directly  evaluated  by  a  close  relative 
(father,  mother,  son,  daughter,  sister,  brother,  or  spouse).  This  policy  will  apply 
for summer or part-time work as well as for full-time employment. 

 
A  dependent  of  a  Board  member  (a  person  more  than  half  of  whose  support  is 
obtained from a Board member) cannot be hired in the District except by consent of 
the Board. The spouse of a Board member cannot be employed by the District. 

 
 
Business  Relations  

 
Any  employee  who  has,  or  whose  relative  has,  a  substantial  interest  in  any 
decision  of  the  District  shall  make  known  this  interest  in  the  official  records  of  the 
District, and shall refrain from participating in any manner as an employee in such a 
decision. 

 
 
Vendor Relations 

 
No  employee  of  the  District  will  accept  gifts  from  any  person,  group,  or  entity 
doing,  or  desiring  to  do,  business  with  the  District.  The  acceptance  of  any 
business-related  gratuity  is  specifically  prohibited,  except  for  widely  distributed, 
advertising items of nominal value. 

 
This  policy  should  not  be  construed  to  deem  unacceptable  inexpensive  novelty 
advertising  items  of  general  distribution.  Acceptance  of  business  lunches  and 
holiday gifts for general consumption are acceptable under this policy. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-323 

15-421 
15-502 
38-481 
38-501 et seq. 
38-503 

 
CROSS REF.: BCB - Board Member Conflict of Interest 
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EXHIBIT  EXHIBIT 

STAFF CONFLICT OF INTEREST 
 

  , do hereby indicate: 
 

 
1. That I am presently an officer/employee of the East Valley Institute of 

Technology #401; 
2. That I (or my relative[s]: 

  ) have a substantial 
interest  in  the  contract,  sale,  purchase,  or  service  to  or  decision  by  the  East  Valley 
Institute of Technology #401Governing Board as described below. 

3. That  I  shall  refrain  from  participating  in  any  manner  in  my  capacity  as  an 
employee  or  officer  of  the  East  Valley  Institute  of  Technology  #401  in  such  
contract,  sale,  purchase,  service  to,  or  decision  by  the  Governing  Board  unless 
specifically permitted to do so by law. 

 
 
 
 

Date Signature 
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STAFF CONDUCT 

 
All  employees  of  the  District  are  expected  to  conduct  themselves  in  a  manner 
consistent with effective and orderly education and to protect students and District 
property.  No  employee  shall,  by  action  or  inaction,  disrupt  any  legal  District 
activity or encourage any such disruption. No employee, other than one who has 
obtained  authorization  from  the  appropriate  school  administrator,  shall  carry  or 
possess a weapon on school grounds. All employees shall at all times attempt to 
maintain  order,  abide  by  the  policies,  rules,  and  regulations  of  the  District,  and 
carry out all applicable orders issued by the Superintendent. 

 

 
Potential consequences to employees of the District who violate these rules may 
include, but are not limited to: 

 

 
 Removal from school grounds. 

 
 

 Both civil and criminal sanctions, which may include, but are not limited to, 
criminal proceedings under Title 13, Chapter 29, Arizona Revised Statutes. 

 
 

 Warning. 
 
 

 Reprimand. 
 

 
 Suspension. 

 
 

 Dismissal. 
 
 

 Having consideration given to any such violations in the determination of or 
establishment of any pay or salary in later contracts or employment, if any. 

 
 

Use of Physical Force by Supervisory Personnel 
 
 

Any administrator, teacher, or other school employee entrusted with the care and 
supervision  of  a  minor  may  use  reasonable  and  appropriate  physical  force  upon 
the  minor  to  the  extent  reasonably  necessary  and  appropriate  to  maintain  order. 
Similar physical force will be appropriate in self-defense,  in  the  defense of other 
students  and  school  personnel,  and  to  prevent  or  terminate  the  commission  of 
theft or criminal damage to the property of the District or the property of persons 
lawfully on the premises of the District. 
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The  threat  or  use  of  physical  force  is  not  justif ied  as  a  response  to  verbal 
provocation  alone,  nor  when  the  degree  of  physical  force  used  is 

disproportionate  to  the  circumstanc es  or  exceeds  that  necessary  to  avoid 
in jury  to  oneself  or  to  others or to preserve property at risk. 

 
Adopted: date of manual adoption 

 

LEGAL REF.: A.R.S. 13-2911 
13-3102 
13-3111 
13-3411 
15-341 
15-342 
15-507 
15-509 
15-514 
15-521 
38-531 
38-532 
41-770 

A.A.C. R7-2-205 
 
 
CROSS REF.: GCF - Professional Staff 

Hiring JK - Student Discipline 
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REGULATION REGULATION 

 

STAFF CONDUCT 
 

 
 
No employee, while on or using school property, otherwise acting as an agent, or 
working in an official capacity for the District shall engage in: 

 

 Physical or verbal abuse of, or threat of harm to, anyone. 
 

 Causing  damage,  or  threat  of  damage,  to  property  of  the  District  or 
property  of  a  member  of  the  community  or  a  visitor  to  the  school  when  the 
property is located on premises controlled by the District. 

 

 Forceful  or  unauthorized  entry  to  or  occupation  of  District  facilities, 
including buildings and grounds. 

 
 Use, possession, distribution, or sale of alcohol or of drugs or other illegal 
substances. 

 
 Use of profane or abusive language, symbols, or conduct.  

 Failure  to  comply  with  lawful  direction  of  District  officials,  security officers,
or  any  other  law- enforcement  officer,  or  failure  to  identify  oneself  to  such 
officials or officers when lawfully requested to do so. 

 

 The  carrying  or  possession  of  a  weapon  on  school  grounds  without 
authorization from the appropriate school administrator. 

 

A violation of District policies and regulations. 
 

Any  conduct  violating  federal,  state,  or  applicable  municipal  law  or 
regulation. 

 
 Any  other  conduct  that  may  obstruct,  disrupt,  or  interfere  with  teaching, 
research, service, administrative, or disciplinary functions of the District, or any 
other activity sponsored or approved by the Board. 

 

In addition to the foregoing, all staff members are expected to: 
 

Thoroughly acquaint themselves with the rules, regulations, and other 
information applicable to them contained within the policies of the Board. 

 
Conduct themselves in a manner consistent with effective and orderly 

education and to protect the students and the District property. 
 

 Maintain order in a manner consistent with District policies and regulations. 
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 Comply  prompt ly  wi th  a l l  orders  of  the  Super intendent  and  the 
administrator who is their immediate supervisor. 

 
 Dress and maintain a general appearance that reflects their position and 
does not detract from the educational program of the school. 

 
 Comply with the requirement of A.R.S. 15-515 by immediately reporting to 
the Superintendent or the administrator who is their immediate supervisor: 

 
 A violation of A.R.S. 13-3102 [possession of a deadly weapon on school 
grounds]. 

 
 A   violation   of   A.R.S.   13-3111  [possession   of   a   firearm   by   a   minor 
without  authorization  (in  Maricopa  and  Pima  Counties  and  where  otherwise 
adopted by local ordinance)]. 

 
 A  violation  of  A.R.S.  13 - 3411  [possession,  use,  or  intent  to  sel l 
marijuana, peyote, or dangerous or narcotic drugs, or intent 
to  sell  prescription- only  drugs  in  a  drug - free  school  zone  (i.e.,  school 
grounds and the area within 300 feet and public property within 1,000 feet of 
school grounds, the area at a school bus stop, and a school bus)]. 

 
Any  administrator  receiving  a  report  of  a  violation  of  A.R.S.  13-3102,  13-3111,  or 
13-3411  shall  immediately  report  such  violation  to  a  peace  officer  in  compliance 
with A.R.S. 15-515. 

 
Employees of the District who violate these rules are subject to disciplinary action. 
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STAFF CONDUCT WITH STUDENTS 
 

Employees  are  expected  to  exercise  general  supervision  over  the  conduct  of 
students,  not  only  during  school,  but  also  before  and  after  school  and  at  all 
school-sponsored  events,  including  those  off  campus.  At  all  times  teachers  and 
other   staff   members   will   accord   students   the   dignity   and   respect   that   they 
deserve and avoid embarrassing any student unnecessarily. 

 
Students  are  expected  to  regard  all  school  employees  as  individuals  who  are 
employed  to  provide  direct  or  indirect  cont ributions  to  learning.  While  students 
are  to  have  considerable  latitude  in  making  choices  for  themselves,  they  shall  be 
required  to  respect  the  rights  of  all  school  employees  and  other  students,  and 
interference with those rights will not be tolerated. 
Students  shall  not  have  the  right  to  interfere  with  the  efforts  of  instructional  staff 
members  to  coordinate  or  assist  in  learning,  to  disseminate  information  for 
purposes  of  learning,  or  to  otherwise  implement  a  learning  program.  Nor  shall  a 
student  have  the  right  to  interfere  with  the  motivation  to  learn  or  the  learning 
activities  and  efforts  of  other  students.  No  student  shall  have  the  right  to  interfere 
with or disrupt any employee's work activities. 

 
All  personnel  employed  by  the  District  are  expected  to  relate  to  students  of  the 
Distr ict  in  a  manner  that  maintains  social  and  moral  patterns  of  behavior 
consistent with community standards and acceptable professional conduct. 

 
 By way of further definition of staff - to - student misconduct, prohibited 

behaviors include, but may not be limited to the following: 
 

 Touching the student on or near the sexual parts (on or near the breast; on 
or near the genitals). 

 
 Causing the student to touch the adult on or near sexual parts. 

 
 Showing a student pornography or any material deemed harmful to minors. 

 
 Exposing sexual parts to the student or causing the student to do the same 

to the adult. 
 

 Having oral sexual contact with the student. 
 

 Having sexual intercourse. 
 

 Asking questions about the student's sexual activities. 
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 Sexual hugging or caressing or kissing. 
 

 Entering into a discussion with a student about any of the above in  which  the 
student  is  requested,  or  suggested,  to  participate  in  any  of  those activities 
with the adult or other person. 

 
 Touching or stroking the face, neck, hair, hands, or any other part of the  body 

that  m ay  be  perceived  by  the  student  as  uncomfortable,  unwanted, and 
possibly sexual advancement or pursuit. 

 
Relat ionships  between  staff  members  and  students  that  include  "dating,"  
"courtship,"  or  "romantic  involvement"  are  prohibited.  These  behaviors  deviate 
from  ethical  or  professional  standards  and  shall  be  deemed  unacceptable  and 
contrary to the expectations of District governance. 

 
Staff/student  relationships  shall  reflect  mutual  respect  between  staff  members  and 
students  and  shall  support  the  dignity  of  the  entire  profession  and  educational 
process. 

 
Violations of the above shall be considered serious and may result in severe 
disciplinary action. 

 
Adopted: November 13, 2008 

 
LEGAL REF.: A.R.S. 15-321 

15-341 
15-514 

 
CROSS REF.: MC - Student Conduct 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
E.V.I.T. SCHOOL DISTRICT NO. 401 Page 2 of 2 



G - 0 9 0 0 G B E B C  
GIFTS TO AND SOLICITATIONS BY STAFF MEMBERS 

 
Gifts 

 
Students,  parents,  and  other  patrons  of  the  District  shall  be  discouraged  from  the 
routine  presentation  o f  gifts  to  employees.  This  shall  not  be  interpreted  as 
intended  to  discourage  acts  of  generosity  in  unusual  situations,  and  simple 
remembrances  expressive  of  affection  or  gratitude  shall  not  be  regarded  as 
violations of this policy. 

 
Gifts  to  students  by  staff  members  shall  be  discouraged.  Simple  remembrances 
on certain occasions to all students in a class or section shall not be regarded as a 
violation of this policy. 

 

 
Solicitations 

 
A  school  employee's  position  in  the  District  shall  not be used to influence parents 
or  students  to  purchase  books  or  other  merchandise,  except  for  materials 
approved by the Superintendent for use in the classroom. 

 
Staff-member  solicitation(s)  of  other  employees  and/or  students  for  any  profit, 
nonprofit,  or  c haritable  groups,  institutions,  or  organizations  must  have  the 
approval of the Superintendent in advance. 

 

No other solicitations shall be made by or of employees during official duty time. 
 

Adopted: date of manual adoption 
 

 
LEGAL REF.: A.R.S. 15-321 
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G-0950 GBEC 
 

 
 

ALCOHOL A  N  D DRUG  -  FREE  WORKPLACE  
 
 
The  use  or  possession  of  in tox icants  or  i l legal  drugs  on  school  proper ty  
or  at  school  events  is  prohib i ted.  

 
 
No  employee  shal l  v io late  the  law  or  Dis t r ic t  pol icy  in  the  manufacture, 
distribution,  dispensing,  possession,  or  use,  on  or  in  the  workplace,  of  alcohol  or 
any  narcotic  drug,  hallucinogenic  drug,  amphetamine,  barbiturate,  marijuana,  or 
any  other  controlled  substance,  as  defined  in  schedules  I  through  V  of  section  202 
of  the  Controlled  Substances  Act (21 U.S.C. 812) and  as  further  defined  by 
regulation at 21 C.F.R. 1300.11 through 1300.15. 

 

 

Any  person  in  violation  of  this  policy  shall  be  subject  to  removal  from  school  property, 
shall be subject to prosecution in accordance with the provision of the law, and shall be 
subject to discipline, which may include, but is not limited to, dismissal.   A staff member 
who  apparently  has  consumed  alcoholic  beverages  or  illegal  drugs  on  or  off  school 
property and/or before a school activity will not be allowed to be on school property or to 
participate in school activities.  If a drug or urine test reveals that illegal drugs are in one’s 
system,  the  person  is  in  violation  and  subject  to  the  consequences  listed  in  this 
paragraph. 

 
Workplace  includes  any  school  building  or  any  school  premises  and  any  school- 
owned  vehicle  or  any  other  school - approved  vehicle  used  to  transport  staff 
members  or  students  to  and  from  school  or  school  activit ies  or  on  school 
business. Off school property, the workplace includes any school-sponsored or school- 
approved  activity,  event,  or  function  where  students  or  staff  members  are  under 
the   jurisdiction   of   the   District.   In   addition,   the   workplace   shall   include   all 
property  owned,  leased,  or  used  by  the  District  for  any  educational  or  District 
business purpose. 

 
Any employee who has  been convicted under any  criminal  drug  statute  for  a 
violation  occurring  in  the  workplace,  as  defined  above,  shall  notify  the  supervisor 
within five days thereof that such conviction has occurred. 

 
As a condition of employment, each employee shall abide by the terms of the 
District policy respecting a drug-free workplace. 

 
Adopted: November 13, 2008 
LEGAL REF.: A.R.S. 13-2911 

13-3401 et seq. 
15-341 

P.L. 100-690 Title V, Subtitle D. 
34 C.F.R. Part 85 

 

 
A.A.C. R7-2-312 

CROSS REF.: EEAEAA-Drug and Alcohol Testing of Transportation Employees 
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G-0981 GBEC-EA 
 
 

EXHIBIT  EXHIBIT 

D R U G  -  F R E E  W O R K P L A C E  
 

NOTICE TO EMPLOYEES 
 
 

YOU ARE HEREBY NOTIFIED that it is a violation of Policy GBEC for any employee 
to  violate  the  law  or  District  policy  in  the  manufacture,  distribution,  dispensing, 
possession,  or  use,  on  or  in  the  workplace,  of  alcohol  or  any  narcotic  drug, 
hallucinogenic   drug,   amphetamine,   barbiturate,   marijuana,   or   any   other   controlled 
substance,  as  defined  in  schedules  I  through  V  of  section  202  of  the  Controlled 
Substances  Act  (21  U.S.C.  812)  and  as  further  defined  by  regulation  at  21  C.F.R. 
1300.11 through 1300.15. 

 
Workplace  includes  any  place  where  work  is  performed,  including  a  school  building 
or  other  school  premises;  any  school-owned  vehicle  or  any  other  school-approved 
vehicle  used  to  transport  students  to  and  from  school  or  school  activities;  and  off 
school  property  during  any  school-sponsored  or  school-approved  activity,  event,  or 
function,  such  as  a  field  trip  or  athletic  event,  where  students  are  under  the 
jurisdiction  of  the  District.  In  addition,  the  workplace  shall  include  all  property 
owned, leased, or used by the District for any educational purpose. 

 
YOU  ARE  FURTHER  NOTIFIED  that  it  is a  condition  of  your  employment  that  you 
will  comply  with  Policy  GBEC,  and  will  notify  your  supervisor  of  your  conviction 
under  any  criminal  drug  statute  for  a  violation  occurring  in  the  workplace,  not  later 
than 5 days after such conviction. 

 
Any  employee  who  violates  the  terms  of  the  District's  drug-free  workplace  policy  in 
any  manner  is  subject  to  discipline,  which  may  include,  but  is  not  limited  to, 
dismissal and/or referral for prosecution. I  have  been  provided  with  two  (2)  copies 
of  this  Notice  to  Empl oyees  for  my  review  and  signature.  I  understand  that  a  
signed  copy  wil l  be  placed  in  my  personnel file. 

Signature Date 
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G - 0 9 8 2 G B E C - E B  
 
 

EXHIBIT EXHIBIT 
 

DRUG - FREE WORKPLACE 
 

In order to comply with federal funding requirements, the District shall: 
 

 Gather  information  relative  to  availability  of  local  community  drug  and 
alcohol  counseling,  rehabilitation,  and  reentry  programs  that  are  available 
to employees and make such information available to employees. 

 
 Provide each employee a copy of standards of conduct and the statement  of 

disciplinary  sanctions  that  apply  to  alcohol  and  drug  violations.  Use  exhibit 
GBEC - EA  to  not i fy  employees  that  compliance  with  such  standards  
is  mandatory. 

 
The District should perform a biennial review of the programs to: 

 
 Ensure that disciplinary sanctions for employees are consistently enforced. 

 
 Determine program effectiveness and implement change to the program if 

needed. 
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N O N M E D I C A L  U S E  O R  A B U S E  O F  
DRUGS OR ALCOHOL 

The District's posture in dealing with employees who engage in the 
nonmedical use of drugs and/or the abuse of alcohol is to be one of 
constructive confrontation in a supportive environment and supportive 
relationship. This approach is based on the following premises: 

 Each employee is responsible for the employee's own actions. 

 Each employee is a role model for students. 

 Each employee who seeks help is to be given the opportunity to do so in a 
supportive environment. 

 The District shall not ignore employee problems. 

 Constructive confrontation will be utilized to make employees aware of 
opportunities and choices for help. 

 Efforts to maintain confidentiality will be made by the District. 

 Outside referrals to nonschool personnel will be provided, at employee 
expense, to employees who indicate an interest. 

 Employees will be required to provide information on progress in 
dealing with problems. 

 Supervisory staff members will receive orientation on methods of 
constructive confrontation. 

 Opportunities for self-referral will be provided. 

 As recommended by outside professional sources, the District will 
consider support to an employee during reentry into the workplace. 

 The District's right to intervene is based on (1) a basic concern for the 
health and welfare of the persons whom it employs and (2) the right to 
expect quality job performance. 

 School employees are human and should not be considered any less 
vulnerable or immune to human stress than any other person. 

 In spite of the above, school employees whose nonmedical use of drugs 
or use of alcohol endangers the health and safety of students or other 
employees may of necessity be dealt with summarily. 

G-1000           GBECA
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Employee  Drug Use  or  Abuse  

The nonmedical possession or use or abuse of drugs and/or use of alcohol is 
forbidden on school property or at school-sponsored activities away from 
school property. Employees determined to be in possession of, using, or 
abusing drugs or using alcohol shall be reported immediately to the principal or  
other  person in charge.  The Superintendent  shal l  be notif ied 
immediately. 
 

The Superintendent will conduct an investigation in consultation with legal 
counsel as necessary. If the investigation shows sufficient evidence to 
suggest that the employee was involved with distribution or otherwise in 
violation of the law, law enforcement authorities shall be notified. If the 
results of the investigation show that the employee's actions endangered the 
health and/or safety of students or other employees, the Superintendent shall 
take disciplinary action or recommend disciplinary action to the Board in 
accordance with existing policies and statutes. If the results of the 
investigation suggest that the employee be provided options under the 
provisions of this policy, the Superintendent shall so direct the immediate 
supervisor of the employee. 
 

Medical Marijuana 

The District may not discriminate against a person in hiring, termination or 
imposition of any term or condition of employment or otherwise penalize a 
person on the basis of:  

 the person's status as an eligible medical marijuana cardholder, or 

 as a registered qualifying patient, having a positive drug test for 
marijuana components or metabolites, unless the person used,  
possessed or was impaired by marijuana on District premises or during 
the person's hours of employment with the District,  

unless a failure to do so would cause the District to lose a monetary or 
licensing related benefit under federal law or regulations.  

The Arizona Medical Marijuana Act does not authorize any person to engage in 
the following conduct:  

 Undertaking any task under the influence of marijuana that would 
constitute negligence or professional malpractice.  

 Possessing or engaging in the medical use of marijuana:  

 On a school bus.  
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 On the grounds of any preschool or primary or secondary school.  

 Smoking marijuana:  

 On any form of public transportation.  

 In any public place.  

 Operating, navigating or being in actual physical control of any motor  
vehicle, aircraft or motorboat while under the influence of marijuana, 
except that a registered qualifying patient shall not be considered to be  
under the influence of marijuana solely because of the presence of 
metabolites or components of marijuana that appear in insufficient  
concentration to cause impairment  

 Using marijuana in any manner other than as authorized by the 
Arizona Medical Marijuana Act.  

Adopted: February 13, 2012 
LEGAL REF.:  A.R.S.  13-2911 

13-3401 et seq. 
15-341 
23-493  
23-493.03  
36-2801 et seq.  

41 U.S.C. 702, Drug-free workplace requirements for Federal 
grant recipients. 

34 C.F.R. Part 85 

CROSS REF.: EEAEAA - Drug and Alcohol Testing of Transportation 
Employees 

GBAB - Medical Marijuana Standards and Conditions for  
Employees  

G-1000            GBECA
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G  -  1  0  5  0 G  B  E  C  B  
ALCOHOL USE BY STAFF MEMBERS 

 
(Illegal Drugs) 

 
 
 

The use or possession of intoxicants or illegal drugs on school property or at 
school events is prohibited. 

 
Any person in violation of the provisions of the above paragraph shall be subject to 
removal  from  school  property  and  shall  be  subject  to  prosecution  in  accordance 
with the provisions of the law. 

 
Staff  members  of  the  District  who  are  in  violation  of  the  provisions  of  this  policy 
shall  be  subject  to  disciplinary  actions  in  accordance  with  the  provisions  of  school 
regulations. 

 
A  staff  member  who  apparently  has  consumed  alcoholic  beverages  or  illegal  drugs 
on  or  off  school  property  and/or  before  a  school  activity  will  not  be  allowed  to  be 
on  school  property  or  to  participate  in  school  activities.  Staff  members  who  violate 
this  po l icy  wi l l  be  subject  to  the  same  penalt ies  as  for  possession  and/or  
consumption on school property. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-321 

15-341 
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G  -  1  1  0  0 G  B  E  D  
SMOKING BY STAFF MEMBERS 

 
The possession or use of tobacco products is prohibited in the following locations: 

 
 School grounds. 

 
 School buildings. 

 
 School parking lots. 

 
 School playing fields. 

 
 School buses and other District vehicles. 

 
 Off-campus school-sponsored events. 

 
Under the provisions of A.R.S.  36- 798.03, a person who violates the 
prohibition is  guilty of committing a petty offense. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 13-3622 

15-341 
36-798.03 

20 U.S.C. 6083 
 

CROSS REF.:   JICG - Tobacco Use by Students 
KFAA - Smoking on School Premises at Public Functions 
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STAFF USE OF DIGITAL COMMUNICATIONS AND ELECTRONIC DEVICES 
 

Social media is the use of web-based and mobile technologies to communicate through 
interactive dialogue.  Social media technologies include but are not limited, to blogs, picture-
sharing, vlogs, wall-postings, e-mail, instant messaging, music-sharing, crowdsourcing, 
Facebook, LinkedIn, My Space, Twitter, You Tube, and any successor protocol to transmit 
information.  Mobile technologies are any devices that: transmit sounds, images, texts, 
messages, videos, or electronic information; electronically records, plays, or stores information; 
or accesses the Internet, or private communication or information networks.  Current examples 
are Smartphones such as BlackBerry, Android, iPhone, and other such mobile technologies and 
subsequent generations of these and related devices. 

The Governing Board recognizes how web-based and mobile technologies are fundamentally 
changing opportunities to communicate with individuals or groups and how their use can 
empower the user and enhance discourse.  The Board equally recognizes that the misuse of 
such technologies can be potentially damaging to the District, employees, students and the 
community.  Accordingly, the Governing Board requires all employees to adhere to adopted 
policies and to utilize digital communications and electronic devices in a professional manner at 
all times. 

Nothing in this policy shall be interpreted to interfere with employee speech rights established 
under the United States Constitution, the Arizona Constitution, or applicable legal precedent. 

The Board establishes the following parameters: 

District employees  

 shall adhere to all Governing Board policies related to technologies including but not 
limited to the use of District technology, copyright laws, student rights, parent rights, the 
Family Educational Rights and Privacy Act (FERPA), staff ethics, and staff-student 
relations; 

 shall not communicate with students via personal devices or social media for any 
purpose other than school sponsored, extra-curricular activities or events; 

 shall allow the District access to any technologies used to communicate with students 
and District staff; 

 shall not use District owned or provided technologies to endorse or promote a product, a 
political position, a political candidate or a cause, except a cause supported by the 
district; 

  in all instances must be aware of his/her association with the District and ensure the 
related content of any posting is consistent with how they wish to present themselves to 
colleagues, community members, parents and students; 

  shall not use District logos or District intellectual property without the written approval of 
the Superintendent or Superintendent’s Designee; 

 shall use technologies to enhance and add value to communications with District 
students, parents and staff and be respectful of those with whom they communicate; 



G-1200         GBEF 

E.V.I.T. SCHOOL DISTRICT NO. 401    Page 2 

 shall immediately report all misuse or suspected misuse of technology to their direct 
supervisor/administrator who in turn will immediately report to the Superintendent; 

 shall comply with all applicable records management parameters established by Arizona 
State Library, Archives and Public Records. 

The Superintendent or Superintendent’s Designee shall communicate the above to all 
employees of the District at the beginning of each school year and to newly hired employees as 
part of the hiring process. 

The Superintendent shall establish which technologies are approved for use by employees to 
communicate with parents and students.  Approved technologies shall be communicated to the 
Board and employees prior to the start of every school year, to newly elected Board members 
prior to taking office, and to newly hired employees as part of the hiring process.   

The Superintendent shall determine which records retention and management guidelines as 
established by the Arizona State Library, Archives and Public Records are applicable to this 
Board policy and communicate these guidelines to the Board and employees prior to the start of 
every school year, to newly elected Board members prior to taking office, and newly hired 
employees as part of the hiring process. 

Violations of this policy may result in disciplinary action up to and including termination and may 
constitute a violation of federal or state law in which case appropriate law enforcement shall be 
notified.  The Superintendent shall report violations of this policy to the Board and shall make 
reports to the appropriate law enforcement agency when determined necessary. 

LEGAL REF.:    A.R.S. 15-341   
                                     15-514 
CROSS REF.:  GBEA - Staff Ethics      
                         GBEB - Staff Conduct  
                         GBEBB - Staff Conduct With Students 
                         GBI - Staff Participation in Political Activities 
                         GCQF - Discipline, Suspension, and Dismissal of Professional Staff Members 
                         GDQD - Discipline, Suspension, and Dismissal of Support Staff Members 
                         JIC - Student Conduct  



G - 1 3 0 0 G B G B  
STAFF PERSONAL SECURITY AND SAFETY 

 
 

Threats 
 

The  Superintendent  shall  establish  procedures  that  provide  for  the  protection  of 
any  employee  who  is  threatened  with  harm  by  an  individual  or  a  group  while 
carrying out assigned duties. 

 

 
Eye Protective Devices 

 
The  Superintendent  shall  establish  procedures  for  every  student,  teacher,  and 
visitor  in  public  schools  that  shall  require  the  wearing  of  appropriate  eye  protective 
ware  while  participating  in  or  when  observing  vocational,  technical,  industrial  arts, 
art, or laboratory science activities. 

 
The Board shall equip the schools with eye protective ware. 

 
Schools may receive and expend federal, state, and local monies to provide eye 
protective devices. 

 
Adopted: date of manual adoption 

 
 

LEGAL REF.: A.R.S. 13-1203 
 

13-1204 
 

13-2911 
 

15-151 
15-507 
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G-1311 GBGB-R 
 
 

REGULATION REGULATION 
 

STAFF  PERSONAL  SECURITY 
AND SAFETY 

 
Threats 

 
Any  employee  who  is  threatened  with  harm  by  an  individual  or  a  group  while 
carrying  out  assigned  duties  shall  immediately  notify  the  building  principal  or 
supervisor.  The  pr incipal  or  supervisor  shal l  then  immediately  not i fy  the 
Superintendent's  office  of  the  threat  and  together  they  shall  take  immediate steps 
in  cooperation  with  the  employee  to  provide  every  reasonable  precaution  for  the 
employee's  safety.  Precautionary  steps,  including  any  advisable  legal  action,  shall 
be reported to the Superintendent's office at the earliest possible time. 

 
Eye  Protect ive  Devices  

 
Every  student,  teacher,  and  visitor  in  public  schools  shall  wear  appropriate  eye 
protective  ware  while  participating  in  or  when  observing  vocational,  technical, 
industrial arts, art, or laboratory science activities involving exposure to: 

 

 Molten metals or other molten materials. 
 

 Cutting, shaping, and grinding of materials. 
 

 Heat treatment, tempering, or kiln firing of any metal or other materials. 
 

 Welding fabrication processes. 
 

 Explosive materials. 
 

 Caustic solutions. 
 

 Radiation  materials.  The Board shall equip the 

schools with eye protective ware. 

Schools may receive and expend federal, state, and local monies to provide eye 
protective devices. 

 
For  purposes  of  this  procedure,  eye  protective  ware  means  devices  meeting  the 
standards  of  the  U.S.A.  Standard  Safety  Code  for  head,  eye,  and  respiratory 
protection,  Z21-1959,  and  subsequent  revisions  thereof,  approved  by  the  United 
States of America Standards Institute, Inc. 
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G  -  1  3  5  0 © G  B  G  C  
EMPLOYEE  ASSISTANCE  

 
All  employees  shall  be  covered  by  workers'  compensation  insurance  for  any 
accident  while  on  assignment,  including  an  accident  on  school  property  or  while  on 
official  business  off  school  property.  An  employee  must  report  any  such  accident 
to  the  supervisor's  office  immediately,  since  a  report  on  the  time  of  the  accident, 
persons involved, and how it happened is required. 

 
Employees  may  be  required  by  the  Superintendent,  for  purposes  of  employment  or 
retention,  to  submit  to  such  tests  or  examinations  as  a  licensed  physician  deems 
appropriate. 

 
When,  in  the  opinion  of  the  immediate  supervisor  and/or  the  Superintendent,  the 
employee's  physical  or  emotional  condition  warrants,  the  District  may  require  a 
complete  examination,  at  District  expense,  by  a  licensed  physician  selected  by  the 
District. 

 
The  Superintendent  shall  have  procedures  for  complying  with  the  requirements  of 
the  Occupational  Safety  and  Health  Administration  (OSHA),  including  an  exposure- 
cont rol  plan,  methods  of  compliance,  work- practice  controls,  postexposure 
evaluation  and  follow- up,  and  administering  vaccine  to  employees  exposed  to 
Hepatitis B virus. 

 
All  employees  who  as  a  result  of  their  employment  have  had  significant  exposure 
to  bloodbor ne  pathogens  (Hepatitis  B/Human  Immunodeficiency  Virus)  are 
required  to  report  the  details  of  the  exposure  in  writing  to  the  District  and  are 
required  to  follow  postexposure  evaluation  and  follow-up  activities  in  accordance 
with  Arizona  and  federal  laws.  An  employee  who  chooses  not  to  complete  these 
reporting requirements will be at risk of losing any claim to rights. 

 
Adopted: date of manual adoption 

 

LEGAL REF.: A.R.S. 15-505 
23-901 
23-902 
23-906 
23-908 
23-961 
23-962 

 

 
CROSS REF.: EBBB - Accident Reports 
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G-1361 GBGC-R 
 
 

REGULATION REGULATION 
 
 
 
 
 

EMPLOYEE ASSISTANCE 
 

Any  employee  who  has  an  accident,  no  matter  how  s l ight ,  whi le  on  duty 
shal l  noti fy  the  super visor  immediately,  but  in  no  case  longer  than  twenty - 
four  (24)  hours  following  the  incident.  Failure  to  follow  this  procedure  could 
result  in  the  loss of workers' compensation benefits. 

 
After  being  notified  by  an  employee,  the  supervisor  shall  complete  and 
submit  the  Report of Industrial Injury to the District office. 

 
The  business  office,  upon  receiving  the  supervisor's  report,  shall,  within  ten  
(10)  days  af ter  not i f icat ion,  submit  the  Report  of  Industr ia l  In jury  to  the 
insurance  carrier. 

 
LEGAL REF.: A.R.S. 23-908 

 

 
CROSS REF.: EBBB - Accident Reports 
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EXHIBIT EXHIBIT 
 

EMPLOYEE ASSISTANCE 
 

(Bloodborne Pathogen Requirements) 

Exposure Control Plan 

Employee(s)  wi th  occupat ional  exposure  to  human  b lood,  human  b lood 
components,  products  made  from  human  blood,  or  pathogenic  microorganisms, 
including  but  not  l imited  to  Hepatit is  B  virus  or  HIV,  shall  comply  with  this 
Exposure Control Plan designed to eliminate or minimize employee exposure. 

 
This Exposure Control Plan contains the following elements: 

 
 The exposure determination outlined below. 

 

 The schedule and method of implementation. 
 The procedure for the evaluation of circumstances surrounding exposure. A 

 
copy of this Exposure Control Plan shall be accessible to employees. 

 
This  Exposure  Control  Plan  shall  be  reviewed  and  updated  at  least  annually  and 
whenever  necessary  to  reflect  new  or  modified  tasks  and  procedures  that  affect 
occupational  exposure,  and  to  reflect  new  or  revised  employee  positions  with 
occupational exposure. 

 
This  Exposure  Control  Plan  shall  be  made  available  to  the  Assistant  Secretary  of 
Labor  and  the  Director  of  the  Occupational  Safety  and  Health  Administration upon 
request for examination and copying. 

 
Exposure Determination 

 
The District has established the following employee groups for the purpose of 
identifying possible occupational exposure to bloodborne pathogens. 

 
  High  r isk  level:  Custodians,  school  nurse,  and  health 

occupations  instructional personnel. 
 

  Moderate risk level: Maintenance personnel, instructional 
personnel, school office and administrative personnel, and bus drivers. 

 

 Low risk level: District office personnel. 
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Methods of Compliance 
 
 

General. Universal precautions shall be observed by all District employees to 

prevent  contact  with  blood  or  other  potential ly  infectious  materials.  Under 

circumstances in which differentiation between body fluid types is difficult or 

impossible, all body fluids shall be considered potentially infectious materials. 

 
Engineering and work practice controls: 

 
 Engineering  and  work  practice  controls  shall  be  used  to  eliminate  or 
min imize  employee  exposure.  I f  occupat ional  exposure  remains  af ter 
institution of these controls, personal protective equipment shall also be used. 

 
 Engineering controls shall be examined and maintained or replaced on a 
regular schedule to ensure their effectiveness. 

 
 The District shall provide hand-washing facilities that are readily accessible 
to employees. 

 
 When  provision  of  hand-washing  facilities  is  not  feasible,  the  District  shall 
provide  either  an  appropriate  antiseptic  hand  cleanser  in  conjunction  with  clean 
cloth/paper  towels  or  antiseptic  towelettes.  When  antiseptic  hand  cleansers  or 
towelettes  are  used,  hands  shall  be  washed  with  soap  and  running  water  as 
soon as feasible. 

 

 The  District  requires  that  employees  wash  their  hands  immediately  or  as 
soon  as  feasib le  af ter  removal  o f  g loves  or  o ther  personal  protect ive 
equipment. Supervisory personnel shall ensure compliance. 

 
  The  District  requires  that  employees  wash  hands  and  any  other  skin  with 

soa p  and  water,  or  flush  mucous  membranes  with  water  immediately  or 
as 
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 soon  as  feasible  following  contact  of  such  body  areas  with  blood  or 
other  potentially infectious materials. Supervisory personnel shall ensure compliance. 

 
 Contaminated  needles  and  other  contaminated  sharps  shall  not  be  bent, 
recapped,  or  removed  except  as  noted  below.  Shearing  or  breaking  of 
contaminated needles is prohibited. 

 
 Contaminated  needles  and  other  contaminated  sharps  shall  not  be 
recapped  or  removed  unless  no  other  alternative  is  feasible  or  such  action 
is required by a specific medical procedure as determined by a competent 
medical professional qualified to make such determination. 

 
 Such recapping or needle removal must be accomplished through the 
use of a mechanical device or a one-handed technique. 

Immediately or as soon as possible after use, contaminated 

reusable sharps shall be placed in appropriate containers until properly 
reprocessed. 

 
 Puncture resistant. 

 
 Labeled or color coded in accordance with this standard. 

 
 Leakproof on the sides and bottom. 

 
 In accordance with legal requirements for reusable sharps. 

 
 Eating,  drinking,  smoking,  applying  cosmetics  or  lip  balm,  and  handling 
contact  lenses  are  prohibited  in  work  areas  where  there  is  a  reasonable 
likelihood of occupational exposure. 

 
 Food  and  drink  shall  not  be  kept  in  refrigerators,  freezers,  shelves,  or 
cabinets,  or  on  countertops  or  benchtops  where  blood  or  other  potentially 
infectious materials are present. 

 
 All  procedures  involving  blood  or  other  potentially  infectious  materials  shall 
be performed in such a manner as to minimize splashing, spraying, spattering,  and 
generation of droplets of these substances. 

 
 Mouth pipetting/suctioning of blood or other potentially infectious materials 
is prohibited. 
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 Specimens  of  blood  or  other  potentially  infectious  materials  shall  be  placed 
in a container that prevents leakage during collection, handling, 
processing, storage, transport, or shipping. 

 
 The  container  for  storage,  transport,  or  shipping  shall  be  labeled  or  color 
coded   according   to   law   and   closed   prior   to   being   stored,   transported,  or 
shipped.  When  a  facility  utilizes  "universal  precautions"  in  the  handling  of  all 
specimens, the labeling/color coding of specimens is not necessary,  provided 
containers   are   recognizable   as   containing   specimens.   This   exemption 
applies only while such specimens/containers remain with the faci l i ty. 
Labeling  or  color  coding  is  required  when  such  specimens/  containers 
leave the facility. 

 

 If   outside   contamination   of   the   primary   container   occurs,   the   primary 
container  shall  be  placed  within  a  second  container  that  prevents  leakage 
during  handling,  processing,  storage,  transport,  or  shipping  and  is  labeled  or 
color coded according to the requirements of this standard. 

 
 If the specimen could puncture the primary container, the primary 
container  shall  be  placed  within  a  secondary  container  that  is  puncture 
resistant in addition to the above characteristics. 

 
 
 

 Equipment  that  may  become  contaminated  with  blood  or  other  potentially 
infectious  materials  shall  be  examined  prior  to  servicing  or  shipping  and  shall 
be  decontaminated  as  necessary,  unless  the  decontaminat ion  of  such 
equipment  or  portions  of  such  equipment  is  not  feasible  as  determined  by  a 
supervisory employee assigned to make such determination. 

 
 A readily observable label in accordance with law shall be attached to 

the equipment stating which portions remain contaminated. 
 

 This  information  shall  be  conveyed  to  all  affected  employees,  the 
servicing  representative,  and/or  the  manufacturer,  as  appropriate,  prior  to 
handling,  servicing,  or  shipping  so  that  appropriate  precautions  will  be 
taken. 

 
Personal protective equipment: 

 

 Provision.  When  occupational  exposure  occurs,  the  District  shall  provide, 
at  no  cost  to  the  employee,  appropriate  personal  protective  equipment  such  as, 
but  not  limited  to,  gloves,  gowns,  laboratory  coats,  face  shields  or  masks  and 
eye  protection,  and  mouthpieces,  resuscitation  bags,  pocket  masks,  or  other 
vent i lat ion  devices.  Personal  protect ive  equipment  wi l l  be  considered  
"appropriate" only if it does not permit 
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blood  or  other  potentially  infectious  materials  to  pass  through  to  or  reach 
the employee's work clothes, street clothes,   undergarments,   skin,   eyes, 
mouth,  or  other  mucous  membranes  under  normal  conditions  of  use  and  for 
the  duration  of  t ime  that  the  protective  equipment will be used. 

 

 Use.  The  District  requires  that  all  exposed  employees  use  appropriate 
personal  protective  equipment  unless  the  District  documents  that  a  specific 
employee  temporarily  and  briefly  declined  to  use  personal  protective  equipment 
when,  under  rare  and  extraordinary  ci rcumstances,  it  was  such  employee's 
professional  judgment  that  in  the  specif ic  instance  i ts  use  would  have 
prevented  the  delivery  of  health  care  or  public  safety  services  or  would  have 
posed  an  increased  hazard  to  the  safety  of  the  worker  or  co-worker. When  the 
employee  makes  this  judgment,  the  circumstances  shall  be  reported  by  the 
employee  and  invest igated  and  documented  by  the  Distr ict  in  order  to 
determine  whether  changes  can  be  instituted  to  prevent  such  occurrences  in 
the future. 
 Accessibility.  Appropriate  personal  protective  equipment  in  the  appropriate 
sizes  must  be  readily  accessible  at  the  work  site  or  issued  to  employees. 
Hypoallergenic  gloves,  glove  l iners,  powderless  gloves,  or  other  similar 
alternatives  shall  be  readily  accessible  to  employees  who  are  allergic  to  the 
gloves normally provided. 

 

 Cleaning, laundering, and disposal. The District shall clean, launder, and dispose 
of personal protective equipment required in this standard, at no cost to the employee. 

 Repair  and  replacement.  The  District  shall  repair  or  replace  personal 
protective  equipment  as  needed  to  maintain  its  effectiveness,  at  no  cost  to  the 
employee. 

 
 Any  garment(s)  penetrated  by  blood  or  other  potentially  infectious 
materials shall be removed immediately or as soon as feasible. 

 
 All personal protective equipment shall be removed prior to leaving the 
work area. 

 
 When  personal  protective  equipment  is  removed  it  shall  be  placed  in  an 
a p p r o p r i a t e l y   d e s i g n a t e d   a r e a   o r   c o n t a i n e r   f o r   s t o r a g e ,   w a s h i n g , 
decontamination, or disposal. 

 

 Gloves.  Gloves  shall  be  worn  when  it  can  be  reasonably  anticipated  that 
the  employee  may  have  hand  contact  with  blood,  other  potentially  infectious 
materials,  mucous  membranes,  and  nonintact  skin;  when  performing  vascular 
access  procedures;  and  when  handling  or  touching  contaminated  items  or 
surfaces. 
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  Disposable  (single- use)  gloves,  such  as  surgical  or  examination  gloves, 
shall  be  replaced  as  soon  as  practical  when  contaminated  or  as  soon  as 
feasible  if  they  are  torn,  punctured,  or  their  ability  to  function  as  a  barrier is 
compromised. 

 
 Disposable (single-use) gloves shall not be washed or decontaminated for 

reuse. 
 

 Utility  gloves  may  be  decontaminated  for  reuse  if  the  integrity  of  the 
gloves  is  not  compromised.  However,  they  must  be  discarded  if  they  are 
cracked,  peeling,  torn,  punctured,  or  exhibit  other  signs  of  deterioration  or 
when their ability to function as a barrier is compromised. 

 
Housekeeping: 

 

  General.  The  work  site  must  be  maintained  in  a  clean  and  sanitary 
condit ion.  The  Distr ict  shall  establish,  attach  hereto,  and  implement  
an appropriate written schedule for cleaning and the method of 
decontamination based upon the location within the facility, type of surface 
to be cleaned, type  of soil present, and tasks or procedures being performed in 
the area. 

 
 All school activity areas are cleaned daily. 

 
 

  In  cleaning  operations  involving  human  blood,  a  cleaning  solution 
consist ing  of  a  10:1  ratio  of  water  and  bleach,  or  another 
appropriate  disinfectant, will be used. 

 
 
 

  All  equipment  and  environmental  and  working  surfaces  shall  be  cleaned 
and decontaminated after contact with blood or other potentially 
infectious materials. 

 
  Contaminated work surfaces shall be decontaminated with an 

appropriate  disinfectant  after  completion  of  procedures,  immediately  or  as 
soon  as  feasible  when  surfaces  are  overtly  contaminated  or  after  any  spill 
of  blood  or  other  potentially  inf ectious  materials,  and  at  the  end  of  the 
work  shift  if  the  surface  may  have  become  contaminated  since  the  last 
cleaning. 

 
  Protective coverings - such as plastic wrap, aluminum foi l , or 

imperviously  backed  absorbent  paper  used  to  cover  equipment  and 
environmental  surfaces  -  shall  be  removed  and  replaced  as  soon  as 
feasible  when  they  become  overtly  contaminated  or  at  the  end  of  the  work 
shift if they may have become contaminated during the shift. 
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 All bins, pails, cans, and similar receptacles intended for reuse that have 
a  reasonable  likelihood  of  becoming  contaminated  with  blood  or  o t h e r 
p o t e n t i a l l y i n f e c t i o u s m a t e r i a l s s h a l l b e i n s p e c t e d a n d 
decontaminated  on  a  regular ly  scheduled  basis  and  c leaned  and 
decontaminated  immediate ly  or  as  soon  as  feas ib le  upon  v is ib le 
contamination. 

 
 Broken  glassware  that  may  be  contaminated  shall  not  be  picked  up 
directly  with  the  hands.  It  shall  be  cleaned  up  using  mechanical  means 
such as a brush and dust pan, tongs, or forceps. 

 
 Reusable sharps that are contaminated with blood or other potentially 
infectious  materials  shall  not  be  stored  or  processed  in  a  manner  that 
requires  employees  to  reach  by  hand  into  the  containers  where  these 
sharps have been placed. 

 
Regulated waste: 

 
 Contaminated sharps discarding and containment: 

 
A Contaminated sharps shall be discarded immediately or as soon 

as feasible in containers that are: 
 

 Closable. 
 

 Puncture resistant. 
 

 Leakproof on sides and bottom. 
 

 Labeled  or  co lor  coded.  During use, containers for 
contaminated sharps shall be: 

 
 
 

 Easily   accessible   to   personnel   and   located   as   close   as   is 
feasible  to  the  immediate  area  where  sharps  are  used  or 
can be reasonably anticipated to be found (e.g., laundries). 

 

 
 

 Maintained upright throughout use. 
 

 Replaced routinely and not be allowed to overfill. 
 

A When moving containers of contaminated sharps from the area of 
use, the containers shall be: 
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 Closed immediately prior to removal or replacement to prevent 
spillage or protrusion of contents during handling, storage, 
transport, or shipping. 

 
 Placed in a secondary container if leakage is possible. The 
second container shall be: 

 
 

 Closable. 
 Constructed to contain all contents and prevent leakage 
dur ing  hand l ing ,  s to rage,  t ranspor t ,  o r  shipping. 

 
 Labeled or color coded. 

 
A    Reusable   containers   shall   not   be   opened,   emptied,   or   cleaned 
manually or in any other manner that would expose employees to the  risk 
of percutaneous injury. 

 
 Other regulated waste containment: 

 
  Regulated waste shall be placed in containers that are: 

 
   Closable. 

 
   Constructed to contain all contents and prevent leakage of 
fluids during handling, storage, transport, or shipping. 

 
 Labeled or color coded. 

 
 
 

 Closed prior to removal to prevent spillage or protrusion 
of contents during handling, storage, transport, or shipping. 

 
  If  outside  contamination  of  the  regulated  waste  container 

occurs,  i t  shal l  be  placed  in  a  second  container.  The 
second  container shall be: 

 
 Closable. 

 
 Constructed to contain all contents and prevent leakage of 
fluids during handling, storage, transport, or shipping. 

 
 Labeled or color coded. 
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 Closed prior to removal to prevent spillage or protrusion of 
contents during handling, storage, transport, or shipping. 

 
 Disposal of all regulated waste shall be in  accordance with applicable 
regulat ions  of  the Uni ted  States, states, terr i tor ies,  and  pol i t ica l 
subdivisions of states and territories. 

 
 Laundry: 

 
 Contaminated laundry shall be handled as little as possible, with a 
minimum of agitation. 

 
A    Contaminated   laundry   shall   be   bagged   or   containerized   at   the 
location  where  it  was  used  and  shall  not  be  sorted  or  rinsed  in  the 
location of use. 

 
A  Contaminated  laundry  shall  be  placed  and  transported  in  bags  or 

containers labeled or color coded. When a faci l i ty ut i l izes 
universal  precautions  in  the  handling  of  all  soiled  laundry,  alternative 
labeling  or  color  coding  is  sufficient  if  it  permits  all  employees  to 
recognize   the   containers   as   requiring   compliance   with   universal 
precautions. 

 
Whenever  contaminated  laundry  is  wet  and  presents  a  reasonable 
likelihood  of  soak-through  of  or  leakage  from  the  bag  or  container,  the 
laundry  shall  be  placed  and  transported  in  bags  or  containers  that 
prevent soaking-through and/or leakage of fluids to the exterior. 

 
 Employees who have contact with contaminated laundry must wear 
protective gloves and other appropriate personal protective equipment. 

 
When a facility ships contaminated laundry off-site to a second facility, which 
does not utilize universal precautions in the handling of all laundry, the 
facility generating the contaminated laundry must place such laundry in 
bags or containers that are labeled or color-coded. 

 
Hepatitis B Vaccination and Postexposure Evaluation and Follow-up 

 
General: 

 
The  District  shall  make  available  the  hepatitis  B  vaccine  and 

vaccination  series  to  all  employees  who  have  occupational  exposure, 
and  postexposure  evaluation  and  follow-up  to  all  employees  who  have 
had an exposure incident. 

 
 
 
E.V.I.T. SCHOOL DISTRICT NO. 401 Page 9 of 18 



G-1381 GBGC-EA 
 

 The  District  requires  that  all  medical  evaluations  and  procedures,  including 
the  hepatitis  B  vaccine,  and  vaccination  series  and  postexposure  evaluation  and 
follow-up, including prophylaxis, are: 

 
 Made available at no cost to the employee. 

 
 Made available to the employee at a reasonable time and place. 

 
 Performed by or under the supervision of a licensed physician or by or 
under the supervision of another licensed health care professional. 

 
 Provided  according  to  recommendations  of  the  U.S.  Public  Health 
Service  current  at  the  time  these  evaluations  and  procedures  take  place, 
except  as  specif ied  in  this  sect ion  on  hepat i t is  B  vaccinat ion  and 
postexposure evaluation and follow-up. 

 
 The District requires that all laboratory tests be conducted by an accredited 
laboratory at no cost to the employee. 

 
Hepatitis B vaccination: 

 
Hepatitis  B  vaccination  shall  be  made  available  after  the  employee  has 

received the training required and within 10 working days of initial assignment to 
all  employees  who  have  occupational  exposure  unless  the  employee  has 
previously  received  the  complete  hepatitis  B  vaccination  series,  antibody  testing 
has  revealed  that  the  employee  is  immune,  or  the  vaccine  is  contraindicated  for 
medical reasons. 

 
The District shall not make participation in a prescreening program a 

prerequisite for receiving hepatitis B vaccination. 
 
 
 

 If the employee initially declines hepatitis B vaccination but at a later date 
while still covered under the standard decides to accept the vaccination, the 

 
 
 

District shall make available hepatitis B vaccination at that time. 
 

 The District requires all employees who decline to accept hepatitis B 
vaccination that is offered to sign the following statement: 
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I  understand  that  due  to  my  occupational  exposure  to  blood  or  other 
potentially  infectious  materials  I  may  be  at  risk  of  acquiring  hepatitis  B 
virus  (HBV)  infect ion.  I  have  been  given  the  opportuni ty  to  be 
vaccinated with hepatitis B vaccine, at no charge  to myself. However, I 
decline  hepatitis  B  vaccination  at  this  time.  I  understand  that  by 
declining this vaccine, I continue to be at risk of acquiring hepatitis B, a 
serious  disease.  If  in  the  future  I  continue  to  have  occupational 
exposure  to  blood  or  other  potentially  infectious  materials  and  I  want 
to  be  vaccinated  with  hepatitis  B  vaccine,  I  can  receive  the  vaccination 
series at no charge to me. 

 
 If  a  routine  booster  dose(s)  of  hepatitis  B  vaccine  is  recommended  by  the 
U.S.  Public  Health  Service  at  a future  date,  such  booster  dose(s)  shall  be  made 
available. 

 
Postexposure  evaluation  and  follow-up.  Following  a  report  of  an  exposure 
incident,  the  District  shall  make  immediately  available  to  the  exposed  employee  a 
confidential  medical  evaluation  and  follow- up,  including  at  least  the  following 
elements: 

 
 Documentation of the route(s) of exposure, and the circumstances under 
which the exposure incident occurred. 

 
 Identification  and  documentation  of  the  source  indi vidual,  unless  the 
District  can  establish  that  identification  is  infeasible  or  prohibited  by  state  or 
local law. 

 
 The  source  individual's  blood  shall  be  tested  as  soon  as  feasible,  and 
after  consent  is  obtained,  in  order  to  determine  HBV  and  HIV  infectivity.  If 
consent  is  not  obtained,  the  District  shall  establish  that  legally  required 
consent  cannot  be  obtained.  When  the  source  individual's  consent  is  not 
required  by  law,  the  source  individual's  blood,  if  available,  shall  be  tested 
and the result documented. 

 
 When the source individual is already known to be infected with HBV or 
HIV,  testing  for  the  source  individual's  known  HBV  or  HIV  status  need  not 
be repeated. 
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 Results of the source individual's testing shall be made available to  the 
exposed employee, and the employee shall be informed of applicable laws  and 
regulations concerning disclosure of the identity and infectious status of the 
source individual. 

 
 Collection and testing of blood for HBV and HIV serological status: 

 
 The exposed employee's blood shall be collected as soon as feasible 
and tested after consent is obtained. 

 
 If  the  employee  consents  to  base-line  blood  collection,  but  does  not 
give  consent  at  that  time  for  HIV  serologic  testing,  the  sample  shall  be 
preserved  for  at  least  90  days.  If  within  90  days  of  the  exposure  incident 
the  e mployee  elects  to  have  the  base-line  sample  tested,  such  testing 
shall be done as soon as feasible. 

 

 Postexposure prophylaxis, when medically indicated, as recommended by 
the U.S. Public Health Service. 

 
 Counseling. 

 

 Evaluation of reported illnesses. 
 

Information provided to the health care professional: 
 

 The health care professional responsible for the employee's hepatitis B 
vaccination shall be provided a copy of this document. 

 
 The health care professional evaluating an employee after an exposure 
incident shall be provided the following information: 

 
A copy of this document. 

 
 A description of the exposed employee's duties as they relate to the 
exposure incident. 

 
 Documentation of the route(s) of exposure and circumstances under 
which exposure occurred. 

 
 Results of the source individual's blood testing, if available. 

 
 All  medical  records  relevant  to  the  appropriate  treatment  of  the 
employee,  including  vaccination  status,  that  are  the  District's  responsibility 
to maintain. 
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Health  care  professional's  written  opinion.  The  District  shall  obtain  and 
provide  the  employee  with  a  copy  of  the  evaluating  health  care  professional's 
written opinion within 15 days of the completion of the evaluation. 

 

 
 

The health care professional's written opinion for hepatitis B vaccination 
 
 
 

shall be limited to whether hepatitis B vaccination is indicated for an employee 
and whether the employee has received such vaccination. 

 
 The health care professional's written opinion for postexposure evaluation 
and follow-up shall be limited to the following information: 

 
 That the employee has been informed of the results of the evaluation. 

 
 That  the  employee  has  been  told  about  any  medical  conditions 
resulting  from  exposure  to  blood  or  other  potentially  infectious  materials 
that require further evaluation or treatment. 

 
 All other findings or diagnoses shall remain confidential and shall not be 
included in the written report. 

 
Medical record keeping. Medical records required by this standard shall be 
maintained. 

 
Communication  of  Hazards  to  Employees  

 

 
Labels: 

 
 Warning  labels  shall  be  aff ixed  to  containers  of  regulated  waste, 
refrigerators  and  freezers  containing  blood  or  other  potentially  infectious 
material,  and  other  containers  used  to  store,  transport,  or  ship  blood  or  other 
potentially infectious materials, except as provided in law. 

 
 These labels shall contain the "biohazard" label. 

 
 These labels shall be fluorescent orange or orange-red or predominantly 
so, with lettering or symbols in a contrasting color. 

 
 Labels  are  required  to  be  affixed  as  close  as  feasible  to  the  container  by 
string,  wire,  adhesive,  or  other  method  that  prevents  their  loss  or  unintentional 
removal. 

 
 Red bags or red containers may be substituted for labels. 
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 Containers of blood, blood components, or blood products that are labeled as to 
their contents and have been released for transfusion or other clinical use are 
exempted from the labeling requirements of this section on communication of 
hazards to employees. 

 
 Individual  containers  of  blood  or  other  potentially  infectious  materials  that 
are  placed  in  a  labeled  container  during  storage,  transport,  shipment,  or 
disposal are exempted from the labeling requirements. 

 
 
 

 Labels  required  for  contaminated  equipment  shall  be  in  accordance  with 
this  section  and  shall  also  state  which  portions  of  the  equipment  remain 
contaminated. 

 
 Regulated waste that has been decontaminated need not be labeled or 
color coded. 

 
Information and training: 

 
 All  employees  with  occupational  exposure  shall  participate  in  a  training 
program,  which  must  be  provided  at  no  cost  to  the  employees  and  during 
working hours. 

 
 Training shall be provided as follows: 

 
 At the time of initial assignment to tasks where occupational exposure 
may take place. 

 
 Within 90 days after the effective date of the standard. 

 
 At least annually thereafter. 

 
 For  employees  who  have  received  training  on  bloodborne  pathogens  in  the 
year  preceding  the  effective  date  of  the  standard,  only  training  with  respect  to 
the provisions of the standard that were not included need be provided. 

 
 Annual training for all employees shall be provided within one year of their 
previous training. 

 
 T he  District  shall  provide  additional  training  when  changes  such  as 
modification  of  tasks  or  procedures  or  institution  of  new  tasks  or  procedures 
affects  the  employee's  occupational  exposure.  The  additional  training  may  be 
limited to addressing the new exposures created. 

 
Material  appropriate  in  content  and  vocabulary  to  educational  level, 

literacy, and language of employees shall be used. 
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The training program shall contain at a minimum the following elements: 
 

 An accessible copy of the regulatory text of this standard and an 
explanation of its contents. 

 
 A  general  explanation  of  the  epidemiology  and  symptoms  of 
bloodborne diseases. 

 
 An explanation of the modes of transmission of bloodborne pathogens. 

 
 
 

 An explanation of the District's Exposure Control Plan and the means by 
which the employee can obtain a copy of the written plan. 

 
 An  explanation  of  the  appropriate  methods  for  recognizing  tasks  and 
other  activities  that  may  involve  exposure  to  blood  and  other  potentially 
infectious materials. 

 
 An  explanation  of  the  use  and  limitations  of  methods  that  will  prevent 
or  reduce  exposure,  including  appropriate  engineering  controls,  work 
practices, and personal protective equipment. 

 
 Information on the types, proper use, location, removal, handling, 
decontamination, and disposal of personal protective equipment. 

 
An  explanation  of  the  basis  for  selection  of  personal  protective 

equipment. 
 

 Information  on  the  hepatitis  B  vaccine,  including  information  on  its 
e f f icacy,  safe ty ,  method  o f  admin is t ra t ion,  the  benef i ts  o f  be ing 
vaccinated,  and  that  the  vaccine  and  vaccination  will  be  offered  free  of 
charge. 

 
 Information on the appropriate actions to take and persons to contact in an 
emergency involving blood or other potentially infectious materials. 

 
 An   explanation   of   the   procedure   to   follow   if   an   exposure   incident 
occurs,  including  the  method  of  reporting  the  incident  and  the  medical 
follow-up that will be made available. 

 
 Information on the postexposure evaluation and follow-up that the 
District  is  required  to  provide  for  the  employee  following  an  exposure 
incident. 
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 An explanation of the labels and/or color coding required. 
 

 An opportunity for interactive questions and answers with the person conducting 
the training session. 

 
 The  person  conducting  the  training  shall  be  knowledgeable  in  the  subject 
matter  covered  by  the  elements  contained  in  the  training  program  as  it  relates 
to the workplace that the training will address. 

 
 

Record Keeping 
 

 
Medical records: 

 
 
 
 

The District shall establish and maintain an accurate record for each  employee 
with occupational exposure as defined herein. 

 
 This record shall include: 

 

 
 The name and Social Security number of the employee.  

 
 

A  copy  of  the  employee's  hepatitis  B  vaccination  status,  including
 

the
dates  of  all  hepatitis  B  vaccinations  and  any  medical  records  relative  to  the 
employee's ability to receive vaccination. 

 
 A copy of all results of examinations, medical testing, and follow-up 
procedures. 

 
 The District's copy of the health care professional's written opinion. 

 
 A copy of the information provided to the health care professional. 

 
 Confidentiality. The District shall ensure that employee medical records 
required by law are: 

 
 Kept confidential. 

 
 Not  disclosed  or  reported,  without  the  employee's  express  written 
consent,  to  any  person  within  or  outside  the  workplace,  except  as  required 
by law. 

 
 The District shall maintain the records required by law for at least the 
duration of employment plus 30 years. 
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Training records: 
 

 Training records shall include the following information: 
 

 The dates of the training sessions. 
 

 The contents or a summary of the training sessions. 
 

 The names and qualifications of persons conducting the training. 
 

 The  names  and  job  t i t les  of  al l  persons  attending  the  training 
sessions. 

 
 Training records shall be maintained for 3 years from the date on which the 
training occurred. 

 
Availability: 

 
 
 
 

 The  District  shall  ensure  that  all  records  required  to  be  maintained  shall  be 
made  available,  upon  request,  to  the  Assistant  Secretary  of  Labor  and  the 
Director  of  the  Occupational  Safety  and  Health  Administration  for  examination 
and copying. 

 
 Employee  training  records  required  by  law  shall  be  provided  upon  request 
for  examination  and  copying  to  employees,  to  employee  representatives,  to  the 
Director  of  the  Occupational  Safety  and  Health  Administration,  and  to  the  
Assistant Secretary of Labor. 

 
 Employee  medical  records  required  by  law  shall  be  provided  upon  request, 
for  examination  and  copying,  to  the  subject  employee,  to  anyone  having 
written  consent  of  the  subject  employee,  to  the  Director  of  the  Occupational 
Safety and Health Administration, and to the Assistant Secretary of Labor. 

 
Transfer of records: 

 
 The District shall comply with the legal requirements involving transfer of 
records. 

 
 If  the  District  ceases  to  do  business  and  there  is  no  successor  district  to 
receive  and  retain  the  records  for  the  prescribed  period,  the  District  shall  notify 
the Director of the Occupational Safety and Health Administration, at least 

 
 
 
 
E.V.I.T. SCHOOL DISTRICT NO. 401 Page 17 of 18 



 

G-1381 GBGC-EA 
 
 
 
 

three  months  prior  to  their  disposal,  and  transmit  them  to  the  Director  of  the 
Occupational  Safety  and  Health  Administration,  if  required  by  the  Director  of 
the  Occupational  Safety  and  Health  Administration  to  do  so,  within  that  three 
month period. 
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EXHIBIT EXHIBIT 

E M P L O Y E E A S S I S T A N C E  
 
 

HEPATITIS B VACCINE PROGRAM DECLINATION FORM 
 
 

I,   , acknowledge that the East Valley Institute 
of  Technology's  Hepatitis  B  Vaccine  Program  is  to  prevent  the  contracting  of 
hepatitis  B  virus  in  the  course  of  my  duties.  I  have  been  given  the  opportunity  to 
be  vaccinated  with  the  hepatitis  B  vaccine  at  no  charge  to  myself.  I  acknowledge 
that my participation in this program is optional. 

 
After evaluating the advantages and disadvantages of the vaccination program, I 
elect to not participate in the Hepatitis B Vaccine Program. 

 
I hereby affirm that I am aware of the inherent risks of not participating 
in  the  program.  I  voluntarily  and  knowingly  decline  to  participate  in  the  vaccine 
program.  I  hereby  discharge,  release,  and  hold  harmless  the  state  of  Arizona  and 
the  East  Valley  Institute  of  Technology  and  their  officers,  agents,  and  employees 
from  any  and  all  liability  of  future  claims,  damages,  and  causes  of  action  of  any 
nature  whatsoever  that  I,  my  heirs,  or  other  successors  in  interest  may  have, 
assign,  or  inure  to  same  or  that  may  otherwise  arise  as  a  result  of  my  voluntary 
nonparticipation in the Hepatitis B Vaccine Program. 

 

 
 

Signature Date 
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EXHIBIT EXHIBIT  
 

EMPLOYEE ASSISTANCE 
 
 
REPORT OF SIGNIFICANT WORK EXPOSURE 

TO BODILY FLUIDS 
 
 
 

Name Social Security Number Date 
 

Date of exposure    Time    Location    
What bodily fluid were you exposed to?   Who did it come from? 

State how the exposure occurred    __ 

 
 
 
 

(continue on back if required) 
 

List any witnesses    
 
 
 

If there is a break or rupture in the skin or mucous membrane at the body location 
where  the  exposure  occurred,  please  fully  describe.  Did  the  exposure  occur 
through  s kin  or  mucous  membrane?  What  specific  parts  of  your  body  were  
exposed? 

 
 
 
 
 
 
 

PLEASE COMPLETE THE FOLLOWING SECTION IF YOU ARE NOT AN EVIT 
EMPLOYEE 

 

Address Phone No.    
 

Employer's name and address   ___ 
Job title    Reason for presence at EVIT    

 

  _ 
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NOTES 
 

THIS  REPORT  MUST  BE  FILED  WITH  THE  EAST  VALLEY  INSTITUTE  OF 
TECHNOLOGY NO LATER THAN TEN CALENDAR DAYS AFTER YOUR EXPOSURE TO 
BODILY FLUIDS. 

 
YOU  MUST  HAVE  BLOOD  DRAWN  NO  LATER  THAN  TEN  CALENDAR  DAYS  AFTER 
EXPOSURE. 

 

YOU  MUST  HAVE  BLOOD  TESTED  FOR  HIV  BY  ANTIBODY  TESTING  NO  LATER 
THAN 30 CALENDAR DAYS AFTER EXPOSURE. 

 
YOU  MUST  FILE  A  WORKERS'  COMPENSATION  CLAIM  WITH  THE  INDUSTRIAL 
COMMISSION  OF  AR IZONA  NO  LATER  THAN  ONE  YEAR  FROM  THE  DATE  OF 
DIAGNOSIS  OR  POSITIVE  BLOOD  TEST  IF  YOU  WISH  TO  RECEIVE  BENEFITS 
UNDER THE WORKERS' COMPENSATION SYSTEM. 

 
 
 

 
Signature Date  
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EXHIBIT EXHIBIT 
 

EMPLOYEE ASSISTANCE 
 
 

MEDICAL RECORD FOR EMPLOYEES 
WITH OCCUPATIONAL EXPOSURE 

 
 
 

Name Social Security Number Date 
 

CHECK ONE: 
 

?  Hepatitis B Vaccination Dates 
 

   First 
 
 

   Second 
 
 

   Third 
 

 
?  Medical records relative to the employee's ability to receive HBV 
vaccination are attached. 
? HBV declination letter is attached. 

 
 
 

DATE TRAINING RECEIVED TYPE OF TRAINING 
 
 
 
 
 
 
 
 
 
 
 
 

IN THE EVENT OF AN EXPOSURE INCIDENT, THE EMPLOYER SHALL PROVIDE THE 
EMPLOYEE WITH THE FOLLOWING INFORMATION: 

 
A. A  copy  of  the  results  of  examinations,  medical  testing,  and  follow - up 
procedures outlined in the exposure control plan. 
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B. The employer's copy of the healthcare professional's written opinion. 
 

C. A copy of the information provided to the healthcare professional as required by 

the bloodborne pathogens standard. 
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Measles (Rubeola) 
 

It  shall  be  a  condition  of  employment  that,  unless  exempted,  all  employees, 
including  substitutes,  shall  present  proof  of  immunity  to  rubeola  (measles)  prior  to 
reporting for work. 

 

Evidence of immunity to measles shall consist of: 
 

 A record of immunization against measles with a live virus vaccine given on 
or after the first birthday; or 

 

 A statement, signed by a licensed physician or a state or local health 
officer, that affirms serologic evidence of having had measles. 

 
German Measles (Rubella) 

 

Similarly, unless exempted, all employees, including substitutes, shall present 
proof of immunity to rubella (German measles) prior to reporting for work. 

 

Evidence of immunity to rubella shall consist of: 
 

 A  record  of  immunization  against  rubella  given  o n  or  after  the  f irst 
birthday; or 

 

 A statement, signed by a licensed physician or a state or local health 
officer, that affirms serologic evidence of having had rubella. 

 

General Information 
 

Exempted employees include those with medical contraindications for receiving 
vaccines and those who refuse immunization for religious reasons. 

 

Nonimmune  employees,  including  those  who  utilize  the  exemption,  shall,  in  the 
event  of  an  outbreak  of  either  disease,  be  put  on  leave  without  pay,  or  they  may 
use  accumulated  sick  leave  during  the  period  they  are  excluded  from  work  due  to 
the  outbreak.  If  a  staff  member  does  not  have  any  earned  sick  leave,  a  salary 
deduction of one contract day will be made for each day of authorized leave used. 

 

Adopted: date of manual adoption 
 

LEGAL REF.: A.R.S. 36-624 
A.A.C. 
R9-6-339 
R9-6-352  R9-703 
A.G.O.188037 
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REGULATION REGULATION 

WELLNESS PROGRAMS 
 
 

Unless  legally  exempted,  all  staff  members  must  show  proof  of  immunity  to 
measles and rubella [see GBGCA]. 

 

 
Measles (Rubeola) 

 
Acceptable proof of immunity to measles shall consist of: 

 
 A record of immunization against measles with a live virus vaccine given on 
or after the first birthday; or 

 
 A statement, signed by a licensed physician or a state or local health 
officer, that affirms serologic evidence of having had measles. 

 

 
German Measles (Rubella) 

 
Evidence of immunity to rubella shall consist of: 

 
 A  record  of  immunization  against  rubella  given  on  or  after  the  first 
birthday; or 

 
 A statement, signed by a licensed physician or a state or local health 
officer, that affirms serologic evidence of having had rubella. 

 
General Information 

 
 

In the event of an outbreak of either disease, memory of immunization date is not 
acceptable; medical documentation of immunity is required. 

 
Staff members who are not in compliance shall be put on leave without pay until 
they are in compliance. 

 
In the event of an outbreak of measles or rubella, nonimmune staff members, 
including those who utilize the exemption, must be excluded from school. 

 

 
Implementing Policy 

 
The District shall generate a list of all employees to identify those who need proof 
of immunity to measles. 
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The Superintendent shall distribute information about the District's policy on 
measles and rubella. 

 
The  Superintendent  shall  collect  proof  of  immunity  from  staff  members  and 
compile a list denoting immunity or nonimmunity of staff members. 

 
Nonimmune staff members shall be referred for vaccine to a physician or the 
County Health Department. Their records will be updated as they receive vaccine. 

 
 

Maintaining Policy 
 

 
Throughout each school year, new staff members shall be required to show proof 
of immunity before employment. 

 
A list of nonimmune employees shall be maintained and updated throughout the 
year. 
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EXHIBIT  EXHIBIT 
 
 

E A S T V A L L E Y I N S T I T U T E O F T E C H N O L O G Y 
MEASLES AND RUBELLA IMMUNIZATIONS 

 

 
 
The Arizona Department of Health Services and the East Valley Institute of Technology 
require that regulations for communicable disease control be applied to staff as well as 
students. 

 
All employees born on or after January 1, 1957, are asked to provide 
documentation  of  measles  immunity  to  the  district. In  the  event  of  an  outbreak 
employees  that  do  not  have  proof  of  measles  immunization  or  immunity  will  be 
excluded from work. 

 

The State Health Department will not accept memory of immunization dates. 
 

 
Acceptable proof of immunization is: 

1.  result of a Titer blood test 
2.  immunization record from primary physician. 

 

 
Exclusion—Medical Reasons Not To Be Immunized: 

 
It is possible that there is a medical reason for an individual not to be immunized. 
County Health Services to discuss with your physician: 

1.  current or imminent pregnancy 
2.  current illness accompanied by fever or rash 
3.  history of severe allergic reaction to eggs or neomycin 
4.  altered immunity (e.g. AIDS, receiving chemotherapy) 

 
If  you  have  any  questions  about  these  requirements,  please  contact  the  Human 
Resources Department at the District Office. 

 
Check the space below which apply to you and sign: 

 

   I was born prior to January 1, 1957 
 

   I am 45 years of age or older – German Measles (Rubella) 
 

    I have laboratory evidence of measles/rubella antibodies (serological proof)  - 
verification of tests is attached. 

 
 
   I was born after January 1, 1957, and verification of immunity of measles and 

rubella is attached. 
 
Signature:    Date:    
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STAFF HEALTH AND SAFETY 

 
(Communicable Diseases) 

 

 
 

It  is  the  policy  of  the  School  District  to  take  reasonable  and  lawful  measures  to 
protect  students  and  staff  members  from  the  transmission  of  communicable 
diseases.  The  Superintendent  is  authorized  to  adopt  such  procedures  as  are 
necessary  to  implement  thi s  policy  in  a  manner  consistent  with  state  and  federal 
laws. 

 
 

Exclusion from School 
 

A  staff  member  who  has  a  communicable  disease  shall  be  excluded  from  school 
only  if  the  staff  member  presents  a  direct  threat  to  the  health  or  safety  of  others 
in  the  school  workplace.  The  outbreak  control  measures  and  other  directives  of 
the  Department  of  Health  Services  (DHS)  and  local  health  agencies  shall  be  acted 
upon  as  the  best  medical  knowledge  and  judgments  with  regard  to  the  exclusion 
of  a  staff  member  who  has  a  communicable  disease  that  is  addressed  by  DHS 
regulations.  The  communicable  diseases  specifically  addressed  by  DHS  regulations 
are listed at A.A.C. R9-6-301 et seq. 

 
A  staff  member  who  has  a  chronic  communicable  disease,  such  as  tuberculosis  or 
HI V/AIDS,  shall  not  be  excluded  unless  a  significant  risk  is  presented,  to  the 
heal th  and  safe ty  o f  o thers ,  which  cannot  be  e l iminated  by  reasonable 
accommodation.  The  Superintendent  shall  consult  with  legal  counsel  and  health 
professionals,  as  necessary,  to  ensure  that  exclusion  of  a  staff  member  with  a 
chronic  communicable  disease  will  not  violate  the  staff  member's  rights  under  the 
Americans with Disabilities Act or Section 504 of the Rehabilitation Act. 

 
The school nurse or other person designated by the Superintendent must reassess 
a  staff  member  who  is  excluded  from  school  because  of  a  communicable  disease 
before  the  staff  member  returns  to  work.  The  District  may  require  a  physician's 
written medical release as a condition for the staff member's return to work. 

 

 
Reporting and Notification 

 
The  District  shall  report  to  its  local  health  agency  each  diagnosed  and  suspected 
case  of  a  communicable  disease  that  must  be  reported  under  state  or  local  law. 
Disease  outbreaks  that  the  District  must  report  by  telephone  within  24  hours, 
pursuant to A.A.C. R9-6-202(C), are: 

 
Foodborne/waterborne illness. 
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 Giardiasis. 
 
 
 

 Haemophilus influenzae, 

type b, invasive disease. 

 
 Hepatitis A. 

 
 Measles (rubeola). 

 
 Meningococal invasive disease. 

 
 Mumps. 

 
 Pertussis (whooping cough). 

 
 Rubella (German measles). 

 
 Scabies. 

 
 Shigellosis. 

 
Outbreaks of pediculosis (lice infestation) also must be reported, pursuant to 
A.A.C. R9-6-342. 

 
I f  an  out break  of  a  communicable  disease  occurs  in  a  school  sett ing,  the  
Superintendent  or  the  school  nurse  shall  promptly  inform  staff  members  who  are 
known  to  have  special  vulnerability  to  infection.  The  District  does  not  assume  any 
duty  to  not i fy  an  employee  of  heal th  r isks  caused  by  the  presence  of  a 
communicable  disease  in  the  school  setting  unless  the  at- risk  employee  has 
notified the District of the conditions when notification is needed. 

 

 
Confidentiality 

 
The  District  shall  make  reasonable  efforts  to  maintain  the  confidentiality  of  staff 
members'  medical  conditions.  All  medical  information  relating  to  employees  is 
confidential.  The  identity  of  a  staff  member  who  has  a  communicable  disease 
and/or the nature of the communicable disease may be disclosed only to: 

 
 Staff members who must have such information to carry out their duties 
under this policy; or 

 
 
 
 
 
 
 
E.V.I.T. SCHOOL DISTRICT NO. 401 Page 2 of 3 



G - 1  4  5  0 © G B G  C  B  
 
 
 

 Staff  members  or  students  (or  their  parents/guardians)  who  must  have 
such  information  to  protect  themselves  from  direct  threat  to  their  health  or 
safety. 

 
Inquiries  or  concerns  by  staff  members  or  others  regarding  communicable 
diseases or a staff member who is known or believed to have a communicable disease 
shall be directed to the Superintendent or the school nurse. 

 
Universal Precautions 

 

The  District  shall  follow  the  "Universal  Precautions  Standard"  set  forth  in  the 
attached  Exhibit  GBGCB-E to protect employees  who  are  at  risk  of  being  exposed 
to blood and body fluids in the course of their work. 

 
Food Service Workers 

 

The  District  shall  follow  the  guidance  of  the  U.S.  Department  of  Health  and  Human 
Services  concerning  infectious  and  communicable  diseases  transmitted  through 
the handling of food, and special precautions required for food services workers. 

 
HIV/AIDS 

 
Current  medical  information  indicates  that  HIV  can  be  transmitted  by  sexual 
intercourse  with  an  infected  partner,  by  injection  of  infected  blood  products,  and 
by  transmission  from  an  infected  mother  to  her  child  in utero  or  during  the  birth 
process.  None  of  the  identified  cases  of  HIV  infection  in  the  United  States  are 
known to have been transmitted in a school setting or through any other casual person- 
to-person contact. There is no evidence that HIV is spread by sneezing, 
coughing,  shaking  hands,  hugging,  or  sharing  toilets,  food,  water,  or  utensils. 
According  to  best  medical  knowledge  and  j udgments,  the  use  of  the  "universal 
precautions"  and  other  procedures  that  implement  this  policy  are  sufficient  to 
protect staff members and students from transmission of HIV at school. 

 

Adopted: date of manual adoption 
 

LEGAL REF.: A.R.S. 36-621 
36-624 

A.A.C. R9-6-101 et seq. (Reporting and Control Measures for 
 

Communicable Diseases) 
29  U.S.C.  700  et  seq.  (Sec.  504  of  the  Rehabilitation  Act) 
42  U.S.C.  12101  et  seq.  (Americans  with  Disabilities  Act) 
29 C.F.R. 1630 (ADA guidelines) 
29 C.F.R. 1910.10 (OSHA Universal Precautions Standard) 

 
CROSS REF.: GBGC - Employee Assistance GBGCA - Wellness Programs 

JLCB - Immunizations of Students, 
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EXHIBIT EXHIBIT 
 

STAFF HEALTH AND SAFETY 
 

 
(Communicable Diseases) 

 
 

Handling Body Fluids in School 
 

The  following  guidelines  are  meant  to  provide  simple  and  effective  precautions 
against  transmission  of  disease  for  all  people  potentially  exposed  to  the  blood  or 
body  fluids  of  any  person  (student  and/or  school  employee).  No  distinction  is 
made  between  body  fluids  from  persons  with  a  known  disease  or  those  from 
persons without symptoms or with an undiagnosed disease. 

 
The  body  fluids  of  all  people  should  be  considered  to contain potentially infectious 
agents.  The  term  body  fluids  includes  blood,  semen,  drainage  from  scrapes  and 
cuts,  feces,  urine,  vomit,  respiratory  secretions  (such  as  nasal  discharge),  and 
saliva. 

 
 Whenever  possible,  avoid  direct  skin  contact  with  body  fluids.  Disposable 
gloves  are  recommended  when  direct  hand  contact  with  body  f luids  is 
anticipated.  If  extensive  contact  is  made  with  body  fluids,  hands  must  be 
washed  afterwards.  Gloves  used  for  this  purpose  should  be  put  in  a  plastic 
bag, secured, and disposed of daily. 

 
 If direct skin contact does occur, hands and other affected skin areas of all 
exposed people shall be routinely washed with soap and water. 

 
 Proper handwashing requires the use of soap and water and vigorous 
washing under a stream of running water for approximately 10 seconds. 

 
 Clothing and other nondisposable items that are soaked through with body 
fluids  should  be  rinsed  and  placed  in  plastic  bags.  If  presoaking  is  required  to 
remove  stains,  rinse  or  soak  the  item  in  cold  water  prior  to  bagging.  Clothing 
should  be  sent  home  with  the  student  for  washing,  with  appropriate  directions 
to  parents  and  teachers  (see  laundry  instructions  below).  Always  wear  gloves 
when handling items that have come in contact with body fluids. 

 
 Contaminated disposable items shall be handled with disposable gloves, 
put in a plastic bag, secured, and disposed of daily. 

 
 Body  fluid  spills  on  hard  surfaces  (i.e.,  floors,  countertops,  books,  etc.) 
shall  be  disinfected  with  bleach  (diluted  to  ten  parts  water  and  one  part 
bleach). Gloves shall always be worn during cleanup. 
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 Cleaning equipment: 
 

 Nondisposable   cleaning   equipment   (such   as   dust   pans,   brooms,   and 
buckets)  shall  be  disinfected  by  thoroughly  rinsing  in  diluted  bleach  (ten 
parts water and one part bleach). Mops shall be soaked in the disinfectant 
after  use  and  then  rinsed  with  hot  water.  The  disinfectant  solution  shall 
be promptly disposed of down a drain pipe. 

 
 Disposable  cleaning  equipment  (such  as  paper  towels,  the  vacuum 
bag,  or  sweepings)  shall  be  placed  in  plastic  bags,  secured,  and  disposed 
of  daily.  No  special  handling  is  required  for  vacuuming  equipment.  Gloves 
shall always be used during cleanup. 

 
 Laundry instructions: 

 
Clothing  soaked  with  body  fluids  shall  be  washed  separately  from 

other  items.  Presoaking  may  be  required  for  heavily  soiled  clothing. 
Otherwise,  wash  and  dry  as  usual.  If  the  material  can  be  bleached,  add 
one-half  cup  of  household  bleach  to  the  wash  cycle.  If  the  material  is  not 
colorfast, add one-half cup of all-fabric bleach to the wash cycle. 

 
LEGAL REF.: A.R.S. 36-621 et seq. 

A.A.C. R9-6-101 et seq. 
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STAFF PARTICIPATION IN POLITICAL ACTIVITIES 

 
The Board recognizes the right of its employees, as citizens, to engage in political 
activity.  However,  school  time  may  not  be  used  for  polit ical  purposes.  Staff 
members  who  intend  to  engage  in  polit ical  activities  shall  be  guided  by  the 
following: 

 
 No  employee  shall  engage  in  political  activities  upon  property  under  the 
jurisdiction  of  the  Board,  unless  permission  has  been  granted  for  that  purpose 
through the "Community Use of School Facilities" policy of the Board. 

 
 Campaigning  and  other  election  activities  must  be  done  in  off-duty  hours, 
when  not  working  in  an  off icial  capacity  for  the  District,  and  without  the 
participation  of  District  employees  or  students  acting  in  the  capacity  of  District 
or school representatives. 

 

 Invitations  to  participate  in  election  activities  on  a  given  campus,  except 
when  extended  by  groups  leasing  or  using  school  facilities,  shall  be  extended 
only when such invitations are extended to all candidates for the office. 

 
 The use of District equipment, supplies, materials, buildings, or other 
resources to influence the outcome of any election is not permitted. 

 

 Political circulars or petitions may not be posted or distributed in school. 
 

 The collection of campaign funds and/or the solicitation of campaign 
workers is prohibited on school property. 

 
 The  use  of  students  for  writing  or  addressing  material  intended to influence 
the  outcome  of  any  election,  or  the  distribution  of  such  materials  to  or  by 
students, is forbidden. 

 
 Employees of the District may not use the authority of their position to 
influence the vote or political activities of any subordinate employee. 

 
District  employees  who  hold  elective  or  appointive  office  are  not  entitled  to  time 
off  from  their  school  duties  for  reasons  incident  to  such  offices,  except  as  such 
time may qualify under the leave policies of the Board. 

 
The  discussion  and  study  of politics  and  political  issues,  when  such  discussion  and 
study  are  appropriate  to  classroom  studies,  are  not  precluded  under  the  provisions 
of this policy. 

 
The  District  may  distribute  informational  reports  on  a  proposed  budget  override 
election as provided in A.R.S. 15-481 

 
 

Nothing in this policy shall preclude the District from producing and distributing 
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partial information on elections other than District budget override elections or 
reporting on official actions of the Governing Board. 

 
This policy shall apply only when an employee is serving as an agent of or working 
in an official capacity for the District. 

 
District employees shall 

 

1-305 

be permitted time as provided in statute, if required, to vote in the primary or 
general election. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 

15-481 
15-511 
16-402 

A.A.C. R7-2-1201 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
E.V.I.T. SCHOOL DISTRICT NO. 401 Page 2 of 2 



G-1650 GBJ 
 
 
 
 
 

PERSONNEL RECORDS AND FILES 
 

Professional employees are required to supply the District office with current and 
complete official transcripts of all college credits. 

 
It  is  the  duty  and  responsibil ity  of  each  certif icated  employee  to  keep  such 
certification current. 

 

The District will maintain a complete and current official personnel file for each District 
employee. Employees will be advised of, and will be permitted to review and comment 
on, all information of a derogatory nature to be placed in their respective 
personnel files. The employee may prepare a written reply to such information, 
and such reply, if any, will be appended to the information in the file. 

 
All  documents  within  a  personnel  file  are  confidential,  and  the  District  may  create 
such  subfiles  within  a  personnel  file  as  are  appropriate  to  ensure  confidentiality 
and  efficient  the  use  of  the  file.  Access  to  personnel  files  will  be  limited  to 
authorized  District  officials  and  employees.  Individual  Board  members  shall  have 
access only when specifically authorized by the Board, as evidenced by action of a 
quorum of  the  Board  in  a  legal  meeting  properly  noticed.  Employees  may  review 
their  own  files  by  making  written  requests  to  the  Superintendent.  Confidential 
information obtained prior to an employee's employment, such as 
recommendations, will not be available for review by the employee. 

 
Unless otherwise specifically provided by law, a school district shall not: 

 
 Use an individual’s social security number on forms of identification. 

 
 Transmit  to  another  individual  material  that  contains  both  the  individual’s  social 

security  number  and  the  individual’s  financial  institution  account  number. This 
does  not  preclude  the  transmission  of  documents  of  enrollment,  amendment, 
termination,  or  contracting  for  financial  services  nor  does  it  preclude  transmitting 
documents confirming the accuracy of the numbers previously submitted. 

 
The Superintendent shall prepare procedures to implement this policy and 
ARS. 44 - 1373 which restricts use of personal identifying information. 

 
D ocuments within a personnel file may be reviewed by the public only to the 
extent that disclosure is compelled as a public record. 

 
Adopted:  November 13, 2008 
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LEGAL REF.: A.R.S. 15-302 
15-502 
15-537 
23-926 
23-1361 
23-1362 
38-233 
39-121 et seq. 
41-1482 

 
CROSS REF.: DKA - Payroll Procedures/Schedules 

KDB - Public's Right to Know/Freedom of 
Information 
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PERSONNEL RECORDS AND FILES 
 

A  person  or  entity  shall  not,  unless  specifically  provided  by  law:  
 

 Intentionally  communicate  o r  make  an  individual’s  social  security 
number  available  to  the  general  public.  

 
 Print  an  individual’s  social  security  number  on  any  card  required  for 

the  individual  to  receive  services.  
 

 Require  the  transmission  of  an  individual’s  social  security  number  over 
the  internet  unless  providing  a  secure  connection  or  the  social  security 
number  is  encrypted.  

 
 Require  the  use  of  an  individual’s  social  security  number  to  access  a  

web  site  unless  a  password  or  unique  personal  identification  number  or 
other  authentication  device  is  also  required  to  access  the  site.  

 
 Print a number that the person or entity knows to be an individual’s social security 

number on any materials that are mailed to the individual unless required  by law to 
place these numbers on the material. 

 
 This does not preclude the transmission of documents of enrollment, amendment, 

termination, or contracting for financial services nor does it preclude transmitting 
documents confirming the accuracy of the numbers previously submitted. 

 
 No requirement is made to check third party submitted numbers and unless the 

recipient of the number has actual knowledge that the number is or includes the 
individual’s social security number, the person or entity my print the number on 
materials that are mailed to the individual. 

 
 No prohibition on mailing the individual any copy or reproduction of a document 

that includes a social security number is made if the social security number was 
included on the original document before January 1, 2005. 

 
 The exception is that if a social security number has been used inconsistent with 

 
 
 
 
 
 
 
 
 
E.V.I.T. SCHOOL DISTRICT NO. 401 Page 1 of 2 



G-1681 GBJ-E 
 
 
 
 

the use described above after January 1, 2005, so long as the usage is 
continuous, the person or entity may continue to use the number subject to the 
conditions below: 

 
  If the use stops for any reason then the social security number cannot be 

used and the use reverts to the conditions bulleted above. 
 

  Each year the entity must provide the individual with an annual written 
disclosure of the individual’s right to stop the use of the social security 
number as prohibited above. 

 
  If an individual requests in writing, the person or entity must stop using 

the number in any manner conflicting with the law.  No fee or charge is 
allowed, and the entity shall not deny services to the individual because of 
the request. 

 
The law does not prohibit the collection, use or release of a social security number 
required by the laws of this state or the United States or for internal verification or 
administrative purposes. 

 
Unless otherwise provided by law, after January 1, 2005, documents or records recorded 
and made available on the recording entity’s web site shall not contain more than five (5) 
numbers reasonably identifiable as part of a social security number and shall not contain 
financial account numbers.  A penalty of five hundred dollars ($500) for each act of recording 
is possible. 
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STAFF GRIEVANCES 

 
Effective  communication  between  District  employees,  the  administrative  staff,  and 
the  Board  is  essential  for  proper  operation  of  the  schools.  The  Governing  Board, 
therefore,  authorizes  the  Superintendent  to  establish  a  grievance  procedure  for 
employees  as  the  prescribed  means  of  resolving  grievances  at  the  earliest  date 
and the lowest possible administrative level. 

 
Such  procedure  shall  provide  for  Board  review  of  any  grievanc e  that  cannot  be 
resolved  at  the  administrative  level.  In  such  instances,  the  affected  individual  may 
request  that  the  Governing  Board  review  the  situation.  Such  request  shall  be  in 
writing  and  shall  contain  the  basis  for  the  appeal,  including  the  act  or  acts  out  of 
wh ich  the  g r ievance  a rose,  ident i f i ca t ion  o f  the  Board  po l ic ies  and/or 
administrative  regulations  involved,  and  the  remedy  sought.  Within  f ive  (5) 
working  days  following  notification  of  the  Superintendent's  decision,  any  written 
request  for  appeal  shall  be  submitted  to  the  Superintendent  for  transmittal  to  the 
Board.  The  Governing  Board  shall  review  the  grievance  and  issue  a  response 
within fifteen (15) working days following such review. 
The decision of the Governing Board is final. 

 
Adopted: date of manual adoption 

 
 

LEGAL REF.: A.R.S. 38-532 
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REGULATION REGULATION 

 

STAFF GRIEVANCES 

Definitions 

A  grievance  is  a  complaint  by  a  Distr ict  employee  al leging  a  violat ion  or 
misinterpretation,  as  to  the  employee,  of  any  District  policy  or  regulation  that 
direct ly  and  specif ical ly  governs  the  employee's  terms  and  condit ions  of 
employment.  The  term  grievance  shall  not  apply  to  any  matter  for  which  the 
method of review is prescribed by law, or the Governing Board is without authority 
to  act.  The  suspension  or  dismissal  of  employees  is  covered  by  statute  and, 
therefore,  is  not  a  grievable  matter.  Assignment,  reassignment,  or  transfer  of  an 
employee  to  another  position  or  duties  is  not  grievable  beyond  the  Superintendent 
unless  there  is  a  reduction  in  compensation  or  the  Superintendent  requests  that  it 
go to the Board. 

 

A grievant shall be any employee of the District filing a grievance. 
 
Terms  and  conditions  of  employment  means  the  hours  of  employment,  the 
compensation  therefore,  including  fringe  benefits,  and  the  employer's  personnel 
policies  directly  affecting  the  employee.  In  the  case  of  professional  employees, 
the  term  does  not  include  educational  policies  of  the  District.  A  day  is  any  day 
during  which  the  District  conducts  business.  The  immediate  supervisor  is  the 
lowest-level administrator having line supervisory authority over the grievant. 

 
Informal Level 

 
 
Before  filing  a  formal  written  grievance,  the  grievant  must  attempt  to  resolve  the 
matter  by  one  or  more  informal  conferences  with  the  immediate  supervisor.  The 
first  of  these  informal  conferences  must  be  conducted  within  ten  (10)  days  after 
the  employee  knew,  or  should  have  known,  of  the  act  or  omission  giving  rise  to 
the  grievance.  A  second  or  any  subsequent  conference  must  occur  within  five  (5) 
days after the initial informal conference, or any subsequent conference. 

 
 
Formal Level 

 
Level I.  Within  fifteen  (15)  days  after  the  employee  knew,  or  should  have  known, 
of  the  act  or  omission  giving  rise  to  the  grievance,  the  grievant  must  present  the 
grievance in writing to the immediate supervisor. 

 
 

The grievance shall be a clear, concise statement of the circumstances giving rise 
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to  the  grievance,  a  citation  of  the  specific  article,  section,  and  paragraph  of  the 
policy  or  regulation  that  directly  and  specifically  governs  the  employee's  terms  and 
conditions  of  employment  that  are  alleged  to  have  been  violated,  the  decision 
rendered at the informal conference, and the specific remedy sought. 

 

 
The  immediate  supervisor  shall  communicate  a  decision  to  the  employee  in  writing 
within five (5) days after receiving the grievance. 

 
Within  the  above  time  limits  either  party  may  request  a  personal  conference  to 
attempt to resolve the matter. 

 

 
Level IL  In  the  event  the  grievant  is  not  satisfied  with  the  decision  at  Level  I, 
the  decision  may  be  appealed  to  the  Superintendent  within  ten  (10)  days  after 
receipt of the decision. 

 
The  appeal  shall  include  a  copy  of  the  original  grievance,  the  decision  rendered, 
and  a  clear,  concise  statement  of  the  reasons  for  the  appeal.  The  Superintendent 
shall  communicate  a  decision  within  ten  (10)  days  after  receiving  the  appeal. 
Either  the  grievant  or  the  Superintendent  may  request  a  personal  conference 
within the above time limits. 

 
Level  IIL  I f  the  grievant  is  not  satisf ied  with  the  decision  at  Level  I I ,  the 
gr ievant  may,  w i th in  ten  (10)  days ,  submi t  an  appea l  in  wr i t ing  to  the 
Superintendent  for  consideration  by  the  Governing  Board.  If  the  Board  reviews 
the  appeal,  a  report  of  the  finding  will  be  issued  within  fifteen  (15)  days  of  the 
finding. 

 
 

General Provisions 
 

 
Section I. Failure at any step of this procedure to appeal a grievance to the next 
step  within  the  specified  time  limits  shall  be  deemed  an  acceptance  of  the  decision 
rendered at that step, and there shall be no further right of appeal. Failure to file a 
grievance  within  fifteen  (15)  days  after  the  employee  knew,  or  should  have 
known,  of  the  circumstances  upon  which  the  grievance  is  based  shall  constitute  a 
waiver of that grievance. 

 
Section 2.  The  filing  or  pendency  of  any  grievance  under  the  provisions  of  this 
policy shall in no way operate to impede, delay, or interfere with the jurisdiction of 
the Governing Board or the Superintendent. 
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EXHIBIT EXHIBIT 
 

STAFF GRIEVANCES 
 

 
LEVEL I GRIEVANCE FORM A 

 
FORMAL GRIEVANCE PRESENTATION 

 
To  be  completed  by  grievant  within  five  (5)  days  after  the  last 
informal  conference  but  no  later  than  fifteen  (15)  days  after  the 
employee  knew  or  should  have  known  of  the  act  or  omission  giving 
rise to the grievance. 

 
 
 

Grievant    
 

Date of formal grievance presentation     
 
 
 

School    
Immediate supervisor    

 
 
 

Assignment    
 

 
 

Policy or regulation alleged to have been violated     
 
 

Statement of grievance: 
 
 
 
 
 
 

Action requested: 
 
 
 
 
 
 
 

Signature of grievant 
 
 
 
 
 
 
 
E.V.I.T. SCHOOL DISTRICT NO. 401 Page 1 of 1 



G-1832 GBK-EB 
 
 

EXHIBIT EXHIBIT 
 

STAFF GRIEVANCES 
 

LEVEL I GRIEVANCE FORM B 
 

DECISION OF IMMEDIATE SUPERVISOR 
 

To be completed by immediate supervisor within five (5) days 
after formal filing. 

 
 
 

Grievant    
 

Date of formal grievance presentation     
 
 
 

School    
 
 

Immediate supervisor   __ 
 
 
 
 

Decision of immediate supervisor 
and reasons therefore: 

 
 
 
 
 
 

Date of decision  
(Signature of immediate supervisor) 

 
 
 
 
 
 

Grievant's response [to be completed by the grievant within ten (10) days after 
the decision]: 

 
? I accept the above decision of the immediate supervisor. 

 
? I hereby refer the above decision to the Superintendent, with reasons 

detailing nonacceptance at Level I and any relief sought (Level II). 
 
 

Date of response    
(Signature of grievant) 
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EXHIBIT EXHIBIT 
 

STAFF GRIEVANCES 
 

 
LEVEL I I GRIEVANCE FORM C 

 
REFERRAL TO SUPERINTENDENT 

 

 
To be completed by grievant within ten (10) days of immediate 
supervisor's response. 

 
 
 

Grievant 
 

Date of formal presentation 
 

 
 

Detail  reasons  for  nonacceptance  of  grievance 
decisions and any relief sought: 

 
 
 
 
 
 
 
 
 
 

? The attached grievance is hereby referred to the Superintendent. 
 
 
 
 
 
 
 

Date of referral     
 

 
Signature of grievant)    
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EXHIBIT EXHIBIT 
 

STAFF GRIEVANCES 
 
LEVEL I I GRIEVANCE FORM D 

 
DECISION OF SUPERINTENDENT 

 
To be completed by the Superintendent within ten (10) days. 

 
 
 
Grievant 

 
Date of formal grievance presentation     

 

 
Date appeal received by Superintendent     

 
Date hearing held by Superintendent (optional)      

 
 
 
Decision of Superintendent 

 
and reasons therefor: 

 
 
 
 
 
 
 
Date of decision (Signature of Superintendent) 

 
 
 
 
 
 
Grievant's response [to be completed by grievant within five (5) days after the 
decision]: 

 
? I accept the above decision of the Superintendent. 

 
? I hereby appeal to the Governing Board for a review of this grievance 

(Level III). 
 
Date of response     

Signature of grievant 
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EXHIBIT EXHIBIT 
 

STAFF GRIEVANCES 
 
 

LEVEL  I I I  (Final  Act ion) GRIEVANCE FORM E 
 

REVIEW BY GOVERNING BOARD 
 
 
 

Grievant    

Date  of  formal  grievance  receipt  

? The  a t tached  g r ievance  i s  he reby  appea led  to  the  Govern ing  
Boa rd  fo r  a  review. 

 
 
 

Detail  reasons  for  nonacceptance  of  grievance 
decision  at  level  I I  and  any  rel ief  sought:  

 
 
 
 
 
 

Date  appeal  received  by  Governing  Board     
 
 
 

BOARD RESPONSE [TO BE COMPLETED WITHIN FIFTEEN (15) DAYS OF 
REVIEW]: 

 
 

?     The  Board  aff i rms  the  Superintende nt 's  response  to  the  gr ievant.  
 
 

?   The  Board  rejects  the  Superintendent 's  response  to  the  gr ievant.  
 

 
? The  Board  modif ies  the  Super in tendent 's  response  as  fo l lows:  
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PROHIBITED PERSONNEL PRACTICES 

 
 
Disclosure Protected 

 
I t   i s   a   p roh ib i ted   personne l   p rac t ice   fo r   any   D is t r ic t   employee,   who 
has cont ro l over   personnel   act ions,   to   take   repr isals   against   another 
employee  for  a  d isc losure  o f  a  mat ter  o f  pub l ic  concern,  by  that  o ther 
employee, to a publ ic body when the employee bel ieves there has 
been:  

 
 

 A v i  o l  a t  i  o n o f l  a w . Mismanagement,  a  gross 

waste  of  monies,  or  an  abuse  of  author i ty.  

An employee, or   former employee, who bel ieves that  a n adverse 
personnel act ion taken is   the result  of such person's disclosure of 
information  under  A.R.S.  38 - 532   s h a l l  m a k e  a  c o m p l a i n t  t o  t h e  B o a r d . 
T h e  B o a r d s h a l l  m a k e  a  d e t e r m i n a t i o n   pursuant   to   the   rules   under 
A.R.S.  41 - 785.  

 
Reporting Protected 

 

 
A  govern ing  board  o r  schoo l  d i s t r i c t  emp loyee  who  has  con t ro l  ove r 
pe rsonne l dec i s ions sha l l no t t ake un lawfu l r ep r i sa l aga ins t an 
emp loyee  f o r  good - f a i t h  repor ts  about  cer t i f i ca ted  personnel  engaged  
in   conduct   invo lv ing   minors   that   is   repor tab le   under   A.R .S.   13 - 3620  
(Repor t ing  Chi ld  Abuse) .  Unlawfu l  repr isa l  means  an  act ion  taken  by  a  
governing  board  that  resul ts  in: 

Disciplinary action. 

 Transfer  or  reassignment.  
 

 Suspension,  demotion,  or  dismissal.  
 

 An  unfavorable  performance  evaluation.  
 

 Other  s ign i f icant  changes  in  dut ies  or  responsib i l i ty  that  are 
inconsistent  with  the  employee's  salary  or  employment  classif ication.  

 
Adopted: date  of  manual  adopt ion  

 
LEGAL  REF.:  A.R.S. 15-514 

23-425 
38-532 
41-785 
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PROFESSIONAL  STAFF  POSIT IONS  

 
Professional  staff  positions  are  created  only  with  the  approval  of  the  Board.  The 
District  will  attempt  to  activate  a  sufficient  number  of  positions  to  accomplish  the 
District's goals and objectives. 

 
Before  recommending  the  establishment  of  any  new  position,  the  Superintendent 
will  present  a  job  description  for  the  position  that  specifies  the  qualifications,  the 
performance  responsibilities,  and  the  method  by  which  the  performance  of  such 
responsibilities  will  be  evaluated.  The  establishment  of  any  new  position  will 
require Governing Board approval. 

 
The  Superintendent  will  maintain  a  comprehensive  and  up - to - date set of job 
descriptions of all positions in the school system. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-501 

15-502 
15-503 

 

 
CROSS REF.: CCB - Line and Staff Relations 
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PROFESSIONAL  STAFF  CONTRACTS  AND  COMPENSATION  

 
Salar ies  in  the  Distr ict  wi l l  be  di f ferent iated  in  relat ionship  to  dut ies  and 
responsibilities. 

 
The Superintendent will provide recommendations on salaries and fringe benefits 
to the Board each year. 

 
After  receipt  of  the  Superintendent's  recommendations,  the  Board  will  annually 
establish  the  salaries  and  benefits  for  al l  employees  within  the  budgetary 
constraints of the District. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-502 

15-952 
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PROFESSIONAL STAFF FRINGE BENEFITS 
 

The  Governing  Board  wil l  review  professional  staff  fr inge  benefits  each 
year  during  the  budget  p rocess  and  may  modi fy  the  benef i ts  to  meet 
the  bes t  in te res t  o f  the  District. 

 
 

S t a n d a r d s  o f  e l i g i b i l i t y  f o r  f r i n g e  b e n e f i t s  w i l l  b e  d e t e r m i n e d  b y  t h e  
B o a r d  annually. 

 
Professional  s taf f  members  who  work  th i r ty - seven  and  one - hal f  (37  1/2)  
hours  wi l l  be  e l ig ib le  for  fringe  benefits.  

 
Adopted:  November 13, 2008 

 
LEGAL  REF.:   A.R.S.  15-502 

 
CROSS  REF.:   DKB - Salary Deductions 
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REGULATION REGULATION 

P R O F E S S I O N A L  S T A F F  
FRINGE BENEFITS 

Health, Accident, and Hospitalization Insurance 

Certif icated personnel are covered by health, accident, and hospitalization 
insurance in accordance with the following: 

Health, accident, and hospital ization insurance is available only to 
certificated personnel who are employed on a full time basis.  Part time certificated 
personnel are given the option to pay for such coverage. 

 Teachers: 

 Teachers new to the District at the beginning of the school year shall 
become eligible for health, accident, and hospitalization insurance 
on  Sep tember  1  and  sha l l  be  covered  fo r  the  ten  (10)  months  
following. Those who sign contracts prior to July 1 but elect coverage 
between July 1 and September 1 shall be responsible for the full cost 
of such coverage until September 1. 

 Teachers shall become eligible for insurance on the first of the month 
fol lowing the f i rst  thir ty (30) days of employment.  I f  coverage, is 
desired for the time not paid for by the District, it must be paid for by the 
teacher or subject to negotiation by the Superintendent. 

 Insurance for continuing teachers shall be effective from July 1 of one 
year to June 30 of the subsequent year. 

 Upon termination of the teacher's employment at any time during the 
year, the insurance coverage of the teacher shall cease at the end of 
the month in which the termination is effective. Teachers shall  be 
reimbursed for insurance premiums deducted in advance. 

 Teachers who complete contracts but do not return for another year 
shall be covered through June 30 of that year. 

 Administrative personnel: 

 Administrative personnel new to the District shall become eligible for 
health, accident, and hospital izat ion insurance on the f irst of  the 
month following employment. If coverage is desired for the time not 
paid for by the District, it must be paid for by the administrator. 
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REGULATION REGULATION 

 Insurance for continuing administrators shall be effective from 
July 1 to June 30 each year. 

  U p o n  t e r m i n a t i o n  o f  e m p l o y m e n t ,  i n s u r a n c e  
c o v e r a g e  o f  a n  
admin is t ra to r  sha l l  cease a t  the  end o f  the  month  in  
wh ich  the  

terminat ion is  e f fec t ive .  Admin is t ra tors  sha l l  be  
re imbursed for  
insurance payments deducted in advance. 

 Administrators who complete contracts but do not 
return for another year shall be covered through June 30 of 
that year. 

Dependent health, accident, and hospitalization insurance: 

 Cert i f icated personnel el igib le for health,  accident,  and 
hospital izat ion insurance who desire insurance for  
dependents shal l  have deduct ions made f rom the i r  sa la r ies  
upon wr i t ten  reques t  to  the  payro l l  o f f i ce .  D e d u c t i o n s  f o r  
s u c h  d e p e n d e n t  i n s u r a n c e  s h a l l  b e  o v e r  a  p e r i o d  
extending from August to May. Deductions during this period 
shall cover the entire twelve (12) months' insurance cost to 
the fol lowing June 30. Personnel who begin service to the 
Distr ict  after July 1 shall  have such dependent  insurance cost  
deducted f rom their  salar ies on a prorated basis, the payment 
being such as to cover the remainder of the year to the following 
July. 

 Personnel who sign contracts prior to July 1 and elect dependent 
coverage between July 1 and September 1 shall be responsible 
for the full cost of the dependent coverage until September 1. 

 
Adopted: 6/8/2009 
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PROFESSIONAL / SUPPORT STAFF
LEAVES AND ABSENCES 

(Absent Without Leave)

An employee may be deemed "absent without leave" when absent from work because of:

• A reason that conforms to a policy currently in effect but the maximum days provided
for in that policy will be exceeded; or 

• A reason that does not conform to any policy currently in effect; or 

• Failure to report to work without prior notification to the supervisor. 

In no case shall an employee be compensated for time lost due to being absent without
leave. 

An employee who is absent without leave is subject to disciplinary action, which may
include formal discipline, suspension, and/or dismissal, as is one who was unable to obtain 
prior approval due to unusual circumstances and such approval is denied upon the 
employee's return. 

Adopted: November 13, 2008 

Revised: June 8, 2015 

LEGAL REF.: A. R.S. 15-341 

E.V.I.T. SCHOOL DISTRICT NO. 401 Page 1 of 1

 



G-2550                                                                                                                        GCCA 

 

INSTRUCTIONAL STAFF 
SICK LEAVE 

 
Sick leave for certificated instructional personnel is a designated amount of compensated 
leave that is to be granted to a staff member who, through personal or family illness, injury, 
or quarantine, is unable to perform the duties assigned.  

 
Each staff member shall be credited with a sick leave allowance at the rate of one day (8 

hours) per month up to ten (10) or twelve (12) days, determined by the number of months 

employed:  

Twelve (12) month employment   Twelve (12) days  

Ten (10) month employment   Ten (10) days 

In accordance with legal opinions, sick leave may be granted only for "services performed"; 
therefore, a long-term absence may result in a cessation of sick leave accrual and/or 
promotions or positional advancement. 
 
The unused portion of such allowance shall accumulate without limit. 
 
When a staff member exhausts all days of accumulated sick leave, a non-paid leave of 
absence must be requested, pursuant to District policy. 
 
Sick leave of any staff member who does not serve a full school year shall be prorated at the 
rate of one day per month. 
 
Sick leave may be used for any reason that qualifies under the Family and Medical Leave 
Act (FMLA). See section GCCC for additional information. 
 
Upon request, the staff member shall inform the Superintendent of the following: 
 
• Purpose for which sick leave is being taken. 
 
• Expected date of return from sick leave. 
 
• Where the staff member may be contacted during the leave. 
 
Use of Earned Paid Sick Time  
 
Earned paid sick time shall be provided to an employee by an employer for:  
 

A. An employee's mental or physical illness, injury or health condition; an employee's 
need for medical diagnosis, care, or treatment of a mental or physical illness, injury or 
health condition; an employee's need for preventive medical care;  
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B. Care of a family member with a mental or physical illness, injury or health condition; 
care of a family member who needs medical diagnosis, care, or treatment of a mental 
or physical illness, injury or health condition; care of a family member who needs 
preventive medical care;  
 

C. Reasons related to child care, domestic violence, sexual violence, abuse or stalking, 
and legal services as described in A.R.S. 23-373.  

 
Earned paid sick time shall be provided upon the request of an employee. Such request may 
be made orally, in writing, by electronic means or by any other means acceptable to the 
employer. When possible, the request shall include the expected duration of the absence. 
 
When the use of earned paid sick time is foreseeable, the employee shall make a good faith 
effort to provide notice of the need for such time to the employer in advance of the use of the 
earned paid sick time and shall make a reasonable effort to schedule the use of earned paid 
sick time in a manner that does not unduly disrupt the operations of the employer.  
 
An employer may not require, as a condition of an employee's taking earned paid sick time, 
that the employee search for or find a replacement worker to cover the hours during which 
the employee is using earned paid sick time.  
 
Earned paid sick time may be used in the smaller of hourly increments or the smallest 
increment that the employer's payroll system uses to account for absences or use of other 
time.  
 
For earned paid sick time of three (3) or more consecutive work days, an employer may 
require reasonable documentation that the earned paid sick time has been used for a 
purpose covered by A, B, or C, above. Documentation signed by a heath care professional 
indicating that earned paid sick time is necessary shall be considered reasonable 
documentation for purposes of this section  
 
As defined in statute (A.R.S. 23-371), "family member" means:  
 
A. Regardless of age, a biological, adopted or foster child, stepchild or legal ward, a child of 

a domestic partner, a child to whom the employee stands in loco parentis, or an individual 
to whom the employee stood in loco parentis when the individual was a minor;  

 
B. A biological, foster, stepparent or adoptive parent or legal guardian of an employee or an 

employee's spouse or domestic partner or a person who stood in loco parentis when the 
employee or employee's spouse or domestic partner was a minor child;  

 
C. A person to whom the employee is legally married under the laws of any state, or a 

domestic partner of an employee as registered under the laws of any state or political 
subdivision;  

 
D. A grandparent, grandchild or sibling (whether of a biological, foster, adoptive or step 

relationship) of the employee or the employee's spouse or domestic partner; or  
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E. Any other individual related by blood or affinity whose close association with the employee 

is the equivalent of a family relationship. 
 
Notice:  
 
Employers shall give employees written notice of the following at the commencement of 
employment or by July 1, 2017, whichever is later: employees are entitled to earned paid sick 
time and the amount of earned paid sick time, the terms of its use guaranteed in statute, that 
retaliation against employees who request or use earned paid sick time is prohibited, that 
each employee has the right to file a complaint if earned paid sick time as required by statute 
is denied by the employer or the employee is subjected to retaliation for requesting or taking 
earned paid sick time, and the contact information for the commission where questions about 
rights and responsibilities under can be answered.  
 
Accrual:  
 
Each staff member will be credited with a sick leave allowance of a minimum of one hour for 
each 30 hours worked.   
 
Each full-time staff member shall be credited with a sick leave allowance at the rate of one 
day (8 hours) per month up to ten (10) or twelve (12) days, determined by the number of 
months employed:  
 
Twelve (12) month employment   Twelve (12) days  
Ten (10) month employment   Ten (10) days 
 
An employee must work at least fifteen (15) days in a month to earn a day of sick leave.   
 
Earned paid sick time shall begin to accrue at the commencement of employment or on July 
1, 2017, whichever is later.  

 
Substitute employees shall accrue a minimum of one (1) hour of earned paid sick time for 
every thirty (30) hours worked, but employees shall not be entitled to accrue or use more 
than forty (40) hours of earned paid sick time per year. 
 

An employee may use earned paid sick time as it is accrued. 
 

Employees who are exempt from overtime requirements under the Fair Labor Standards Act 
of 1938 (29 United States Code section 213(A)(1)) will be assumed to work forty (40) hours 
in each work week for purposes of earned paid sick time accrual unless their normal work 
week is less than forty (40) hours, in which case earned paid sick time accrues based upon 
that normal work week.  
 

If an employee is transferred, but remains employed by the same employer, the employee is 
entitled to all earned paid sick time accrued and is entitled to use all earned paid sick time 
as provided in this section.  
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When there is a separation from employment and the employee is rehired within nine (9) 
months of separation by the same employer, previously accrued earned paid time that had 
not been used shall be reinstated. Further, the employee shall be entitled to use accrued 
earned paid sick time and accrue additional earned paid sick time at the re-commencement 
of employment.  
 
Reimbursement of Unused Sick Leave 
 
Employees shall be reimbursed for unused sick leave days upon termination or interruption 
of service to the District by retirement, resignation, death, or reduction in force under the 
following provisions: 
 

 An employee who terminates by retirement, death, or reduction in force and who has at 
least five (5) years of service with the District at the conclusion of the individual's last year 
of employment shall be reimbursed at the rate of sixty-six and two-thirds percent (66-
2/3%) of the substitute teacher's salary. 

 

 An employee who terminates by resignation and who has at least five (5) years of service 
with the District at the conclusion of the individual's last year of employment, shall be 
reimbursed at thirty-three and one-third percent (33- 1/3%) of the substitute teacher's 
salary. An employee who terminates by resignation and who has at least seven (7) years 
of service with the District at the conclusion of the individual's last year of employment 
shall be reimbursed at sixty-six and two-thirds percent (66-2/3%) of the substitute 
teacher's salary. 

 
Substitute, student and temporary workers are not eligible for reimbursement of unused sick 
leave.  
 
All reimbursement, for each unused day of sick leave, shall be rounded to the nearest dollar 
and shall be based upon the substitute teacher's salary in effect at the time of termination. 
 
Employees age fifty (55) or older on or before the effective date of resignation or retirement 
and whose sick leave payoff exceeds five thousand dollars ($5,000) will have sick leave 
funds converted to an employer contribution.  The District or its representative will interview 
the employee to determine the employee’s post-retirement needs.  The District will deposit 
these funds in a 403(b) or medical trust.  Any remaining balance at the time of the death of 
the employee will be returned to the beneficiary.  
 
Nothing in statute shall be construed as requiring financial or other reimbursement to an 
employee from an employer upon the employee's termination, resignation, retirement or 
other separation from employment for accrued earned paid sick time that has not been used 
outside of the provisions listed in this section for reimbursement of unused sick leave.  
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Retaliation Prohibited  
 
It shall be unlawful for an employer or any other person to interfere with, restrain, or deny the 
exercise of, or the attempt to exercise, any right protected in statute.  
 
An employer shall not engage in retaliation or discriminate against an employee or former 
employee because the person has exercised protected rights. Such rights include but are not 
limited to the right to request or use earned paid sick time pursuant to the statute; the right 
to file a complaint with the commission or courts or inform any person about any employer's 
alleged violation; the right to participate in an investigation, hearing or proceeding or 
cooperate with or assist the commission in its investigations of alleged violations and the 
right to inform any person of his or her potential rights.  
 
It shall be unlawful for an employer's absence control policy to count earned paid sick time 
taken as an absence that may lead to or result in discipline, discharge, demotion, suspension, 
or any other adverse action.  
 
Protections of this section shall apply to any person who mistakenly but in good faith alleges 
violations of this policy based on the supporting statutes. 
 
Adopted: November 13, 2008 
 
Revised: June 8, 2015 
Revised: June 12. 2017 
Revised: November 6, 2017 
 

LEGAL REF.:  

A.R.S.  
15-502 
15-187  
23-363  
23-364  
23-371  
23-372  
23-373  
23-374  
23-375 
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EXHIBIT 

GCCA-E
EXHIBIT

SICK LEAVE

The above referenced document appears on the immediately following page. 
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G-2581 GCCA-E
East Valley Institute of Technology

Leave Request Form 

Employee:   _   Date:   

  _
ABSENCE INFORMATION Substitute Required

Absence 
Date 
  _ 

Time 
From 
   

Hours 
Taken 
  _

Type
(See Notes)

  
To Activity Description Substitute Name

  _
  _   _      _   _
  _   _      _   _
  _   _      _   _

ADDITIONAL 
DESCRIPTION   _

  _
  _
  _

  _
  _ _   _SIGNATURES 
Employee Supervisor Administrator 

Date Date Date 

NOTES Absence Type codes are as follows: All absences require prior approval, except Sick Leave. 
See policies GCBD and GDBD for more information. 

All Staff Teachers Non-Instructional Staff
SIC – Sick Leave 
PRO – Professional Leave 
BER – Bereavement Leave 
MIL – Military Leave 
IND – Industrial Compensation 
JUR – Jury Duty/Subpoena 
NPL – Non Paid Leave 

PRL – Personal Leave 
PUR – Purchased Leave

VAC – Vacation 
PER – Personal Leave 

SIC Full-time certified teachers earn 10 cumulative days of sick leave per year. Full-time non-instructional staff earn a minimum of one cumulative sick
day per contracted month. All staff using sick leave must communicate regarding their absence with their supervisor prior to the absence. 

PRO All staff may be granted professional leave. Requests must be submitted at least twenty days in advance.

BER Full-time staff may be granted 5 days bereavement leave per year, deducted from sick leave, in the event of death in the family. Prior approval of
the Superintendent is required. 

PRL Full-time certified teachers receive 4 days Personal Leave per year. Personal Leave days are deducted from the employee’s accrued Sick Leave.

PUR Full-time certified teachers receive 3 days Purchased Leave per year. The cost of substitutes for Purchased Leave days is paid by the employee.

VAC Full-time classified staff earn a minimum of one cumulative Vacation day per month. The accumulation of Vacation is limited to 40 days.

PER Full-time classified staff earn 2 days Personal Leave per year. Personal Leave must be requested four days in advance, through the supervisor and
cannot be used in conjunction with a holiday or vacation day. Personal Leave must be used in the year it is earned. 

EVITARF1.FR 
07/01/15 WHITE – Personnel Yellow – School File PINK – Returned to employee after approval 
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G – 2600 GCCB
PERSONAL LEAVE

Leave is granted at the discretion of the supervisor based on departmental need. A supervisor
may prohibit more than ten percent (10%) of the staff or other groupings of employees from 
taking leave at any one time. Requests shall be acted upon in order of receipt, and the 
availability of substitutes, if necessary, may limit the number of requests granted at any one 
time. It shall not be granted to a person who is on an extension of contract. Personal leave is 
not accumulable. One (1) additional day of sick leave will be granted at the end of the school 
year to an employee who does not use any personal leave. 

Requests for personal leave must be received by the supervisor at least four (4) working days
prior to the first day of leave and must be approved by the Superintendent unless there are 
extenuating circumstances that prevent the employee from making a timely request. An 
employee who is unable to provide four working days notice because of circumstances 
beyond the employee's control may appeal for personal leave providing the employee notifies
their immediate supervisor prior to time of absence and is unable to make other arrangements 
to appear for work. 
 

Personal leave may not be granted during the following periods: 

• 
• 

On the work day immediately preceding or following a holiday or vacation.
During the first two (2) weeks of school or the last two (2) weeks of school. 
On the first or last day of employment for an employee during a school year.

Personal Leave for Teachers: 
A maximum of four (4) days per year is granted to teachers for the purpose of personal leave. 
Personal leave will be charged to the employee's current sick leave and may be granted for 
any reason other than another employer’s employment obligation. 

Purchased Leave for Teachers: 
Teachers may purchase up to a total of three (3) days of leave per school year, to be charged 
in an amount equal to the cost of a substitute for the employee. If a substitute is not required, 
the employee shall still be charged the daily sub rate. If a teacher is to be absent for no more 
than half (one session) of a school day, the teacher shall be charged half of the daily sub rate. 
Purchased leave must be requested in advance of the absence and may only be granted 
upon approval by the Superintendent. The employee does not need to give a reason for use. 

Personal Leave for Non-Instructional Staff:
Full-time non-instructional staff, including aides, earn two (2) days of personal leave per year.

Adopted: November 13, 2008 
Revised: June 8, 2015 
LEGAL REF.: A.R.S. 15-510 
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G-2631 GCCB-E

PERSONAL LEAVE

LEAVE REQUEST FORM

The above referenced document appears on the immediately following page(s). 
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G-2631 GCCB-E
East Valley Institute of Technology

Leave Request Form 
Employee:   _   Date:   
  _
ABSENCE INFORMATION Substitute Required
Absence 
Date 
  _ 

Time 
From 
   

Hours 
Taken 
  _

Type
(See Notes)
  

To Activity Description Substitute Name
  _

  _   _      _   _
  _   _      _   _
  _   _      _   _
ADDITIONAL 
DESCRIPTION   _

  _
  _
  _

  _
  _ _   _SIGNATURES 
Employee Supervisor Administrator 

Date Date Date 

NOTES Absence Type codes are as follows: All absences require prior approval, except Sick Leave. 
See policies GCBD and GDBD for more information. 

All Staff Teachers Non-Instructional Staff
SIC – Sick Leave 
PRO – Professional Leave 
BER – Bereavement Leave 
MIL – Military Leave 
IND – Industrial Compensation 
JUR – Jury Duty/Subpoena 
NPL – Non Paid Leave 

PRL – Personal Leave 
PUR – Purchased Leave

VAC – Vacation 
PER – Personal Leave 

SIC Full-time certified teachers earn 10 cumulative days of sick leave per year. Full-time non-instructional staff earn a minimum of one cumulative sick
day per contracted month. All staff using sick leave must communicate regarding their absence with their supervisor prior to the absence. 

PRO All staff may be granted professional leave. Requests must be submitted at least twenty days in advance.

BER Full-time staff may be granted 5 days bereavement leave per year, deducted from sick leave, in the event of death in the family. Prior approval of
the Superintendent is required. 

PRL Full-time certified teachers receive 4 days Personal Leave per year. Personal Leave days are deducted from the employee’s accrued Sick Leave.

PUR Full-time certified teachers receive 3 days Purchased Leave per year. The cost of substitutes for Purchased Leave days is paid by the employee.

VAC Full-time classified staff earn a minimum of one cumulative Vacation day per month. The accumulation of Vacation is limited to 40 days.

PER Full-time classified staff earn 2 days Personal Leave per year. Personal Leave must be requested four days in advance, through the supervisor and
cannot be used in conjunction with a holiday or vacation day. Personal Leave must be used in the year it is earned. 

EVITARF1.FR 
 07/01/15 WHITE – Personnel Yellow – School File PINK – Returned to employee after approval
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G – 2900 GCCC

LEAVES OF ABSENCE WITHOUT PAY

The District recognizes that on occasion extenuating circumstances arise that may
necessitate absence from duty that is not covered by other specific leave provisions of the 
District. To address such situations, a leave of absence, without pay, may be granted to an 
employee for not longer than one (1) year. 

Leave of absence may be requested for, but not limited to, the following purposes:

• For additional education that relates to the employee's primary assignment. A plan of
contemplated course work must be presented. 

• To provide for an unpaid leave in a situation where the employee will be absent from
work because of a reason that conforms to a policy currently in effect but the maximum 
number of days provided for in that policy will be exceeded. 

• For a leave of absence that benefits or is in the best interest of the District, as
determined by the Board upon review of the application. 

• For leave under the Family and Medical Leave Act.

A leave of absence requested pursuant to this policy may be:

• Approved by the Superintendent if the leave period does not exceed 12 weeks; or

• Recommended by the Superintendent and approved by the Governing Board if the
leave period exceeds 12 weeks. 

A request for leave of absence shall not be denied by the District if the employee is entitled to
the leave under the Family and Medical Leave Act. All other requests for leave of absence 
may be granted or denied by the District, in its sole discretion. 

Each request for such a leave of absence shall be submitted using the form in GCCB-E
stating the purpose, starting date, and duration of the leave of absence, the reasons for its 
necessity or desirability, and any other information the applicant deems relevant to the 
request. 

The leave of absence shall be only for the purpose and duration approved and may not be
extended without written approval by the District. 
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G – 2900 GCCC

All accrued sick, vacation, or personal leave (if applicable in accordance with policy) shall be
used prior to taking leave without pay unless otherwise agreed to by the District or prohibited 
by the Family and Medical Leave Act. For certified teachers, all rights of continuing status and 
other benefits shall be restored at the level earned when the leave was granted. 

Family and Medical Leave Act (FMLA)

The District shall fully comply with the Family and Medical Leave Act and all interim and final
regulations interpreting the FMLA issued by the U.S. Department of Labor. Accordingly, all 
portions of this policy that pertain to the FMLA shall be interpreted in a manner consistent with 
the FMLA and its regulations. Subject to the conditions set forth herein, any eligible employee 
of the District may take up to 12 weeks of leave (FMLA leave) during any 12 month period, 
without pay, for any one or more of the following reasons: 

• Because of the birth of a child of the employee and in order to care for such child.

• Because of the placement of a child with the employee for adoption or foster care.

• In order to care for the spouse or a son, daughter, or parent of the employee, if such
person has a serious health condition. 

• Because of a serious health condition that makes the employee unable to perform the
functions of the position of such employee. 

• Because of any qualifying exigency (as the U.S. Department of Labor shall, by
regulation, determine) arising out of the fact that the spouse, or a son, daughter, or 
parent of the employee is on active duty (or has been notified of an impending call or 
order to active duty) in the Armed Forces in support of a contingency operation. 

Serious health condition means an illness, injury, impairment, or physical condition that
involves inpatient care in a hospital, hospice, or residential medical facility, or outpatient care 
with continuing medical treatment by a licensed physician. Any employee who has been 
employed by the District at least 12 months and who has completed at least 1,250 hours of 
service immediately prior to the time the leave is to commence shall be eligible for FMLA 
leave. 

Special conditions applicable to FMLA. Entitlement to leave for the birth of a child or the
placement of a child for adoption or foster care ends at the expiration of a twelve-month 
period, beginning on the date of the event 
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G-2900 GCCC

An eligible employee who is the spouse, son, daughter, parent, or next of kin of a covered
service member shall be entitled to a total of twenty six (26) workweeks of leave during a 
twelve (12)-month period to care for the service member. The leave described to care for a 
covered service member shall only be available during a single twelve (12-month period. 

A husband and wife working for the District may be limited to a total of twelve weeks of leave
during each fiscal year for leave for the birth of a child or the placement of a child for adoption 
or foster care and to care for an employee's parent with a serious health condition. The 
aggregate number of work weeks of leave to which both the husband and wife may be 
entitled under covered service member family leave combined with leave as described in the 
previous sentence shall be limited to twenty six (26) workweeks during only one (1) twelve 
(12)-month period. 

The District shall not require an employee to substitute accrued sick leave for FMLA leave
used by reason of a birth, adoption, or foster placement. An employee shall substitute 
accrued vacation or personal leave for FMLA leave used by reason of a birth, adoption, or 
foster placement, to the extent available by policy, unless otherwise agreed to by the District. 
In any other circumstance, an employee's accrued sick, vacation, personal, or other 
applicable leave shall be substituted for FMLA leave, to the extent available by policy, unless 
otherwise agreed to by the District. 

Notice. An employee must provide at least 30 days' notice before the FMLA leave is to begin
if the need for the leave is foreseeable based on an expected birth, placement for adoption, or 
foster care, or planned medical treatment for a serious health condition or military service 
leave of the employee or family member . If 30 days notice is not practicable, notice must be 
given as soon as practicable. The notice shall be in the form of a request for leave of absence 
as specified in this policy. The District may deny FMLA leave to any eligible employee until 
such time as the employee has provided the required notice. 

Certification. All FMLA leave shall be supported by medical certificate provided by the
employee's health provider in the form of the exhibit accompanying this policy. In any 
instance where the FMLA leave must be preceded by 30 days' notice, the medical certificate 
should accompany the request for leave of absence. In any other instance, the medical 
certificate should be provided within 15 days after the FMLA leave commences. Certification 
of active military duty or call to active duty in support of a contingency operation for purpose 
of receiving family leave shall be required under the same conditions as FMLA certification for 
leave indicated above. 
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The employee may be requested to provide recertification of medical conditions in support of
leave if the District feels that the circumstances so warrant and notice is given. Recertification 
shall not be required for intervals shorter than thirty (30) days. 

Whenever a medical certification or recertification is required of an employee, notice
describing such requirement and providing the form of such certification shall be provided to
the employee. An employee shall not be denied FMLA leave or other rights under the FMLA
unless a notice required by FMLA in such situation has first been provided to the employee.

In the case of continuation, recurrence, or onset of a serious health condition to the
employee, covered family of the employee (including a service member being cared for by an 
employee) and the employee is unable to return to work, certification issued by the health 
care provider of the person with the serious health condition shall be required to support the 
inability of the employee to return to work. 

Intermittent or reduced time (IRT) leave. FMLA leave may be taken intermittently or on a
reduced leave schedule under the following circumstances: 

• If medically necessary to care for a family member or for the employee’s own serious
health condition; 

• Because of any qualifying exigency the spouse, or a son, daughter, or parent, of the
employee is on active duty or notified of an impending call or order to active duty in 
support of a contingency operation; or 

• If approved by the District. 

The District may, for the term of the leave, transfer the employee to an alternative position
with equivalent pay and benefits. 

If the IRT leave is for an instructional employee (one whose principle function is to instruct
students in a class, small group, or as individuals), the District can require the employee 
either to take leave for a period or periods of a particular duration not greater than the 
duration of the planned treatment or to transfer temporarily to an available alternative position 
with equivalent pay and benefits that provides better accommodation of recurring periods of 
leave, provided the leave is: 

E.V.I.T SCHOOL DISTRICT NO. 401 Page 4 of 6

 



G-2900 GCCC

• Requested to care for a qualifying family member or as a result of the employee's
serious health condition preventing job performance; 

• Foreseeable, based upon planned medical treatment; and

• For more than 20% of the working days in the leave period.

The employee may be granted leave under these circumstances, subject to reasonable
efforts to schedule treatment so as not to unduly disrupt the educational program. 

Special end-of-semester circumstances for instructional employees. Under each of the
following conditions, leave for an instructional employee may be required to continue to the 
end of the academic semester: 

• Leave begins more than five weeks before the end of the semester, leave is for at least
three weeks, and return to employment would occur during the last three weeks of the 
semester. 

• Leave other than for the employee's serious health condition begins within the last five
weeks of the semester, leave is for greater than two weeks' duration, and return to 
employment would occur during the last two weeks of the semester. 

• Leave other than for the employee's serious health condition begins within the last
three weeks of the semester and leave exceeds five working days. 

Employee notification. With each request for FMLA leave, the employee shall be notified:

• About FMLA by provision of the FMLA fact sheet (exhibit EB).

• As appropriate concerning the expectations, obligations, and consequences of taking
FMLA leave per 29 C.F.R. Section 825.301 of FMLA. 

• That FMLA leave may be withheld until a requested notice is provided or the time frame
is met. 

• That if leave is granted to an employee who is unable to perform the work required,
restoration shall be denied until the employee has complied with the request to provide 
medical certification of ability to return to work. 
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The District will post notices in conspicuous places on the District premises that provide a
summary of FMLA and information on how to file a charge for an FMLA violation. 

Health care continuation. An employee taking FMLA leave shall be entitled to have the
health care plan in which the employee is participating continue under the same terms and 
conditions applicable to actively working employees. The District shall require the repayment 
of any health care premiums paid by the District for continuing coverage during the period of 
the FMLA leave if the employee fails to return to work after the FMLA leave expires and the 
failure to return is not due to circumstances beyond the employee's control. 

Position restoration. Upon return from FMLA leave, an employee shall be restored to the
same position held before the FMLA leave commenced or to an equivalent position with 
equivalent pay, benefits, and working conditions. The District requires an employee to provide 
a medical certificate from a health care provider that the employee is able to resume work 
before returning from FMLA leave for a serious personal health condition. The District may 
delay the return of an instructional employee from FMLA leave at the end of a semester, in 
accordance with Section 108(d) of FMLA. The District may deny restoration of position to any 
key employee (i.e., one who is among the highest - paid 10% of all employees of the District), 
in accordance with Section 104(b) of FMLA. 

Adopted: November 13, 2008 

Revised: June 8, 2015 

LEGAL REF.: A.R.S. 15-510 
Family and Medical Leave Act of 1993
29 C.F.R. Part 825 
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PROFESSIONAL / SUPPORT STAFF

LEAVES OF ABSENCE WITHOUT PAY Procedures for Using 
Family and Medical Leave Act of 1993 

The Family and Medical Leave Act (F M L A) of 1993 requires covered employers to provide
up to 12 weeks of unpaid, job - protected leave to “eligible” employees for certain family and 
medical reasons. Employees are eligible if they have worked for a covered employer for at 
least one year, and for 1,250 hours over the previous 12 months, and if there are at least 50 
employees within 75 miles. 
 

Procedures for Taking FMLA 

• Employee must go to the immediate supervisor to request the FMLA leave. If at all
possible, this should be done at least thirty (30) days prior to the leave. 

• Confidentiality will be maintained through this process.

• The Supervisor instructs the employee to go to the Benefits Clerk to get the appropriate
forms for FMLA. A specific reason is required at this leave. 

• The Benefits Clerk reports to the Business Manager who in turn will inform the
superintendent that an FMLA claim could be pending. 

• The Employee completes the FMLA form, including the doctor’s statement and
signature, if applicable, and returns this form to the Benefits Clerk. 

• The Benefits Clerk gives the form to the Business Manager who verifies that all
information is complete and takes it to the Superintendent for a signature if everything 
is completed correctly. If not completed correctly, the Business Manager gives the form 
back to the Benefits Clerk who will contact the employee to gather more information or 
to have the employee complete the form correctly. After it is completed correctly, the 
Benefits Clerk will give the form back to the Business Manager to check again if 
everything is complete. 

• The Business Manager gives the form back to the Benefits Clerk to file. 

• The Benefits Clerk will contact the employee immediately to tell the employee that the
EVIT FMLA process is complete and the specific dates the will start and end. 

• During the time the employee is on FMLA, it is the employee’s responsibility to contact
his/her immediate supervisor at least once a week, so the supervisor can complete a 
form monitoring the employee’s condition. 

• The supervisor will make a copy of the form to give to the Superintendent for an update
on the employee’s condition and then give the original to the Benefits Clerk to file. 
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MILITARY / LEGAL LEAVE

The Board recognizes the fact that its employees have citizenship responsibilities, and, in
order to make it possible for said employees to carry out their responsibilities to the city, 
county, state, or nation, the Board will grant leaves, in addition to jury duty, when an 
employee is called to attend field training services for the Military Reserve or National Guard 
and when an employee is a victim of a juvenile or adult crime exercising a right to be present 
at a proceeding as defined in statute. 

When an employee receives notice that requires leave as delineated above, it is the
responsibility of the employee to notify the Superintendent or principal. 

Jury Duty 

It is recognized by the Board that no employee is exempt from jury duty and that leaves of
absence for such duty must be granted. 

• Only the regular salary may be received by an employee on jury duty. 

• It is the responsibility of the employee to reimburse the District for jury duty
pay when such payment is made directly to the employee. Failure to 
reimburse the District at the completion of the jury duty service will result in 
a full deduction equal to the number of contract days missed. 

• An employee excused from jury duty after being summoned shall report for
regular duty as soon as possible. Failure to report for duty will result in a 
deduction equal to that portion of a contract day missed [A.R.S. 21-236]. 

Victim Leave 

Statute provides that an employer who has fifty (50) or more employees shall permit an
employee leave if the employee is the victim of juvenile or adult crime and is exercising a right 
to be present at a proceeding as defined in A.R.S. 8-420 or 13-4439. Compensation may be 
provided if the employee has available vacation or to the extent other leave may be available 
by policy. 

• An employee’s accrued vacation, personal, sick or other applicable leave shall be used
to the extent available by policy. 

• If paid leave is unavailable, the employee must request an unpaid leave of absence in
accord with policy. 
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• Before an employee may leave work for this purpose, the employee shall provide the
employer with a copy of the form provided by law enforcement and if applicable a copy 
of the information the law enforcement agency provides the employee pursuant to 
either A.R.S. 8-386 or 13-4405. 

• Leave for this purpose may be limited if the leave creates an undue hardship to the
employer’s business. 

Witness in court 

An employee served with a subpoena requiring the employee’s testimony as a witness in
court will be given leave, with pay, for the period of required travel and appearance in court. A 
copy of the subpoena must be submitted to EVIT human resources prior to the employee’s 
absence. 

Military Leave 

• An employee who is a member of the Military Reserve or National Guard shall be
entitled to leave of absence without loss of pay, time, or efficiency rating when engaged 
in field training [A.R.S. 26-168 and 38-610]. 

• An employee who is a member of the uniformed service may use any vacation leave or
other accumulated paid time off during their service or may take unpaid leave of 
absence. 

• The District must reemploy uniformed service members as defined in 38 U.S.C. 4303,
returning from a period of service, if the service member: 

• Was employed by the District.

• Gave the District notice that he or she was leaving the job for service in the
uniformed services, unless giving notice was precluded by military 
necessity or otherwise impossible or unreasonable. 

• Has a cumulative period of service in the uniformed services not exceeding
five (5) years. 

Revised: June 8, 2005 

E.V.I.T. SCHOOL DISTRICT NO. 401 Page 2 of 2

 



G – 3000 GCCE

OFF-SITE MEETINGS AND CONFERENCES 

To attend off-site meetings or conferences, employees must obtain approval from their
supervisor at least twenty (20) days prior to the meeting or conference dates (whenever such 
prior request is possible), and the request must be approved by the superintendent. 

The following guides will be used in granting released time and/or travel expense:

• Value of the meeting or conference.

• Funds available in the appropriate budgets.

• Availability of a substitute, if one is necessary.

A per diem subsistence allowance, and/or mileage, for private automobiles may be paid as
provided in state law or Board policies; this must be approved by the Superintendent. The 
necessary forms and instructions for filing travel claim s are available at the administration 
office. 

Adopted: November 13, 2008 

Revised: June 8, 2015 

LEGAL RE F.: A.R.S. 15-510 
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SABBATICAL LEAVE

In accordance with Arizona Revised Statutes 15-510, the governing board may authorize
leaves of absence for school district personnel when it deems such leaves of absence to be 
reasonable and for good cause and not detrimental to education within the school district. 

Leaves of absence shall be limited to a period of not to exceed one year. 

Leaves of absence shall be granted upon application stating the purpose of the leave of
absence, the facts as to its necessity or advisability and other information helpful to the 
governing board in making a determination as to whether the leave should be granted. 

Sabbatical leaves of absence may be granted by the governing board to certificated teachers
and administrators under this section upon the following additional conditions for the following 
purposes only: 

• Sabbatical leave of absence may be granted only for the purposes of continuing
professional education. 
Sabbatical leave may not exceed a period of one year and may only be granted to a 
certificated teacher or an administrator who has been employed by the school district 
for a period of seven consecutive years immediately prior to the time the sabbatical 
leave is to commence, and who has not previously been granted a sabbatical leave of 
absence by the governing board. 
The governing board may authorize a salary to be paid to the person to whom 
sabbatical leave is granted of not to exceed one-half of the salary then received by him. 
The salary shall be paid to such person upon the condition that he shall return not later 
than one year after commencement of the sabbatical leave for renewal of employment 
for at least one school year, and unless he returns within such period, he shall repay to 
the school district the amount paid to him during the leave period, and, unless such 
amount is so paid, the governing board shall direct the county attorney to institute suit 
against such person to collect such amount. 

• 

• 

• 

If leave is granted, all rights prescribed in sections 15-538.01, 15-539 through 15-544 and 15-
547 for certificated teachers who have been employed by the school district for more than the 
major portion of three consecutive school years and all rights of retirement, accrued leave 
with pay, salary increments and other benefits provided by law shall be preserved and 
available to the employee after the termination of the leave of absence. Application for 
sabbatical leave must be received by March 15. 

Revised: June 8, 2015 

LEGAL REF.: A.R.S. 15-510; A.G.O. 181-053
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BEREAVEMENT LEAVE

An employee may be granted, upon request to the Superintendent, up to five (5) days of
leave per year, deducted from sick leave, to be used in the event of death in the employee's 
family as defined in GCCA. 

Extensions of bereavement leave may be granted upon personal request to the 
Superintendent. If approved, all such extensions of bereavement leave shall be deducted 
from the employee's earned sick leave. 

In the absence of any earned sick leave, and upon request, the Superintendent may approve
an unpaid leave of absence for each day of extended bereavement leave used. 

Revised: June 8, 2015 

LEGAL REF.: A.R.S. 15-502 
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ADMINISTRATIVE STAFF VACATIONS AND HOLIDAYS 

Vacations 

Twelve-month administrators, including instructional department directors, assistant
principals, principals and assistant superintendents, earn 12 vacation days yearly during their 
first two years of employment with the district; these are accrued at one (1) day per month. 
During their third and fourth years, administrators earn 15 vacation days yearly; these are 
accrued at 1-1/4 days per month. Starting in an administrator’s fifth year, they earn 18 
vacation days; these are accrued at 1-1/2 days per month. No more than five vacation days 
shall be taken by administrators on the days when teachers are required to be on campus. If 
extenuating circumstances exist, the Superintendent may approve additional vacation days 
during the school year. 

Holidays 

All full-time employees shall be entitled to paid time off for legal holidays during the school
year as announced by the Superintendent and in conformance with Arizona law. Other 
holidays shall be established in the school calendar and entitlement to paid time off for those 
holidays shall be determined by the employees’ employment status. 

Reimbursement of Unused Vacation

An employee with unused accrued vacation shall be reimbursed at their hourly rate for their
remaining vacation hours upon termination of employment. 

Adopted: November 13, 2008 

Revised: June 8, 2015 

LEGAL REF.: A. R.S. 15-502 
15-801 
38-608 
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PROFESSIONAL STAFF HIRING 

I t  shall  be  the  policy  of  the  District  to  employ  and  retain  the  best  qualif ied  
personnel .  This  wi l l  be  accompl ished  by  g iv ing  carefu l  considerat ion  to 
qualifications  and  by  providing  competitive  salary  schedules  within  the  financial 
capability of the District, adequate facilities, and good working conditions. 

 
The  Board  has  the  legal  responsibil i ty  of  approving  the  employment  of  al l 
employees.  While  this  responsibility  cannot  be  waived,  the  Board  assigns  to  the 
Superintendent  the  process  of  recruiting  staff  members.  In  carrying  out  this 
responsibility,  the  Superintendent  may  involve  other  staff  members  as  needed.  All 
personnel  selected  for  employment  must  be  recommended  by  the  Superintendent 
and  approved  by  the  Board.  The  Board  adopts  the  following  general  criteria, 
which shall be utilized in the selection process for initial employment: 

 
 There  will  be  no  discrimination  in  the  hiring  process  due  to  race,  color, 

religion, sex, age, national origin, or disability of an otherwise 
qualif ied individual. 

 
 Candidates for all teaching positions shall be able to deliver quality instruction. 

 
 Candidates for professional positions shall be qualified for and have the training 

necessary  to  perform  the  instructional  duties  or  functions  for  which  they  have 
applied. 

 
 Each candidate shall provide evidence of meeting state requirements for 

certification. 
 

 Each candidate shall be requested to complete a consent-and-release form 
regarding conduct of a background investigation. 

 
A  "background  investigation"  -  consisting  of  communication  with  the  applicant's 
(or employee's) former employer that concerns education, training, experience, 
qualifications,  and  job  performance  for  the  purpose  of  evaluation  for employment - 
shall  be  conducted  on  each  individual  to  be  considered  for  a  recommendation  of 
employment. Forms developed for this purpose are to be used. 
Any  employee's  misstatement  of  fact  that  is  material  to  qual i f icat ions  for 
employment  or  the  determination  of  salary  shall  be  considered  by  the  Board  to 
constitute grounds for dismissal. 

 
Before employment, schools or school districts shall verify the certification and fingerprint 
status  of  applicants  who  apply  for  school  or  school  district  positions  that  require 
certification. 

 
Should  the  need  arise  to  employ  a  teacher  who  meets  the  requirements  for  a 
conditional  certificate  before  an  applicant  has  obtained  the  appropriate  valid 
fingerprint  clearance  card,  the  District  may  assist  in  obtaining  the  conditional 
certificate, and employ the teacher, by meeting all of the following conditions: 
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 The District verifies in writing on a form provided by ADE the necessity for 
hiring  and  placing  the  applicant  into  service  before  a  fingerprinting 
check is completed. 

 
 The  District  obtains  from  the  Department  of  Public  Safety  a  statewide 

criminal history  information check on the  applicant.  Subsequent 
criminal history checks must  be completed every 120 days until a 
permanent certificate is received. 

 
 The District searches the criminal records of all local jurisdictions outside 

Arizona where the applicant has lived in the previous five years. 
 

 The District obtains references from the applicant's current employer and 
two most recent previous employers, except that for applicants who have been 
employed   for   at   least   five   years   by   the   most   recent   employer,   only 
references from that employer are required. 

 
 The District provides general supervision of the applicant until permanent 

certification is issued by ADE. 
 
Upon recommendation for employment the District shall confirm employment 
authorization  and  employment  eligibility  verification  by  participating  in  the  E-Verify 
program   of   the   Department   of   Homeland   Security’s   (DHS)   U.S.   Citizenship   and 
Immigration Services Bureau (USCIS) and the Social Security Administration (SSA) and 
shall  have  the  employee  complete  the  necessary  parts  of  an  Employment  Eligibility 
Verification Form I-9 and provide acceptable documents as required within three (3) days 
of employment.  The District will complete the Form I-9 and maintain the form with copies 
of the documents and documentation of the authorization pending any inquiry. 

 
 
Adopted:  November 13, 2008 

 

LEGAL REF:  A.R.S. 13-3716 38-201 15-502 38-231 38-766.01 
 

15-503 38-232 23-211 23-212 41-1756 
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REGULATION  REGULATION 

PROFESSIONAL STAFF HIRING 
 
Definition 

 

 
A background investigation is  def ined  as any communicat ion with  an 
appl icant 's ( o r  e m p l o y e e ' s ) f o r m e r e m p l o y e r t h a t c o n c e r n s t h e 
e d u c a t i o n ,  t r a i n i n g , exper ience,   qual i f icat ions,   and   job   per formance  
of the indiv idual and that is used for the purpose of evaluat ion for 
employment.   Back ground   invest igat ion   does   not   include   the   results   of 
any  state  or  federal  criminal  history  records  check.  

 
 
Background Investigation Requirements 

 
O n l y p e r s o n s d e s i g n a t e d b y t h e S u p e r i n t e n d e n t s h a l l p e r f o r m 
b a c k g r o u n d  i n v e s t i g a t i o n s .  P r i o r  t o  c o n t a c t i n g  f o r m e r  e m p l o y e r s  o r 
o t h e r  p e r s o n s ,  t h e  background  investigator  shall :  

 

 
 Ascertain  that  the  standard  employment  appl icat ion  for  the  type  of 

posit ion  has  been  completed  in  ful l .  
 

 Obta in  f rom  the  i nd iv idua l  a  consen t  to  background 
inves t iga t ion  and  release  as  de termined  by  the  Distr ict .  

 
 Make cer ta in that the ind iv idua l has ident i f ied a t  leas t two 

persons   f rom   e a c h  p a s t e m p l o y e r w h o c a n v e r i f y b a s i c  j o b 
i n f o r m a t i o n   a n d   d i s c u s s   t h e   individual 's  work  performance  and 
reason  for  leaving.  

 
 

 Examine  the  appl icat ion  fo r  a  complete  work  h is tory,  account ing for  
any  gaps  in  employment.  

 
T w o p e r s o n s s h o u l d b e c o n t a c t e d a t e a c h p a s t  e m p l o y e r i f 
p o s s i b l e ( a n y   excep t i ons  shou ld be  documen ted ) . Upon mak ing 
con tac t ,  t he  con tac t s  o r  t he  f o r m e r   e m p l o y e r   o r   e m p l o y e r ' s   a g e n t 
s h o u l d  b e  p r o v i d e d  t h e  f o l l o w i n g  information: 

 
 The  name  and  identifying  information  of  the  District.  

 
 The  name  o f  the  D is t r ic t  representat ive  mak ing  the  inqu i ry  and 

how  the  representat ive  can  be  contacted.  
 

 
 The name of the former employee and period of employment as indicated by  the 

individual  whose  background  is  being  investigated.  
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 The posit ion for which the ind ividual has appl ied, with descript ive 
information  as  to  the  duties,  if  requested  or  necessary  to  understanding  of  the 
inquiry. 

 
The background investigator shall: 

 
 Ask the questions, and complete the background check form(s) as provided by 

the District. 
 
 

 Make  impression  notes  as  necessary  based  upon  the  questions  and 
responses,  and  determine  if  there  may  be  cause  to  contact  others  or 
make further inquiries based upon the responses. 

 
 Provide the information to the Superintendent. 
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EXHIBIT  EXHIBIT 

PROFESSIONAL  STAFF  H IR ING  

Procedures and Practices for Employment Authorization 
 

And Employment eligibility Verification 
 
 
 
Anti-Discrimination Notice.  It is illegal to discriminate against any individual (other than 
an alien not authorized to work in the U.S.) in hiring, discharging, or recruiting or referring 
for a fee because of that individual’s national origin or citizenship status.  It is illegal to 
discriminate against work eligible individuals.  Employers cannot specify which 
document(s) they will accept from an employee.  The refusal to hire an individual 
because of a future expiration date may also constitute illegal discrimination. 

 

Employment Authorization 
 

Procedure 
 

Effective January 1, 2008, Arizona schools must use the federal governments Basic Pilot 
Program to verify the employment authorization of all newly hired employees. 

 

The Department of Homeland Security’s (DHS) U.S. Citizenship and Immigration 
Services Bureau (USCIS) and the Social Security Administration (SSA) are jointly 
conducting E-Verify, formerly known as the Basic Pilot.  E-Verify involves verification 
checks of the SSA and DHS databases, using an automated system to verify the 
employment authorization of all newly hired employees. 

 

There are four (4) types of access to E-Verify:  As an employer, as a designated agent for 
employers, as a multi-location corporate administrator, or through a web service. 

An employer’s participation in E-Verify is voluntary and is currently free to employers. 

Users can access the web-based access methods using any Internet-capable Windows 
based personal computer and a web browser of Internet Explorer 5.5 or Netscape 4.7 or 
higher (with the exception of Netscape 7.0). 

 

To participate, an employer must register online and accept the electronic Memorandum 
of Understanding (MOU) that sets forth the responsibilities of the SSA, USCIS and the 
employer. 

 

The e-mail address to access the start site for E-Verify is: 
 

https://www.vis-dhs.com/employerregistration/StartPage.aspx?JS=YES 
 

If you need assistance in completing the registration process or need additional 
information relating to E-Verify, please call the Office of Verification toll free at 1-888-464- 
4218. 
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EXHIBIT  EXHIBIT 

 
I-9 Form Completion 

 

The Immigration Reform and Control Act of 1986 (IRCA) requires that all new employees, 
both regular and casual, establish their eligibility for employment in the United States. 
This federal law applies to U.S. citizens as well as to foreign nationals.  An Employment 
Eligibility Verification (Form I-9) must be completed within three (3) business days of the 
employee’s hire date.  Employees who do not provide the necessary documentation 
within three (3) business days must be discharged. 
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EXHIBIT EXHIBIT 

 

P R O F E S S I O N A L S T A F F H I R I N G  
 

 
BACKGROUND CHECK FORM 

 
 
Applicant Date    

 
 
Person  contacted     Telephone  

 
 
Address     

 
 
Relationship  to  applicant:  

?  Former  employer  -  posit ion    

Distr ict,  business,  or  other  
 

ent i ty  
 
 

? Personal  reference  
 
 
Me thod  o f  con tac t :  ? Te lephone  ?  Le t te r  ?  Other  

 
 
 

QUESTIONS FOR EMPLOYERS 
 
 
Dates  of  employment    

 
 
Position held 

 
 
Final  rate  of  pay    

 
 
Was  the  person  rel iable?     

 
 
Was  the  person  satisfactory?  

If no, explain 
 
 
If no, explain 

 
 
Any  concern  about  the  person  being  late  to  work  without  authorization?  

 
 

If  yes,  explain  
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Any  concern  with  abuse  of  leave  policies  (such  as  sick  leave  or  pers onal 
leave)?     

 
 
 
 
 

I f  yes,  explain  
 
 
Any  difficulty  establishing  commu nication 
and  rapport  with  children?  

 

 
If  yes,  explain  

 

 
Any  diff icul t ies  in  establ ishing  communicat ion  and  rap por t  wi th 
superv i sors ,  pa ren t s ,  o r  communi ty  members?  

 
If  yes,  explain  

 

 
Did  the  person  ever  receive  a  wri t ten  counsel ing 
s t a t e m e n t ,  l e t te r  o f  d i rec t ion ,  o r  repr imand?  

 
If  yes,  describe  

 
Did  the  distr ict  ever  consider  taking  act ion  or  take  act ion  to 
suspend,  dec l ine  to  renew,  o r  d i smiss  the  employee?  

 
If  yes,  describe  

Was  there  ever  an  a l legat ion  or  complaint  about : 

Abusive  language?  

Insul t ing  o r  derogatory  c o m m e n t s ? 

Inappropriate  contact  with  a  child?  

Verbal or physical contact of a sexual nature? Dishonesty? 

Subs tance  abuse?  

 
Failure  to  provid e  adequate  supervision?  

 
Failure  to  follow  reasonable  directions  or  instructions?     
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I f  yes  on  any  of  the  above,  ge t  explanat ion  

 
 
 
 
Was  the  person  ever  involved  in  an  incident  that 
resulted  in  injury  to  an  adult  or  child?  

 
 
 
 
If  yes,  explain  

 
Would  you  rehire  this  person?  

 
 
 
 

Can  you  identify  anyone  else  who  could  provide  relevant  infor mat ion 
regarding  the  appl icant ' s  f i tness  for  employment?  

 
 
 
 

I s  there  any  o ther  in format ion  I  have  no t  asked  about  tha t  would  help  
us  determine  this  person's  el igibil i ty,  qualifi cations,  and  suitabil i ty  for 
employment  with  our  District?  

 
 
 
 

QUESTIONS FOR PERSONAL REFERENCE 
 

How  long  have  you  known  the  applicant?  
 
 

What  i s  the  na ture  of  your  re la t ionship?    Why  do 

you  think  the  applicant  would  be  a  good  choice  for  this  posi t ion?  

 
 
 

Do  you  know  o f  any  reasons  tha t  could  p revent  the  ap plicant 
from  fulfilling  the  funct ions  of  the  position?  

 
 
 
 
 
 

Background  check  form  completed  by  
 
 

Date  completed  
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PROFESSIONAL STAFF CERTIFICATION 
AND 

CREDENTIALING  REQUIREMENTS 
 
 

(F ingerpr in t ing  Requi rements)  
 
 
N e w  H i r e s  

 
A l l cer t i f i ca ted personne l to be h i red by the D is t r i c t sha l l be 
f ingerpr in ted  as  a  condit ion  of  employment,  except  for  personnel  who,  
as   a   condi t ion   of   cert i f icat ion   are   required   to   have   a   val id   Class   One 
f ingerpr int c learance card. Those who have a Class Two f ingerpr int 
c learance   card   and   have   not   been   f ingerpr inted   wi th in   the   last  ( number ) 

years  shall  be  f ingerprinted  as  a  condition  of  employment.  
 
 
The  candidate 's  f ingerpr ints  shal l  be  submit ted,  a long  wi th  the  form 
prescr ibed  in  statute,  immediately  upon  being  not i f ied  of  pending 
employment.  

 
 
C a n d i d a t e s  s h a l l  c e r t i f y  o n  t h e  p r e s c r i b e d  n o t a r i z e d  f o r m s  w h e t h e r 
t h e y  a r e  awa i t i ng  t r i a l  on  o r  have  eve r  been  conv i c ted  o f  o r  adm i t t ed  
i n   open   cou r t   o r   pursuant  to  a  plea  agreement  commit t ing  any  of  the 
fol lowing cr i minal of fenses in Arizona   or   similar   offenses   in   any   other 
jurisdiction:  

 
 

 Sexual  abuse  of  a  minor.  
 

 Incest. 
 

 First -  or  second - degree  murder.  
 

 Kidnapping. 
 

 Arson. 
 

 Sexual  assault.  
 

 Sexual  exploitat ion  of  a  minor.  
 

 
 Felony  offenses  involving  contributing  to  the  delinquency  of  a  minor.  

 
 Commercial  sexual  exploitation  of  a  minor.  
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 Felony  offenses  involving  sale,  distr ibution,  or  transportation  of,  offer  
to  se l l ,  t ranspor t ,  or  d is t r ibute ,  or  consp i racy  to  se l l ,  t ranspor t ,  or 
d is t r ibu te  mari juana  or  dangerous  or  narcot ic  drugs.  

 
 F e l o n y   o f f e n s e s   i n v o l v i n g   t h e   p o s s e s s i o n   o r   u s e   o f   m a r i j u a n a , 

offenses involving the possession or use of marijuana or dangerous drugs. 
 

 Burglary in the first degree. 
 

 Burglary in the second or third degree. 
 

 Aggravated or armed robbery. 
 

 Robbery. 
 

 A dangerous crime against children as defined in A.R.S. 13-604.01. 
 

 Child abuse. 
 

 Sexual conduct with a minor. 
 

 Molestation of a child. 
 

 Manslaughter. 
 

 Aggravated assault. 
 

 Assault. 
 

 Exploitation of minors involving drug offenses. 
 
The District may refuse to hire or may review or terminate personnel who have  been 
convicted  of  or  admitted  committing  any  of  the  criminal  offenses  above  or  a  similar 
offense  in  another  jurisdiction.  In  conducting  a  review,  the  Governing  Board  shall 
utilize  the  guidelines,  including  the  list  of  offenses  that  are  not  subject  to  review,  as 
prescribed by the State Board of Education pursuant to A.R.S. 15-534. In considering 
whether to hire or terminate the employment of a person, the Governing Board shall take 
into account the factors listed in A.R.S. 15-512. 

 
When considering termination of an employee pursuant to A.R.S. 15-512, 
a hearing shall be held to determine whether a person already employed shall be 
terminated. 
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The Superintendent shall develop and implement procedures that include the 
following in the employment process: 

 
Provide for fingerprinting of employees covered under this policy and A.R.S. 15-512. 

Provide for fingerprint checks pursuant to A.R.S. 41-1750. 

Cert i f icate  Renewals  
 

 
Each  Distr ict  employee  who  is  an  appl icant  for  renewal  of  any  cert i f icate 
prescribed  in  A.R.S.  15 - 203  shall  be  required  to  be  f ingerprinted  i f  the 
employee  has  not  had  a  f ingerprint  check.  

 
Each   individual   wil l   be   responsible   for   the   cost   for   init ial   and   renewal 
fingerprint  clearance.  

 
Adopted:  November  13,  2008  

 
LEGAL  REF.:   A.R.S.  15-512 

15-534 
41-1750 

 
CROSS  REF.:  GCF  -  Professional Staff Hiring 

GCG  -  Part - Time  and  Substitute  Professional  Staff  
Employment  

 

IJOC  -  School  Volunteers  
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EXHIBIT EXHIBIT 

PROFESSIONAL STAFF CERTIFICATION AND 
CREDENTIALING REQUIREMENTS 

 
 
 
Name  (pr in ted  or  typed) Position 

 
I,   ,  being  duly  sworn,  do  hereby  cer t i fy 
t h a t  I  h a v e  n e v e r  b e e n  c o n v i c t e d  o f  o r  a d m i t t e d  i n  o p e n  c o u r t  o r  p u r s u a n t  t o  a 
p lea  ag reement  commi t t ing ,  and  am  no t  now  awa i t ing  t r i a l  fo r  commi t t ing ,  any  o f 
the  fo l lowing  c r imina l  o f fenses  in  the  s t a te  o f  Ar izona  o r  s imi la r  o f fenses  in  any 
other  jurisdiction:  

 

Employee  S ignature Date  signed  
 
Subscr ibed,  sworn  to,  an d  acknowledged  before  me  by     

 
 

Sexual abuse of a minor 
 

Incest 
 

First- or second-degree murder 
 

Kidnapping 
 

Arson 
 

Sexual assault 

S ex u a l  exp lo i t a t i on  o f  a  mi no r 

Felony offenses involving contribut- 

ing to the delinquency of a minor 

Commercial sexual exploitation of a 
minor 

Felony offenses involving sale, 
distribution, or transportation of, 
offer to sell, transport, or 

distribute, 
or   conspiracy   to   sell,   transport,   or 
distribute  marijuana  or  dangerous 
or narcotic drugs 

Felony offenses involving the possession or 
use  of  marijuana,  dangerous  drugs  or 
narcotic drugs 

Misdemeanor offenses involving the 
Possession   or   use   of   marijuana   or 
dangerous drugs 

Burglary in the first degree 

Burglary in the second or third degree 
 

Aggravated or armed robbery 
 

Robbery 

A dangerous crime against children as 
defined in A.R.S. 13-604.01 

 

Child abuse 

Sexual conduct with a minor 

Molestation of a child 

Manslaughter 

Assault or Aggravated assault 

Exploitation of minors involving drug 
offenses 

 
 
 

   ,  th is   ___ day  of    , 2 0  __ 
 
in ____________________County, Arizona. 

 
My Commission Expires:    

 

Notary Public    
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PROFESSIONAL / SUPPORT STAFF HIRING - OATH OF OFFICE 

 
Every school employee shall take and subscribe to the oath prescribed for public officers 
pursuant  to  A.R.S.  38-231.  The  person  taking  the  oath  shall  file  a  copy  of  the 
acknowledged oath in the District office. The District office shall keep such copy on 
file as long as the employee remains employed by the District and for a period of five (5) 
years after termination of employment with the District. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 38-231 
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EXHIBIT  EXHIBIT 

P R O F E S S I O N A L  /  S U P P O R T  S T A F F  
HIRING - OATH OF OFFICE 

 

 
In  addition  to  any  other  form  of  oath  or  affirmation  specifically  provided  by  law  for  an 
officer  or  employee,  before  entering  upon  the  duties  of  office  or  employment,  any 
officer or employee shall take and subscribe to the following oath or 
affirmation: 

 
State of Arizona, County of     , I, 
  ___  [type or print name], do solemnly swear (or 

affirm)   that   I   will   support   the   Constitution   of   the   United   States   and   the  
Constitution  and  laws  of  the  State  of  Arizona;  that  I  will  bear  true  faith  and 
allegiance  to  the  same,  a nd  defend  them  against  all  enemies,  foreign  and 
domestic, and that I will faithfully and impartially discharge the duties of the office 
of      [name of office] according to the 
best of my ability, so help me God (or so I do affirm). 

 

 
 
 
 
 

(Signature of officer or employee) 

LEGAL REF.: A.R.S. 38-231 
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PART - TIME AND SUBSTITUTE PROFESSIONAL STAFF EMPLOYMENT 

Substitute Teachers 

The Board will establish the daily pay rate for substitute teachers. 
 
The  Superintendent  wi l l  screen  al l  appl icants  for  substi tute  posit ions  and 
recommend substitute teachers to the Board for approval. The Superintendent will 
establish regulations to ensure that all substitutes used in the schools are on the Board- 
approved substitute list. 

 

 
Substitute Professional Staff Members 

 
The  Superintendent  may  employ,  when  conditions  warrant,  temporary  or  part-time 
personnel  on  a  per  diem  or  time  card  basis.  This  autho rity  is  subject  to  the 
following conditions: 

 
 Continued employment of any such person shall be subject to confirmation 
and approval by the Board at its next official meeting. 

 
 The employee shall be hired on a per diem basis and shall be compensated 
in  accordance  with  the  requirements  and  limitations  of  existing  contracts  that 
cover similar positions or employees. 

 
 In addition to the conditions set forth above, the temporary assignment of a 
person  to  a  supervisory  or  administrative  position  shall  be  pr eceded  by 
notification  to  the  Board.  The  Superintendent  will  detail  the  circumstances  that 
created the need for the part-time employment. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-502 

15-503 
A.A.C. R7-2-603 

 
 
 
 
 
 
 
 
 
 
 
 
 
E.V.I.T. SCHOOL DISTRICT NO. 401 Page 1 of 1 



G-3761 GCG-R 
 
 
REGULATION REGULATION 

P A R T - T I M E A N D S U B S T I T U T E 
PROFESSIONAL STAFF EMPLOYMENT 

 
(Substitute Teachers) 

 
 
 
Employment of Substitute Teachers 

 
Substitute  personnel  shall  be  employed  through  the  personnel  department.  Only 
those  who  have  registered  with  the  personnel  department  shall  be  employed; 
otherwise, there shall be no authorization for payment. Every effort shall be made 
to provide the best qualified substitutes. 

 
Registration of Substitute Teachers 

 
The following materials are required before a substitute teacher may be employed: 

 
 Application for employment. 

 
 Loyalty oath. 

 
 Withholding tax statement (W -4). 

 
 Recorded certificate in the office of the County Superintendent of Schools. 

 
 District interview. 

 
 Employment Eligibility Verification (form 1-9). 

 
 
Payment of Substitute Teachers 

 
The pay schedule for substitutes for each school year shall be set at the same time 
the  regular  salary  schedule  for  teachers  is  adopted.  Substitute  teachers  shall  be 
paid the salary designated by the Governing Board, with the following exceptions: 

 

 Long-term  substitute  teachers.  A  substitute  teacher  who  teaches  in  one 
(1)  assignment  for  a  regular  teacher  shall  receive  an  increased  rate  of  pay  as 
determined  by  the  Governing  Board  for  each  day  taught  beyond  the  initial 
twenty   (20)   consecutive   working   days.   If   extenuating   circumstances   exist,   the 
Superintendent  may  recommend,  to  the  Board,  an  additional  increased  rate  of 
pay  and/or  fewer  required  consecutive  working  days  in  order  to  qualify  for  an 
increased rate of pay. 
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 Permanent substitute teachers.  A  substitute  teacher  may  be  designated  as 
a  "permanent  substitute"  by  the  director  of  business/human  resources  in  the 
event  of  a  long-term  replacement  for  a  regular  teacher  on  a  leave  of  absence. 
The  substi tute  teacher  must  possess  a  regular  teaching  cert i f icate.  An 
increased  rate  of  pay,  as  determined  by  the  Board,  shall  be  paid  for  each  day 
taught beyond the initial twenty (20) consecutive days. 

 
Short - term  substitute  teachers  receive  no  fringe  benefits,  except  as 

required by law, and no contracts shall be issued. 
 

 Substitutes shall accrue no vacation days. 
 

 If  a  substitute  teacher  is  required  to  be  at  school  longer  than  four  and  one- 
half  (4-1/2) hours  in  a  day,  a  full  day's  substitute  salary  shall  be  paid.  If  a 
substitute teacher is at school four and one-half (4-1/2) hours or less a day, a 
half (1/2) day's substitute salary shall be paid. 

 
Professional Responsibility 

 
The substitute teacher, as a special faculty member of the District, is responsible 
for: 

 
Assuming normal duties and responsibilities of the classroom teacher. 

 
 Reporting to the office of the administrator upon arrival at the assigned 
school. 

 
 Maintaining high professional standards in contacts with students, other 
teachers, and parents or guardians. 

 
Adhering to rules and regulations that pertain to a specific assignment. 

 
 Implementing the program of the regular classroom teacher as outlined in 
the lesson plans. 

 
Adhering to the hours of the school day. 

 
 Seeking guidance in any unusual situation. 

 
 Reporting, in summary form, progress and activities of the day for the 
benefit of the regular classroom teacher. 

 

 
 
E.V.I.T. SCHOOL DISTRICT NO. 401 Page 2 of 3 



G-3761  GCG-R 
 
The classroom teacher who is absent has a professional responsibility to aid the 
substitute teacher by: 

 
 Maintaining up-to-date lesson plans. 

 
 temizing relevant information that pertains to the classroom situation. 

 
 Encour aging  and  guiding  the  substitute  teacher  in  everyday  school 
procedures. 

 
 Developing a proper attitude in the classroom, among the students, toward 
the role that substitutes have in the educational program. 

 
The administrative responsibility to the substitute teacher includes: 

 
 Defining the role of the substitute teacher in specific classroom situations. 

 
 Establishment of professional and personal communication. 

 
 Submitting substitute teacher evaluation reports. 

 
 Involvement of the substitute teache r in the professional climate of the 
school. 

 
 Preparing a detailed list of duties for the substitute teacher. 
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ARRANGEMENTS FOR SUBSTITUTE STAFF MEMBERS 

The Superintendent will establish procedures for reporting the need for and arranging for
professional staff substitutes. 

Adopted: June 8, 2015
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REGULATION 

GCGB - R
REGULATION 

ARRANGEMENTS FOR SUBSTITUTE STAFF MEMBERS 

When utilizing the leave policies of the District, it shall be the responsibility of the teacher to
notify their supervisor, as soon as possible but no later than 7:30 a.m. on the date of absence, 
providing the name of a prearranged substitute teacher. 

If the teacher knows in advance that a return to duty will be assured on a certain day, the
supervisor should be so notified in order that the substitute may be informed. 

 



G - 3 9 5 0 © G C H  
PROFESSIONAL  STAFF  ORIENTATION  AND  TRAINING  

 
The  Super in tendent  w i l l  es tab l i sh  a  p rogram  to  p rov ide  o r ien ta t ion  fo r a l l  
new  Distr ict  employees.  At  a  minimum,  this  program  wil l  cover  the fol lowing  
i tems:  

 
 Goals,  objectives,  and  programs  of  the  District.  

 
 Personnel policies. 

 
 Terms  of  employment.  

 
 General  disciplinary  rules  and  procedures.  

 
 Salary  and  fringe- benefit  plans.  

 

 
 Self- improvement  opportunit ies.  

 
 The  evaluat ion  program  and  name(s)  of  evaluator(s).  

 
 Handling of body fluids. 

 
Adopted: date  of  manual  adopt ion  

 
LEGAL  REF.:  A.R.S. 15-341 
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PROFESSIONAL STAFF DEVELOPMENT 
 
The  Board  recognizes  its  particular  responsibility  to  provide  opportunity  for  the 
continual  professional  growth  of  its  certificated  staff.  Such  opportunities  include, 
within  budgetary  limitation,  special  in-service  training  courses,  workshops,  school 
or  District  visitations,  conferences,  professional  library,  and  assistance  from 
supervisors and consultants. 

 
In  line  with  such  opportunities,  the  Board  encourages  educational  research  by  staff 
members  when  the  conduct  of  the  project  does  not  confl ict  with  the  major 
functions of the school. 

 
Adopted: November 13, 2008 

 
LEGAL REF.: A.R.S. 15-342 
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PROFESSIONAL  STAFF  NONCONTINUING  AND  CONTINUING 

STATUS 
 
 
Cer t i f i ca ted  teachers  who  have  not  been  employed  by  the  D is t r ic t  for 
more  than  the  major  por t ion  o f  th ree  consecut ive  school  years  are ,  for 
purposes  o f  po l icy ,  referred  to  as  non- continuing  teachers.  

 

 
Cont inuing  status  shal l be obtained upon the  offer ing  an d formal 
acceptance  of  the  fourth  consecut ive   teaching contract af ter  being 
employed by the Distr ict  for more than the major port ion of   three 
consecut ive  school  years.  

 

 
Admin is t ra to rs a re no t covered under the te rms o f the teacher 
appo in tment  and  t e r m i n a t i o n  s t a t u t e s  a n d  d o  n o t  g a i n  c r e d i t  t o w a r d 
c o n t i n u i n g  s t a t u s  w h i l e  occupying  administrative  posit ions.  

 
Adopted: date  of  manual  adopt ion  

 

 
LEGAL  REF.: A.R.S. 15-501 

15-502 
15-536 
15-538.01 
15-539 
15-544 
15-546 
15-547 

A.G.O. 178-150 
178-286 
180-113 
183-131 
184-048 
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PROFESSIONAL STAFF ASSIGNMENTS AND TRANSFERS 

 
Assignments 

 
The  Superintendent  will  determine  all  professional  staff  assignments.  Such 
assignments  shall  be  based  on  the  needs  of  the  District.  In  addition,  no  right  to 
school, grade, or subject assignment shall be inferred from the standard teacher's 
contract. 

 

 
Transfers 

 
The  procedure  for  assignment  and  transfer  of  professional  staff  members will be 
based  on  the  needs  of  the  instructional  program.  Assignments  may  be  changed  to 
serve the best interests of the District and students. 

 
Professional staff members may apply for transfer or reassignment, whether or not a 
vacancy  exists.  Generally,  transfers  will  not  be  approved  during  the  school  year 
unless the needs of the District dictate such approval. 

 
It shall be the policy of the Board that professional personnel be assigned on the 
basis  of  their  qualifications,  the  needs  of  the  District,  and  their  expressed  desires. 
When  it  is  not  possible  to  meet  all  three  conditions,  personnel  shall  be  assigned 
first  in  accordance  with  the  needs  of  the  District,  second  where  the  Superintendent 
determines  the  employee  is  most  qualified  to  serve,  and  third  as  to  expressed 
preference of the employees. 

 
In the case of vacancies in new or existing positions, first consideration will be 
given to qualified applicants among current employees. 

 
The  Superintendent  shall  have  the  responsibil i ty  for  the  assignment  of  al l 
personnel throughout the District. 

 
The resolution of any conflicts over the need for a transfer shall be based on what 
is  best  for  the  instructional  program,  the  needs  of  the  students,  and  the  overall 
needs of the District as defined by the Superintendent. 

 
Adopted: date of manual adoption 
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PROFESSIONAL STAFF SCHEDULES AND CALENDARS 

Teachers are required to be present on school grounds from 7:30 a.m. to 3:30 p.m., except
during the lunch break from 10:35 a.m. to 11:05 p.m., unless the principal has authorized their 
absence. The school day may be extended or altered for additional class time, meetings, 
special events, and activities. The classroom instructional period is vital to the educational 
process. Disruptions shall be kept to a minimum, and staff members shall not have family 
members present during their prescribed work hours. 

In order to ensure the safety of students and the security of school campuses, teachers may
be assigned supervisory duty during the teaching day. These duty assignments shall be 
considered a regular part of a teacher's duties and shall be fulfilled accordingly. 

Teachers may be asked to perform duties other than classroom teaching. Extra duty
assignments may be made by the supervisor or Superintendent. 

Adopted: date of manual adoption

Revised: June 8, 2015 

LEGAL REF.: A.R.S. 15-521 
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PROFESSIONAL STAFF MEETINGS 

 
The  Supe r i n tenden t  w i l l  a r r ange  f o r  and  ho ld  s t a f f  mee t i ngs  as  t he 
n e e d m a y ar ise .  Th is  author i ty may be de legated to the  bu i ld ing 
pr inc ipa ls ,  who may ho ld such  bui lding  meetings  on   a regular ly 
scheduled  basis  or  as  they  may  ar ise.  

 

 
A l l  teachers  are  required  to  at tend  any  such  meet ings  unless  of f ic ia l ly 
excused  by  the  pr incipal  or  the  Superintendent  pr ior  to  the  meeting.  

 

 
The Board and the admin is t ra t ion recogn ize the va lue o f and 
encourage  g rade -  leve l  s ta f f  meet ings  or  depar tmenta l  s ta f f  meet ings.  
A  min imum  number  o f  such  meet ings  wi l l  be  a l lowed  dur ing  the  regular  
school  day,  as  l ong  as  the  min imum  number  o f  c lassroom  minutes  for 
the  grade  leve l  has  been  met .  Arrangements  for  s u c h   m e e t i n g s   s h a l l 
b e  m a d e  w i t h  t h e  S u p e r i n t e n d e n t  t h r o u g h  t h e  b u i l d i n g  principals. 

 
 
Adopted:  date  o f  manual  adopt ion  

 
LEGAL  REF. :  A.R.S. 15-341 

 
CROSS  REF. : IKACA   -   Parent  Conferences  
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PROFESSIONAL STAFF DUTIES AND RESPONSIBILITIES 
 

(Duties of Teachers; Failure to Comply 
is Unprofessional Conduct; Penalty) 

 
 
Every teacher shall: 

 
 Present a valid certificate to the County School Superintendent, who shall 

record it. 
 

 Enforce the course of study, the use of adopted textbooks, and the rules and 
regulations prescribed for the school. 

 
 Hold students to strict account for disorderly conduct. 

 
 Exercise supervision over students on the campus and at off-campus school 

activities. 
 

 Keep a school register, which the Governing Board shall carefully preserve as 
one of the records of the school. 

 
 Make such reports as may be required by the Superintendent of Public 

Instruction, County School Superintendent, or Governing Board. 
 

 Make the decision to pass or fail a student in a course in high school. Such 
decisions may be overturned only as provided in A.R.S. 15-342(11). 

 
  Comply with all rules, regulations, and policies of the Governing Board that 

relate to the duties as prescribed. 
 
A teacher shall not use sectarian or denominational books or teach any sectarian 
doctrines or conduct religious exercises. 

 
A  teacher  who  fails  to  comply  with  the  above  is  guilty  of  unprofessional  conduct 
and  may  be  subject  to  disciplinary  action  by  the  Governing  Board  and  by  the  State 
Board of Education. 

 
Adopted:  November 13, 2008 

 

 
LEGAL REF.: A.R.S. 15-203 

15-341 
15-521 
15-535 
15-539 
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G-5350                                                                                                                                                       GCO 

EVALUATION OF PROFESSIONAL STAFF MEMBERS 

 

The Governing Board has adopted a formal process for the evaluation of professional staff 

employees to improve instruction and maintain instructional strengths. The district may use the 

information developed through the teacher performance evaluation system for a variety of 

purposes, including: 

• To determine a teacher’s effectiveness in the classroom. 

• To provide staff members with motivation and direction to improve. 

• To provide a basis for planning in-service training and supervisory activities. 

• To provide a basis for personnel decisions, including but not limited to; assignments, 

renewal/retention, dismissal and compensation. 

• To evaluate school and District educational programs and objectives for effectiveness. 

• To determine administration effectiveness in implementing policy and leadership. 

Definitions 

“Certificated Teacher” means, for purposes of this policy, a person who holds a certificate from 

the State Board of Education to teach in this State and who is employed under a contract by the 

District in a position that requires certification, except any administrator devoting less than 50% 

of his/her time to classroom teaching. 

 “Continuing teacher” means a certificated teacher who continues to be employed by the 

District after their third (3
rd

) consecutive year of employment, and who has not been 

designated in the two (2) lowest performance classifications for the previous school year or 

who has regained continuing status after being designated as a probationary teacher. 

A continuing teacher becomes a probationary teacher in the school year after the year the 

teacher was designated in the two lowest performance classifications. The teacher shall remain 

a probationary teacher until that teacher’s performance classification is designated in either of 

the two (2) highest performance classifications. 

“Probationary teacher” means a certificated teacher who is not a continuing teacher. 

“Principal” means an employee who holds a principal certificate issued by the State Board of 

Education (SBOE) and who performs the duties of a principal of a school or educational 

program. Principal does not include assistant principals or team leaders.  
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“Professional Staff” means the group of employees required by the District to hold the 

following licenses to perform their duties: administrative, teaching, special education, career 

and technical education, professional non-teaching certificate issued by the SBOE or a nursing 

license issued by the State Board of Nursing and Psychologist Examiners. Professional staff 

includes those positions so designated by the superintendent. 

Orientation to the Teacher Performance Evaluation System 

On an annual basis the District shall provide orientation to District teachers regarding the 

performance evaluation system. Teachers are expected to review Governing Board Policy GCO 

and related evaluation materials to familiarize themselves with the system. 

Qualified Evaluator 

The performance of classroom teachers will be evaluated by qualified evaluators approved by 

the Governing Board. The Superintendent will annually submit a list of the District’s qualified 

evaluators to the Governing Board for approval. All qualified evaluators will be sufficiently 

trained and qualified to evaluate classroom teachers or specialists by completing training for 

the evaluation systems approved by the Governing Board. 

Performance Classifications 

“Performance classifications” mean the four (4) performance classifications for teachers under 

the law and based on the qualitative definitions of these terms approved by the State Board of 

Education. They are:  Highly Effective, Effective, Developing or Ineffective. 

For the final annual evaluation and for each component thereof, the classroom teacher, 

specialist, and principal will be rated according to these four performance classifications. 

The Governing Board adopts quantitative definitions of the four performance classifications and 

annually will discuss the district’s aggregate performance ratings for classroom teachers and 

principals. The quantitative definitions of the four performance classifications are set forth in 

the administrative regulation adopted by the Superintendent and approved by the Governing 

Board to implement this policy. 

Inadequacy of Classroom Performance 

The Board may adopt standards for teaching performance that exceed the standards of the 

performance classifications.  

The Governing Board has adopted the following definition of “inadequacy of classroom 

performance” that aligns to the performance classifications. 
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“Inadequacy of classroom performance” means: A teacher receives an overall “ineffective” or 

three (3) or more “ineffective” or “developing” classifications in any of the classroom 

performance domains adopted in regulations. 

Delegation of Authority to Issue Preliminary Notices of Inadequacy of Classroom Performance 

The Governing Board may issue preliminary notices of inadequacy of classroom performance to 

certificated teachers of the District.  The Governing Board also delegates to the Superintendent 

and Assistant Superintendent (as the Governing Board’s authorized designees) the authority to 

issue preliminary notices of inadequacy of classroom performance to certificated teachers 

without the need for prior approval of each notice by the Governing Board.  In all cases in which 

the Superintendent or Assistant Superintendent issues a preliminary notice of inadequacy of 

classroom performance without prior approval by the Governing Board, the Governing Board 

shall be notified of the issuance within ten (10) instructional days.   

Evaluation Requirements 

Annual Evaluation: Each certificated teacher shall be evaluated at least once annually.  In its 

discretion, the District may conduct more than one evaluation annually.    

Observation Requirements: An evaluation shall include at least two (2) actual classroom 

observations for probationary teachers and at least one actual classroom observation for 

continuing teachers demonstrating teaching skills in a complete and uninterrupted lesson by 

the qualified evaluator.  There shall be at least sixty (60) calendar days between the first and 

last observations.  

The last observation may follow the issuance of a preliminary notice of inadequacy of classroom 

performance and be used to determine whether the teacher has corrected inadequacies and 

has demonstrated adequate classroom performance.   

An observation shall not be conducted within two (2) instructional days of any scheduled period 

in which school is not in session for one (1) week or more.  “Instructional day” means a day in 

which pupils are scheduled to attend school for instructional time.  

Written Feedback to Teacher: Within ten (10) business days after each observation, the 

qualified evaluator shall provide written feedback to the teacher. 

Transmittal of Evaluation to Teacher:  The results of an annual evaluation shall be in writing or 

provided in electronic format to the teacher and a copy shall be transmitted or provided in an 

electronic format to the teacher within five (5) days after completion of the evaluation. The 

teacher may initiate a written reaction or response to the evaluation.  Responses shall be 

submitted to the evaluator within ten (10) business days of the date of the transmittal. 
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Recommendations for Needed Improvement:  A specific and reasonable plan for the 

improvement of teacher performance shall be provided if the teacher’s performance warrants 

improvement.  More specifically:  

•Each evaluation shall include recommendations as to areas of improvement if the teacher’s 

performance warrants improvement. 

•After transmittal of the evaluation, the qualified evaluator or another Board designee shall 

confer with the teacher to make specific recommendations as to areas of improvement in the 

teacher’s performance. 

•The qualified evaluator or other Board designee may provide professional development 

opportunities for the teacher to improve performance. 

• A qualified evaluator implementing an improvement plan for a teacher who has been issued a 

preliminary notice of inadequacy of classroom performance shall reevaluate the teacher no 

fewer than 45 instructional days after the issuance of the notice. 

 Teacher Incentives and Protections 

Teachers in the highest performance classification shall be eligible to receive incentives as 

approved by the Governing Board. 

Retention and Confidentiality of Teacher Evaluation Reports and Performance Classifications 

Copies of the Evaluation Report and performance classification of a certificated teacher 

retained by the District are confidential and do not constitute a public record and shall not be 

released or shown to any person except: 

•To the certificated teacher who may make any use of it. 

•To authorized District officers and employees for all personnel matters regarding employment 

and contracts and for any hearing that relates to personnel matters. 

•To school districts and charter schools that inquire about the performance of the teacher for 

prospective employment purposes. A school district or charter school that receives information 

about a certificated teacher from the evaluation report and performance classification shall use 

this information solely for employment purposes and shall not release to or allow access to this 

information by any other person, entity, school district or charter school.  

•For introduction in evidence or discovery in any court action between the Governing Board 

and the certificated teacher in which either: (a) the competency of the teacher is at issue; or  
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(b) The evaluation and performance classification were an exhibit at a hearing, the result of 

which is challenged. 

•As otherwise permitted or required by law. 

Evaluation of Other Professional Staff  

All professional staff, other than classroom teachers, specialists and principals, will be 

evaluated annually by the employee’s supervisor, using evaluation instruments developed by 

the Assistant Superintendent and approved by the Superintendent. The Superintendent will be 

evaluated by the Governing Board. 

Appeal Procedures 

The Superintendent shall develop appeal procedures for teachers who disagree with the 

evaluation of their performance if the evaluation is for use as criteria for establishing 

compensation. 

Teachers who are on career ladder and who disagree with an evaluation of their performance 

may appeal such evaluations as set forth in the career ladder guidelines. 

Delegated Authority to Implement Policy  

The Superintendent is authorized to adopt administrative regulations as necessary or 

appropriate to implement these policies. 

Legal 

A.R.S. 15-203 

A.R.S. 15-502 

A.R.S. 15-503 

A.R.S. 15-536 

A.R.S. 15-537 

A.R.S. 15-537.01 

A.R.S. 15-538 

A.R.S. 15-538.1 

A.R.S. 15-539 et seq. 

A.R.S. 15-544 

A.R.S. 15-549 

A.R.S. 15-918.02 

A.R.S. 15-977 

A.A.C. R7-2-605 

 

Adopted October 14, 2013 

 

Last revised October 14, 2013 
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PHILOSOPHY AND PURPOSE OF EAST VALLEY 
INSTITUTE OF TECHNOLOGY EVALUATION PROCESS 

 

 
East Valley Institute of Technology (EVIT) believes that EVIT students deserve the highest quality of 
instruction. To ensure quality instruction for every student, performance appraisal of all certified 
personnel is essential and is one of the district's primary responsibilities to students, patrons, and staff. 
 
Purpose of Evaluation Process  
The purpose of the professional educator evaluation process is to provide quality instruction that aligns with 
district goals and objectives. In addition, this process is designed to promote professional learning that allows 
educators to continually grow and learn new techniques to improve their instructional practices and methods. 

Effective professional appraisal: 
 Reflects research-based standards 
 Is systematic and continuous 
 Embodies standards of excellence 
 Is cooperatively developed between evaluator and evaluatee 
 Is continually reviewed and refined to reflect the needs of the organization 

 
Professional growth results from: 

 Maximizing strengths and working on areas for growth 
 Setting realistic goals 
 Providing resources 
 Defining responsibilities 
 Establishing strategies for continuous improvement 
 Fostering self-reflection 
 Monitoring performance 

 

A FRAMEWORK FOR TEACHING BY CHARLOTTE DANIELSON 
The "Framework for Teaching" was selected as the basis for EVIT's appraisal system because it is research-
based and provides a clearly defined framework to help teachers improve their instruction. More specifically, the 
framework: 
 
1. Enhances professional practice by seeking to identify principles of effective practice and classroom organization. 

Such principles maximize student learning and promote student engagement. 
 

2. Provides a common vocabulary for discussions regarding professional excellence in teaching. 
 
3. Provides clear expectations, via the rubrics, about what constitutes good teaching and serves as a guide for 

teachers striving to attain master teaching status. 
 
4. Parallels district improvement initiatives currently underway at EVIT (i.e. 301 plan, Enrollment, Retention). 
 
5. The Framework for Teaching is designed to: 
 

 Provide every teacher, via the rubrics, valuable feedback to guide their planning for effective instruction. 
 Provide evaluators, via Domains 2 and 3, clear guidelines to assess the components of effective teaching 

that are directly observable in the classroom setting. 
 Provide teachers and evaluators, via Domains 1 and 4, a vehicle for meaningful discussion on teaching 

skills not directly observable in the classroom. 

•



EXHIBIT     GCO-E    EXHIBIT 
 

EVIT	Instructional	Evaluation		 Page	3	
 

PROFESSIONAL COMPETENCY DOMAINS 
 
Teacher Performance  
Weighted @ 65% of evaluation 

 
DOMAIN 1: Planning and Preparation (how a teacher designs instruction) 
1a. Demonstrating Knowledge of Content and Pedagogy  
1b. Demonstrating Knowledge of Students 
1c. Setting Instructional Outcomes 
1d. Demonstrating Knowledge of Resources 
1e. Designing Coherent Instruction 
1f. Designing Student Assessments 
DOMAIN 2: The Classroom Environment (the interactions that occur in the classroom) 
2a. Creating an Environment of Respect and Rapport 
2b. Establishing a Culture for Learning 
2c. Managing Classroom Procedures 
2d. Managing Student Behavior 
2e. Organizing Physical Space 
DOMAIN 3: Instruction (the heart of teaching—the actual engagement of students in content) 
3a. Communicating with Students 
3b. Using Questioning and Discussion Techniques  
3c. Engaging Students in Learning 
3d. Using Assessment in Instruction 
3e. Demonstrating Flexibility and Responsiveness 
DOMAIN 4: Professional Responsibilities (additional responsibilities related to teaching) 
4a. Reflecting on Teaching 
4b. Maintaining Accurate Records 
4c. Communicating with Families 
4d. Participating in the Professional Community 
4e. Growing and Developing Professionally  
4f. Showing Professionalism 
 
 

STAR Test Improvement 
Weighted @ approximately 21% of evaluation 

STAR Reading Improvement 
STAR Math Improvement 

 
Survey Data 
Weighted @ approximately 14% of evaluation 
     Student Survey (Teacher or Program) 
     Parent Survey (Teacher or Program) 
     Industry Survey (Teacher or Program) 
 
The classifications of performance as they relate to teaching are defined as follows: 
 
 Highly Effective 

A highly effective teacher consistently demonstrates the listed functions and other actions reflective of the 
teaching standards that are above and beyond state expectations. Teachers who perform at this classification 
exceed goals and targets established for student performance, and survey data indicates high levels of 
satisfaction. They evidence high levels of knowledge, implementation and integration of performance 
standards along with evidence of leadership initiative and willingness to model and/or serve as a mentor for 
colleagues. This classification refers to professional teaching that innovatively involves all students in the 
learning process and creates a true community of learners. This classification means that the only areas for 
growth would be to expand on the strengths and find innovative ways to apply them to the benefit of the 
school. Teachers performing at this classification are master teachers and leaders in the field, both inside and 
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outside their school. 
 
 

 
 Effective 

An effective teacher demonstrates the listed functions reflective of the teaching standards most of the time 
and meets goals and any targets established for student performance and survey data. Performance in this 
area is satisfactory and similar to that of others regarded as good performers. The indicator of performance 
delivered when classifying one as Effective is that performance is very good. While there are areas 
remaining that require further development to be considered an excellent performer in this standard, an 
Effective classification is indicative of a valued teacher. This classification refers to successful, professional 
teaching that is consistently at a high level. It is expected that most experienced teachers frequently perform 
at this classification. 
 

 Developing 
A developing teacher sometimes demonstrates the listed functions reflective of the teaching standards and 
meets some of the goals and targets established for student performance and survey data. This 
classification indicates that the teacher performs well at times but requires more consistent performance 
overall. The teacher demonstrates potential, but must focus on opportunities for improvement to elevate the 
performance in this standard. This indicates that the teacher has the necessary knowledge and skills to be 
effective, but the application of those skills is inconsistent. The developing classification is not intended to 
be assigned to a veteran teacher for more than two consecutive years. This classification may be assigned 
to new or newly-reassigned teachers for more than two consecutive years. 
 

 Ineffective  
An ineffective teacher rarely demonstrates the listed functions and meets few goals and targets for 
student performance and survey data. The demonstrated performance of this teacher requires 
intervention. This classification indicates that performance is unsatisfactory and the teacher 
requires significant improvement. This classification of performance is hindering learning or is 
doing harm in the classroom. 

 
 

OVERVIEW OF THE TEACHER EVALUATION PROCESS 
 
EVALUATION PROCEDURES:  
 Awareness and training will be provided about the evaluation process and timeline by administration 

within the first 60 instructional days.  
 

 Probationary Teacher – A certified teacher in his/her first 3 consecutive years of employment with the 
district or a continuing teacher who has been designated in the lowest performance classification in the 
prior year’s end-of-year overall evaluation and has not regained continuing status. An evaluation will be 
completed within the first 90 days of each semester. These evaluations only include Domains 1-4. 
Domains 5-7 will be completed by the last day of school.  

 
 Continuing Teacher – A certified teacher who continues to be employed by the district after their 3rd 

consecutive year of employment and who has not been designated in the lowest performance 
classification in the prior year’s end-of-year overall evaluation or who has not regained continuing status after 
being designated as a probationary teacher. An evaluation will be completed at least once each year not later 
than Feb. 15th of the school year in which the educator is being evaluated and only includes Domains 1-4. 
The Governing Board may waive the requirement of a second classroom observation for a continuing 
teacher whose teaching performance based on the first classroom observation places the teacher in one of 
the two highest performance classifications for the current school year. The teacher may request a second 
observation. Evaluation of Domains 5-7 will be completed by the last day of school.  

 
 A certified teacher who is currently a continuing teacher but has been designated in the lowest performance 

classification for the current school year after an evaluation must become a probationary teacher for the 
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subsequent school year and remain so until their performance classification is designated in one of the two 
highest classifications.  

 
 

 
PROFESSIONAL IMPROVEMENT PLANS:  
 Overall Performance Improvement Plan. A teacher who receives an overall classification of 

"Ineffective” or “Developing” on the end-of-year evaluation will be placed on a Plan for Improvement. The 
Plan for Improvement will be implemented throughout the next evaluation cycle. 
 

 Inadequacy of Classroom Performance. Teachers will be given a Preliminary Notice of Inadequacy of 
Classroom Performance when they receive an overall “ineffective” in a post-observation evaluation or three 
(3) or more “ineffective” or “developing” classifications in any of Domains 1-4.  
 

 A teacher who receives a Notice of Inadequacy of Classroom Performance or who receives an overall 
classification of “Ineffective or Developing” will work in collaboration with the supervisor to develop a 
Plan for Improvement that includes a plan of recommended corrective action, lists evidence of sufficient 
improvement and may include opportunities for professional development. The improvement plan must run 
for a minimum of 45 instructional days.  
 

 After the Plan for Improvement is completed, an evaluation by the administrator of completion of corrective 
action will be noted on the Plan for Improvement form. 

 
COMPREHENSIVE EVALUATION PLAN:  
 Based upon Danielson's Framework for Teaching  
 Rubric-Based Evaluation System 
 Based on Collection of Evidence around 7 Domains and school-wide data 
 

Step 1: Awareness 
 During the first 60 instructional days of the school year 
 Small group or faculty meeting 
 Description of the process and identification of timeline for educators to be evaluated 
 Forms and documents will be shared and discussed 
 
Step 2: Pre-Observation/Planning Conference 
 EVIT Pre-Observation/planning form for scheduled observation to be completed by teacher prior to 

meeting 
 Discussion of lesson to be observed and planning form 
 Face-to-face meeting with first-year teachers, and all other educators may share this information in 

written form 
 
Step 3: Classroom Observations  
 Two formal observations required, but 2nd observation may be waived by the Governing Board for 

teachers with continuing status 
 One observation will be scheduled and one will be unscheduled 
 Formal observation is defined as viewing one complete classroom lesson 
 Evaluator will use EVIT Classroom Observation form to collect evidence 
 
Step 4: Post-Observation/Artifact Conference  
 Face-to-face meeting to discuss scheduled classroom observation 
 Teacher will provide a minimum of 4 artifacts as evidence for Domains 1 and/or 4 
 Teacher Reflection Form will be one of the required artifacts 
 Teacher will receive written feedback on an observation within 10 instructional days 

 
Step 5: Final Summative Conference 
 Final conference to review comprehensive evaluation, which includes all seven domains, will occur by the 
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last day of school 
 EVIT Evaluation Summary Sheet will be completed by evaluator and shared with the teacher 
 A discussion about strengths and areas for growth will occur 

 
 
 
Final Teacher Evaluation Classification 
 
A teacher’s annual evaluation will conclude by the last day of the current school year. The evaluator will review 
data for domains 5-7 as well as the school-wide data results and will complete the summary page of the 
evaluation instrument for each teacher. The evaluator will apply the appropriate rubric scores to the Evaluation 
Summary Page. The weighted scores for teaching performance (67 percent) and school-wide data (33 percent) 
will determine a Final Teacher Evaluation Numerical Score that will result in a Final Teacher Evaluation 
Classification of Highly Effective, Effective, Developing or Ineffective. 
 
 
Appeal of Evaluation 
If a certified employee perceives that the written evaluation received is not an accurate evaluation based on 
procedural and/or substantive issues, the employee must first discuss the concern with the evaluator within five 
business days of receipt of the evaluation. If the employee still believes the evaluation is inaccurate, the employee 
may submit exceptions to the evaluation, in writing, to the evaluator and to the district Human Resources 
Department. This letter must be submitted within 10 business days of receipt of the evaluation. This letter will be 
attached to the evaluation and placed in the employee’s district personnel file. 
 
In addition, the employee may request a conference with the evaluator’s supervisor within ten business days of 
receipt of the evaluation. The meeting shall be scheduled in a timely manner. If the evaluator’s supervisor 
believes that an appeal based on the results of a classroom observation has merit, the evaluator’s supervisor may 
request that a different qualified evaluator do an additional classroom observation to count toward the final 
summative evaluation, replacing the observation in question. 
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TEACHER PRE-OBSERVATION/PLANNING FORM 

Instructor: _________________________________           Program:   _________________________________  

Date of Pre-Observation Conference: ____________  Date of Observation: _____________________________  

Standard or Objective of the Lesson to be Taught: ________________________________________  

*NOTE: Please attach lesson plan. In lieu of narrative for #4, 5, 6, 7, 9 and 10, you may refer to your lesson plan. 
 
1. To what part of the curriculum does your lesson relate? (Component 1e) 
 
 
 

2. How does this learning fit in the sequence of learning for this class? (Components 1b, 1e, 1a) 
 
 

 
3. Briefly describe the students in this class, including those with special needs. (Component 1b) 
 
 
 

4. *What are your learning outcomes for this lesson? What do you want the students to understand? (Components 1c, 
1f) 

 
 
 

5. *How was prior knowledge assessed? (Components 1b, 1c) 
 
 
 

6. * What instructional strategies do you plan to use to engage students in the content? What will you do? What will the 
students do? Will the students work in groups, or individually, or as a large group?  (Components 1a, 1e) 

 
 
 
7. *What instructional materials or other resources will you use? (Attach sample materials you will be using in the 

lesson.) (Component 1d) 
 
 

8. How will you differentiate instruction for different individuals or groups of students in the class? (Components 1d, 1c) 
 

 
9. *How do you plan to assess student achievement of the goals? (Attach any tests or performance tasks, with rubrics or 

scoring guides.) (Component 1f) 
 

 
10. *How is the lesson aligned to the Arizona Standards, the Arizona Common Core State Standards and/or Arizona 

Workplace Employability Skills Standards?  
 
 
11. Is there anything that you would like me to specifically observe during the lesson?  
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E V I T  
CLASSROOM OBSERVATION FORM 

Teacher ____________________  Department __________________  Date _________  

Observer AIVI/PIVI Time In Time Out 

 
2a: Creating and Environment of Respect and Rapport

*Teacher Interaction with students *Student Interaction 
3a: Communicating with Students 

*Directions and procedures *Oral and written language 

 

2b :  Establ ishing a Culture for Learning 
*Importance of content *Student pride in work 
*Expectations for .learning and achievement 

3b: Using Questioning and Discussion Techniques 
   *Qual i t y  of questions *Discussion techniques *Student participation 

2c: Managing Classroom Procedures 
*Instructional groups *Transitions *Materials & supplies 
*Non-instructional dut ies  *Volunteers and paraprofessionals 

3c: Engaging Students in Learning
*Representation of content *Activities and assignments 
*Groups of students *Instructional materials and resources 
*Structure and pacing  

2d: Managing Student Behavior 
*Expectations *Monitoring of student behavior 
*Response to student behavior 

3d: Using Assessment in Instruction 
*Quality: accurate, substantive, constructive and specific *Timeliness 

2e: Organizing Physical Space 
• Organizing Physical Space 

3e: Demonstrating Flexibility and Responsiveness 
    * Demonstrating Flexibility and Responsiveness 
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TEACHER REFLECTION FORM 

Teacher: __________________________________           Program:   _________________________________  

Date of Observation: _________________________   

Date of Scheduled Post-Observation Conference:_______________________________________________ 

 
Evidence of teaching performance will be gathered for all components of the Teaching Performance Evaluation.  Evidence of planning 
and preparation and professional responsibilities will be gathered during the pre- and post-observation conference process through the 
review of lesson plans, student work, communication logs, conversations about practice, and other professional and instructional 
artifacts.  
 
1. In general, how successful was the lesson? Did the students learn what you intended for them to learn? How do you 

know? (Components 3d, 4a) 
 
 
 
2. If you were able to bring samples of student work, what would the samples reveal about the levels of student 

engagement and understanding? (Components 3d, 3c) 
 
 
 
3. Comment on your classroom procedures, student conduct and your use of physical space.  To what extent did these 

contribute to student learning? (Components 2c, 2d, 2e) 
 
 
 
4. Did you depart from your plan? If so, how and why? (Component 3e) 
 
 
 
5. Comment on different aspects of your instructional delivery (e.g., activities, grouping of students, materials and 

resources.)  To what extent were they effective? (Components 2a, 2b, 3c, 3e, 1d, 1e) 
 
 
 
6. If you had a chance to teach this lesson again to the same group of students, what would you do differently, from 

planning through execution? (Component 4a) 
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EVALUATION SUMMARY 

 
 

PLEASE CHECK ONE BOX - Overall Scoring: 
 

□ HIGHLY EFFECTIVE (4.0-3.5) 
□ EFFECTIVE (3.49-3.0) 
□ DEVELOPING (2.99-2.0) 
□ INEFFECTIVE (1.99 AND BELOW) 

 
Continued employment: 

□ Recommended 
□ Not recommended 

Current teacher status:                
□ Probationary 
□ Continuing  

 

Recommended status for next year: 
□ Probationary 
□ Continuing  

 
The evaluator and teacher will sign the original of this document, which will be placed in the personnel file. A signed copy will also 
be provided to the employee. The employee's signature doesn’t necessarily indicate agreement with results of this review. It does 
indicate (1) the employee has participated in the review, (2) the review has been discussed with the employee, and (3) the 
employee has been given an opportunity to respond in writing to comments made in the review. If a plan for improvement is 
required, attach the plan to this form. All responses made by the employee must be received within ten (10) business days after 
employee receipt of the evaluation.  

 
Acknowledgement of Receipt: 

 
First Summative 
 
 

 E v a l u a t o r   D a t e   T e a c h e r   D a t e  
 
Second Summative (If Applicable) 
 
 

 E v a l u a t o r   D a t e   T e a c h e r   D a t e  
 
Final Summative 

  A teacher scoring below a 3.0 (Developing or Ineffective) 
will be placed on a Plan for Improvement 
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 E v a l u a t o r   D a t e   T e a c h e r   D a t e  



G-5600  G     C     P  
PROFESSIONAL STAFF PROMOTIONS 

 
The  Super in tenden t  w i l l  f i l l  pos i t i ons  o f  i nc reased  respons ib i l i t y  w i th 
the bes t ava i la b le cand ida tes . Cand ida tes w i l l be cons ide red bo th 
f rom  w i th in  and  f rom  outside  the  District.  

 
Adopted: date  of  manual  adopt ion  
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PROFESSIONAL  STAFF  REDUCTION  IN  FORCE  

 
The number and t ype o f  ce r t i f i ca ted  s ta f f pos i t i ons requ i red  t o 
imp lemen t  t he D is t r i c t ' s educa t iona l  p rogram w i l l be   de te rm ined 
annua l l y by   t he Board  a f te r r e c o m m e n d a t i o n  f r o m t h e 
S u p e r i n t e n d e n t .  I n  t h e  e v e n t  t h e  B o a r d  d e c i d e s  t o  release  certif icated 
staff  members,  the  fol lowing  guidelines  wil l  be  in  effect:  

 
 

 Normal  attr i t ion  due  to  teacher  terminations  wi l l  be  rel ied  upon  as 
the  f i rst  means  of  reducing  the  staf f .  

 
  I f   a t t r i t ion   does   no t   accompl ish   the   requ i red   reduct ion   in   the 
s ta f f ,  the  Super intendent  shal l  submit  to  the  Board  recommendat ions 
for the terminat ion o f s p e c i f i c s t a f f m e m b e r s . T h e c r i t e r i a 
u s e d i n f o r m u l a t i n g  t h e s e recommendations shal l includ e, but 
shal l  not  be  l imited  to:  

 
 

 Qual i f icat ions  and  cer t i f ica t ion  of  s ta f f  members  to 
accompl ish  the  District 's  educational  program.  

 
 

Overal l  teaching  experience,  academic  training,  and 

abil i ty.  Past  contributions  to  the  educational  program 

of  the  Distr ic t .  All  other  things  being  equal,  length  of 

service  in  the  Distr ict.  

Cr i ter ia  for  select ion  of  staf f  members  to  be  released  wi l l  be  appl ied 
separately  to  teachers  within  specialty  categories.  

 
 
Noncontinuing  teachers  wi l l  be  released  before  cont inuing  teachers  who 
are  legal ly  qua l i f i ed  t o  ho ld  pos i t i on s  cu r ren t l y  he ld  by  noncon t i nu ing 
t e a c h e r s .  R e c a l l  provisions  will  be  as  specified  in  Arizona  law.  

 

 
Personnel  to  be  la id  off  for  the  ensuing  sc hool  year  shal l  be  not i f ied  of 
such  layoff  as  soon  as  practical.  

 
Adopted: date  of  manual  adoption  

 
LEGAL  REF.: A.R.S. 15-502 

15-544 
A.G.O. 178-286 
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RESIGNATION OF PROFESSIONAL STAFF MEMBER 
 
 
A profess ional s taf f member may not res ign ef fect ive pr ior to the 
conclus ion  of  the  f ina l  duty  day,  un less  the  res ignat ion  is  f i rs t  approved  
by  the  Governing  Board.  

 
 
In  the  event  that  the  employee  fa i ls  to  repor t  to  h is /her  ass ignment  or 
res igns  f rom  the  employment  wi th  the  Dis t r ic t ,  e f fec t ive  pr ior  to  the  end  
of the term of the contract , the employee wi l l pay the Dist r ic t the  
amount  o f  one  thousand  dol lars  ($1,000.00)  as  l iqu idated  damages  and 
not   as   a   penal ty   s ince   the   Dis t r ic t   wi l l   incur   expenses   of   secur ing   a 
replacement  and  poss ib ly  costs  for  a  subst i tu te.  

 
 
The   govern ing   board   may   waive   th is   payment   i f   the   Employee’s   non - 
per formance  resul ts  f rom  c i rcumstances  beyond  h is /her  cont ro l  or  f rom  
an  agreement  for  a  res ignat ion  in  l ieu  o f  d ismissal .  

 
 
A  teacher  who  res igns  cont rary  to  th is  po l icy  shal l  be  deemed  to  have 
commit ted  a n  u n p r o f e s s i o n a l  a c t  a n d  s h a l l  b e  s u b j e c t  t o  t h e  p e n a l t y  
a s p r o v i d e d u n d e r Arizona statutes and State Board of Education 
regulat ions.  

 
Adopted:  November 13, 2008 

 
LEGAL  REF.: A.R.S. 15-545 

23-353 
A.A.C.  R7-2-205 
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G-6100 GCQF 
DISCIPLINE, SUSPENSION, AND DISMISSAL OF PROFESSIONAL STAFF 

MEMBERS 
 
Categories of Misconduct 

 
Cert i f icated  staf f  members  may  be  discipl ined  for  infract ions  that 
include,  but  are  not  l imited  to,  the  following  categories:  

 
 Engaging  in  unprofessional  conduct.  

 
 Committ ing  fraud  in  securing  appointment.  

 
 Exhibiting  incompetency  in  their  work.  

 
 Exhibiting inefficiency in their work. 

 
 Exhibiting  improper  attitudes.  

 
 Neglecting their duties. 

 
 Engaging  in  acts  of  insubordination.  

 
 Engaging  in  acts  of  child  abuse  or  child  molestation.  

 
 Engaging  in  acts  of  dishonesty.  

 
 Being  under  the  influence  of  alcohol  while  on  duty.  

 
 Engaging  in  the  use  of  narcotics  or  habit - forming  drugs.  

 
 Being  absent  without  leave.  

 
 Engaging  in  discourteous  treatment  of  the  public.  

 
 Engaging in improper political activity. 

 
 Engaging in willful disobedience. 

 
 Being  involved  in  misuse  or  unauthorized  use  of  school  property.  

 
 Being  involved  in  exces sive  absenteeism.  

 
 

 Carry ing  or  possess ing  a  weapon  on  school  grounds  un less  they 
are  peace  o f f i cers  o r  have  ob ta ined  spec i f i c  au thor iza t ion  f rom  the 
appropr ia te  schoo l  administrator.  
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Statutory Requirements 

 

Certificated staff members disciplined under A.R.S. 15-341, A.R.S. 15-539, or other 
applicable statutes: 

 
 May not be suspended with or without pay for a period exceeding ten (10) school 

days under A.R.S. 15-341. 
 

 May be suspended without pay for a period of time greater than ten school days or 
dismissed under A.R.S. 15-539. 

 
 Shall be disciplined under procedures that provide for notice, hearing, and appeal, 

subject  to  the  requirements  of  A.R.S.  15-341  or  A.R.S.  15-539,  whichever 
is appropriate. 

 

 Shall,  if  disciplined  under  A.R.S.  15-539  or  other  applicable  statutes,  excluding 
A.R.S. 15-341, receive notice in writing served upon the certificated staff member 
personally  or  by  United  States  registered  or  certified  mail  addressed to the 
employee's last-known address. A copy 

 of charges, together with a copy of all applicable statutes, shall be attached to the 
notice. 

 

 Shall have the right to a hearing in accordance with the following: 
 

 Suspension  under  A.R.S.  15-341.  The  supervising  administrator  will  schedule  a 
meeting not less than 2 days nor more than 10 days after the date the certificated 
staff member receives the notice. 

 

Dismissal  or  dismissal  with  suspension  included  under  A.R.S.  15-  539.  A  written 
request for a hearing shall be filed with the Board within thirty (30) days after service of 
notice. The filing of a timely request shall suspend the imposition of a suspension without 
pay or a dismissal pending completion of the hearing. 

 
General Provisions for Discipline 
Under A.R.S. 15-341 

 
General provisions for discipline are as follows: 

 
 Informal consultation. Nothing contained herein will limit a supervising 

administrator's  prerogative  to  engage  in  informal  consultation  with  a 
certificated  employee  to  discuss  matters  of  concern  related  to  the  employee's 
performance,  conduct,  etc.;  however,  when  it  is  apparent  that  disciplinary 
action  toward  a  certificated  employee  is  likely  to  become  a  part  of  the 
certificated  staff  member's  personnel  record  as  permitted  by  A.R.S.  15-341,  the 
procedures outlined herein shall be followed. 
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 Persons authorized to impose discipline. Any supervising administrator who is 
the immediate or primary supervisor of a certificated staff member is 

 
 
 

author ized  to  impose  a  penal ty  or  penal t ies,  shor t  o f  d ismissal .  Only 
the Board  may  dismiss  a  cert i f icated  staff  member.  

 
 Notice.   Any   person   who   is   required   by   this   pol icy   to   give   wri t ten 

notice  to  any  o ther  person  a f fec ted  by  th is  po l icy  may  do  so  by 
any   means   reasonab ly   c a l c u l a t e d  t o g i v e t h e r e c i p i e n t a c t u a l 
k n o w l e d g e o f t h e n o t i c e w i t h i n a reasonable   amount   o f   t ime. 
When   t ime   is   ca lcu la ted   f rom   the   date   a   not ice   i s   received,  the 
not ice  is  deemed  to  be  received  on  the  date  i t  is  hand  del ivered  or 
three  calendar  days  after  i t  is  placed  in  the  mail .  

 
 Administrative  discretion.  In  adopting  these  policies/procedures,  i t  is the  

in ten t i on  o f  the  D is t r i c t  tha t  they  be  in te rpre ted  and  app l ied  in  
a  reasonab le  fash ion .  The  po l i c ies  a re  no t  i n tended  to  res t r i c t  o r  
e l im ina te the d isc re t ion t r a d i t i o n a l l y  a f f o r d e d t o  s u p e r v i s i n g 
a d m i n i s t r a t o r s   t o d e t e r m i n e w h e t h e r d isc ip l ine  is appropr ia te. 
Supe rv is ing   admin is t ra tors   are   therefore   d i rected   to   c o n t i n u e t o 
use   r easonab le   d i s c re t i on   i n   de te r m in ing   whe the r   a   pa r t i cu l a r 
alleged  violation  merits  discipline.  

 
Right   not   to   impose   d isc ip l ine.   The   Dis t r ic t   reserves   the   r ight   not   to 
discipline  a  certif icated  staff  member  for  conduct  that  violates  this  policy.  

 

 Definit ion  of  work  days.  For  the  purposes  of  this  policy,  a  work  day  
is  any  day  that  the  Distr ict 's  central  administrative  off ice  is  open  for 
business.  

 

  Addit ional  reasons  for  d iscipl ine.  A  cert i f icated  staf f  member  may be  
d i s c i p l i n e d  f o r  c o n d u c t  t h a t  h a s  o c c u r r e d  b u t  t h a t ,  a t  o r  
n e a r  t h e  t i m e  o f  m isconduc t ,  was  no t  t he  sub jec t  o f  o r  
i den t i f i ed  as  a  r eason  f o r  a  spec i f i c  proceeding  under  this  policy.  

 
 Amendments.  The  Dis t r ic t  reserves  the  r ight  to  amend  th is  po l icy  

in  any  way  at  any  t ime.  Any  amendment  shal l  have  prospect ive 
appl icat ion  only.  

 
 Severabi l i ty .  I f  any  provis ion  of  th is  pol icy  is  held  to  be  inval id  for 

any  reason ,  such  ac t ion  sha l l  no t  i nva l ida te  the  rema inder  o f  
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t h i s po l i cy . I f any p rov is ion o f th i s po l i cy con f l i c t s w i th any 
p rov is ions  i n  any  o the r  po l i c i es  adopted  by  the  District,  the  provisions  
of  this  policy  shall  prevail.  

 
 
Procedure for Discipline 
Under A.R.S. 15-341 

 
 
The  fo l l ow ing  p rocedures  w i l l  be  used  t o  impose  any  d i sc ip l i ne  t ha t  
( 1 )  sha l l  b e c o m e  a  p a r t  o f  t h e  c e r t i f i c a t e d  s t a f f  m e m b e r ' s  p e r s o n n e l 
r e c o r d  a n d  ( 2 )  i s  permitted under A.R.S. 15-341: 

 
 

Step I – Notice 
 
 

Upon  the  superv is ing  admin is t ra tor 's  de terminat ion  o f  the  ex is tence  
o f  cause  t o  impose  d i s c i p l i ne ,  t he  supe rv i s i ng  adm in i s t r a to r  sha l l 
no t i f y  t he  cer t i f icated  staf f  member  of  intent  to  impose  d isc ip l ine.  The 
not ice  shal l  be  in  wr i t ing  and  shal l  be  del iver ed  in  person  or  by  f i rst - 
c lass  mai l .  The  not ice  shal l  include the following: 

 
 

 The  conduct  or  omission  on  the  part  of  the  cert i f icated  staf f 
member  that  constitutes  the  reason  for  discipl ine.  

 
 

 A   scheduled   meet ing   t ime   between   the   supervis ing   administrator 
and the cer t i f i ca ted  s ta f f  member . Such  meet ing sha l l  be 
scheduled  not more than 10 work ing  days af ter the  date the 
cert i f icated  staf f  member  receives  the  notice.  

 
 

 A  statement  of  the  d isc ip l inary  act ion  the  superv is ing  admin is t rator 
i n t e n d s t o i m p o s e , i n c l u d i n g , i f a p p l i c a b l e , t h e n u m b e r o f 
d a y s  o f  suspension  with  or  without  pay.  

 
 

 Copies  of  any  avai lab le  re levant  documentat ion,  a t  the  d iscret ion  
o f  the  supervising  administrator.  
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G-6100                 GCQF 
DISCIPLINE, SUSPENSION, AND DISMISSAL OF PROFESSIONAL STAFF 

MEMBERS 
 

Step 2 - Hearing: 
 

At the hearing, the supervising administrator shall discuss with the certificated 
staff member the conduct that warrants disciplinary action and shall provide 
the certificated staff member with any appropriate evidence and a copy of 
relevant documentation if not previously provided. 

 

• The supervising administrator shall conduct the hearing in an informal 
manner, without adherence to the rules of evidence and procedure 
required in judicial proceedings. 

 
Step 3 - Decision (in writing): 
 

At the hearing, or within 10 working days following the hearing, the 
supervising administrator shall, in writing, inform the certificated staff 
member of the decision. If the decision is to impose discipline, written 
notice of the discipline shall be enclosed. The written notice of the decision 
shall state that a copy of the notice, decision, and a record of the 
disciplinary action shall be placed in the certificated staff member's 
personnel file and shall specify the date the discipline shall be imposed 
unless the certificated staff member files a written request for appeal within 
5 working days after the decision is delivered to the certificated staff 
member. If the certificated staff member requests an appeal of the 
decision, the imposition of any discipline shall be suspended pending the 
outcome of the appeal. 

 
Step 4 - Appeal: 
 

Discipline imposed may be appealed, BUT SUCH APPEALS ARE 
LIMITED TO ONE ORGANIZATIONAL LEVEL ABOVE THE LEVEL OF 
THE SUPERVISING AUTHORITY WHO DETERMINED THE DISCIPLINE.  
Only when the discipline is determined by the Superintendent shall the 
appeal be to the Board, which, at its discretion, may appoint a hearing 
officer. The appeal shall contain a brief statement of the reasons why the 
certificated staff member believes the administrator's decision is incorrect. 
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The  appeal  shal l  speci f ical ly  descr ibe  the  part  of  the  determinat ion  wi th 
which  the  cert i f icated  staff  member  disagrees:  

 
 Determination  was  founded  upon  error  of  construct ion  or  appl icat ion  

of  any  pertinent  regulations  or  policies.  
 

 Determinat ion  was  unsupported  by  any  evidence  as  disclosed  by  the 
ent ire  record. 

 
 

 Determination  was  material ly  affected  by  unlawful  procedure.  
 

 Determinat ion  was  based  on  v io la t ion  o f  any  s ta tu tory  or 
const i tu t iona l  right. 

 
 Determination  was  arbitrary  and  capricious.  

 
 The  penalty  was  excessive.  

 
The supe rv i s ing adm in i s t ra to r , t he Supe r in tenden t , o r , when 
app rop r i a te ,   t he   Board  or  the  Board - appointed  hearing  off icer  may,  at 
the  conclusion  of  the  appeal,  uphold  the  d is c ip l ine ,  mod i fy  the  dec is ion,  
o r  re fe r  the  mat te r  back  to  the  leve l  f r o m  w h i c h  i t  w a s  a p p e a l e d  f o r  
r e h e a r i n g a n d a d d i t i o n a l i n f o r m a t i o n . S u c h dec is ion, a long wi th 
spec i f ic   d i rect ion   as   to   the   e f fec t ive   date   o f   any   d isc ip l ine,   s h a l l b e 
c o m m u n i c a t e d  t o  t h e  c e r t i f i c a t e d  s t a f f  m e m b e r  w i t h i n  a  r e a s o n a b l e 
amount  of  t ime  fol lowing  the  appeal,  not  to  exceed  7  working  days.  

 
 
Additional Provisions and Conditions 

 
 
 
Dur ing  the pendency  of the  hear ing,  nei ther  the cert i f icated staf f 
member  nor  the  superv is ing  admin is t ra tor   sha l l  contact   the 
Super in tendent  or a  Board member to d iscuss  the mer i ts o f   the 
superv is ing  admin is t ra tor 's  recommendat ion  or  charges  and   p roposed 
d isc ip l i ne  excep t  as  p rov ided  by  th i s  po l i cy .  No  a t tempt  sha l l  be  made 
du r ing such  pe r iod   t o d i scuss t he mer i t s o f t he   cha rges w i t h  t he 
pe rson  designated to act as hearing officer. 
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The assigned hearing officer shall, by use of a mechanical device, make a record of the 
appeal hearing. 

 
This  policy,  under  A.R.S.  15-341,  does  not  apply  to  dismissal  of  a  certificated  staff 
member   except   to   the   extent   that   the   Board   may   find,   subsequent   to   dismissal 
proceedings, that a lesser form of discipline as set forth in this policy should be imposed. 

 
Not  all  administrative  actions  regarding  a  certificated  staff  member  are  considered 
"discipline,"   even   though   they   may   involve   alleged   or   possible   violations   by   the 
certificated  staff  member.  This  policy  addresses  only  discipline  and  has  no 
application to any of the following: 

 
 The  certificated  staff  member  evaluation  procedure  or  the  resulting 
evaluations  as  they  pertain  to  the  adequacy  of  the  certificated  staff  member's 
classroom performance. 

 
 Letters or memorandums directed to a certificated staff member containing 
directives or instructions for future conduct. 

 
 Counseling of a certificated staff member concerning expectations of future 
conduct. 

 
 Nonrenewal of a contract of a certificated staff member employed by the District 
for  less  than  the  major  portion  of  three  consecutive  school  years  (noncontinuing 
certificated staff member). 

 
In the case of dismissal or dismissal with suspension under A.R.S. 15-539, hearing and 
appeal procedures shall follow those provided for in the appropriate statutes. 

 
If  charges  presented  to  the  Board  for  dismissal  of  a  certificated  person  allege 
immoral  conduct,  the  charge  or  a  resignation  involving  such  charges  shall  be 
reported to the Department of Education. 

 
As used in this policy, immoral conduct means any conduct that is contrary to the moral 
standards of the community and that reflects an unfitness to perform the duties assigned 
to the certificated staff member. 
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Adopted: date of manual adoption 
 
LEGAL REF.: 

15-203 
15-341 
15-342 
15-350 

A.R.S. 13-2911  15-508  15-541 
15-514  15-542 
15-536  15-543 
15-538  15-549 
15-538.01  15-551 
15 - 503 15 - 539 41 - 770  

15 -  507   15 -  540  
 
 

CROSS  REF.: DKA   -   Payroll  Procedures/Schedules  
GCJ   -   Professional  Staff  Non  continuing  and  Continuing  Status  
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EXHIBIT  EXHIBIT 

D I S C I P L I N E ,  S U S P E N S I O N ,  A N D  D I S M I S S A L  
OF  PROFESSIONAL  STAFF  MEMBERS  

 
Upon  a  written  statement  of  charges  presented  by  the  Superintendent  and/or 
adopted by the Board that cause exists to dismiss or suspend a teacher for more than 
ten  days  without  pay,  due  process,  written  charges,  and  a  hearing,  if  requested, 
shall be provided in accord with A.R.S. 15-539 et seq. and relevant regulations. 

 
If charges have been adopted by the Governing Board stating cause, a teacher may 
be placed on administrative leave by the Board, per A.R.S. 15-540. 

 
 
When the Superintendent presents a statement of charges wherein the alleged cause 
for dismissal constitutes immoral conduct, the Governing Board may adopt a resolution 
authorizing   filing   of   a   complaint   with   the   State   Board   of   Education.   Pending 
disciplinary  action  by  the  State  Board  of  Education  on  a  Governing  Board  complaint 
alleging  immoral  conduct,  a  teacher  may  be  reassigned  by  the  administrator or 
placed on administrative leave by the Board, per A.R.S. 15-540.   When the 
Superintendent   has   reasonable   grounds   to   believe   that   an   act   of   immoral 
conduct   that   would   constitute   grounds   for   dismissal   or   criminal   charges   by   a 
certificated  person  has  occurred,  a  report  shall  be  made  to  the  Department  of 
Education by the Superintendent, per A.R.S. 15-514. 

 
 
The Governing Board shall keep confidential the name of a student involved in a hearing 
for  dismissal,  discipline,  or  action  on  a  teacher's  certificate,  with  exceptions as 
noted in A.R.S. 15-551. 
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NONSCHOOL EMPLOYMENT 
BY PROFESSIONAL/SUPPORT STAFF MEMBERS 

 
A   regular ,   fu l l - t ime   employee's   posi t ion   in   the   Dist r ic t   shal l   be   g iven 
precedence   over   any    type  of    outside  work  or  sel f - employment. 
Employees are free to  carry on  i nd iv idua l  work  o r se l f - emp loymen t 
p ro jec ts  as  l ong  as  no  D is t r i c t  f ac i l i t i es ,  equ ipment ,  or  school (s)  a re 
used, except  as prov ided by   po l icy ,  and   the outs ide work or se l f - 
employmentdoes  not in ter fere wi th the employees '  per formance o f 
District - assigned  duties.  

 
 
The  outside  wo rk  or  sel f - employment  by  a  staf f  member  is  of  concern  to 
the  Board  insofar  as  it  may:  

 
 Prevent  the  employee  f rom  per fo rming  ass igned 

respons ib i l i t i es  i n  an  effective  manner.  
 

 Be  pre jud ic ia l  to  proper  e f fect iveness  in  the  pos i t ion  or 
compromise  the  District. 

 
 Raise  a  quest ion  of  conf l ic t  of  interest  -  for  example,  where  the 

employee's  posi t ion  in  the  Dist r ict  permits  access  to  informat ion  
or  other  advantage  useful  to  the  outside  employer.  

 
 
There fo re , an emp loyee may no t pe r fo rm any du t ies re la ted to 
ou ts ide  work  o r  se l f - employment  dur ing  regu lar  D is t r ic t  work ing  hours  
or  dur ing  the  add i t iona l  t ime  that  is  needed  to  ful f i l l  the  responsibi l i t ies  
of  the  Distr ict  posit ion.  Employees  who  violate  this  pol icy  are  subject  to 
reprimand,  suspension,  or  termination.  

 
Adopted:  November  13, 2008 

 
LEGAL  REF.: A.R.S. 15-321 

15-341 
 
CROSS  REF.:  EDB   -   Maintenance  and  Control  of  Materials  and  

Equipment  
KF - Community Use of School Facilities 
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TUTORING FOR PAY 

 
School  buildings  are  not  to  be  used  for  private  tutoring  or  classes  for  which 
students pay a fee to staff members unless a rental contract has been entered into 
with the District. 

 
Staff members are not permitted to provide tutoring for pay to any students who 
attend or are registered in any of their own classes. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.G.O. R97-023 
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PROFESSIONAL  RESEARCH  AND  PUBLISHING  

 
 
The Board  has p rop r ie ta ry r i gh ts  t o pub l i ca t i ons , i ns t ruc t iona l 
ma te r ia l s , and dev ices prepared by employees un less  p repared b y 
such  employees  on  the i r  own  t ime  and  without  use  of  school  faci l i t ies 
and/or  equipment.  

 
 The Board author izes the  Super in tendent to rev iew mater ia l 
prepared   by s t a f f m e m b e r s p r i o r t o c o p y r i g h t  o r p a t e n t f o r 
s u b s e q u e n t   p u b l i c a t i o n   o r   d is t r ibut ion,  and  to  recommend  wa iv ing 
a l l  o r  par t  o f  the  Board 's  p ropr ie ta ry  r ights  in  favor  of  the  employees 
preparing  such  materia ls.  

 
 

 Any s ta f f member who submi ts   pro fess iona l mater ia ls   for 
pub l ica t ion   in   w h i c h t h e   D i s t r i c t i s m e n t i o n e d w i l l  s u b m i t   a l l 
s u c h m a t e r i a l  t o  t h e Super intendent  pr ior  to  re lease  for 
publ icat ion, inc lud ing  mater ia ls developed on the  employee's own 
t ime.  

 

 
Adopted: date  of  manual  adopt ion  

 
LEGAL  REF.:  A.R.S. 15-341 
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SUPPORT STAFF POSITIONS 

 
Support  staff  positions  are  created  only  with  the  approval  of  the  Board.  The 
District  will  attempt  to  activate  a  sufficient  number  of  positions  to  accomplish  the 
District's goals and objectives. 

 
Before  recommending  the  establishment  of  any  new  position,  the  Superintendent 
will  present  a  job  description  for  the  position  that  specifies  the  qualifications,  the 
performance   responsibilities,   and   the   method   by   which   the   performance   of   such 
responsibilities  will  be  evaluated.  The  establishment  of  any  new  position  will 
require Governing Board approval. 

 
The  Superintendent  will  maintain  a  comprehensive  and  up - to - date set of job 
descriptions of all positions in the school system. 

 

 
New  Hires  

 
All  newly  employed  at-will  support  staff  members  will  serve  a  90-day probationary 
period during which no leave will accrue. Upon receipt of a satisfactory evaluation 
for  this  period  the  newly  employed  support  staff  member  will  be  entitled  to  begin 
accruing leave in accordance with the current leave policies of the District. 
Adopted:  September 20, 2001  

 
LEGAL REF.: A.R.S. 15-341 

 
15-502 
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SUPPORT STAFF CONTRACTS AND COMPENSATION 

 
Support  staff  members  are  all  employees  of  the  District  who  are  not  required  by 
state  law  or  by  a  District  policy,  regulation,  or  job  description  to  possess  teaching 
cert i f icates  f rom  the  Ar izona  Department  of  Educat ion  for  the  purpose  of 
performing  their  jobs,  unless  they  are  expressly  designated  as  professional  staff 
members in notices of employment or contracts executed by the Governing Board. 

 
Employment Status 

 
All  support  personnel  are  either  term  employees  o r  at - will  employees  of  the  
District. 

 

Term employee.  A  term  employee  is  a  support  staff  member  who  is  employed 
by  the  District  pursuant  to  a  written  contract  that  specifies  the  duration  of  the 
employment  contract,  which  shall  not  exceed  one  year.  All  support staff members 
who are not term employees are at-will employees. 

 

At - will  employee.  An  at - wi l l  employee  is  a  support  staff  member  who  is 
employed  by  the  District  for  no  specific  term  and  who  has  no  right  of  continued 
employment.  The  employment  of  an  at - will  employee  may  be  terminated  by 
action  of  the  Governing  Board  for  any  reason  or  for  no  reason,  with  or  without 
advance  notice,  as  the  Governing  Board  desires.  No  employee  or  Governing  Board 
member  shall  have  the  authority  to  make  any  agreement  or  contract  to  the 
contrary  or  any  agreement  with  an  at -will  employee  for  any  specified  period  of 
time.  No  District  policy  or  regulation  or  item  within  the  District's  handbook  is 
intended  to  -  and  shall  not  operate  to  -  create  any  property  or  contract  rights 
inconsistent with the at-will employment status of support staff members. 

 

Compensation 
 
The  Superintendent  will  provide  to  the  Board  recommendations  on  the  salaries  and 
benefits  of  support  staff  employees  in  conjunction  with  the  development  of  the 
District's annual  budget.  The  Board  will  determine  salaries  and  benefits  of  support 
staff employees annually, differentiated on the basis of duties and responsibilities. 

 

Adopted: date of manual adoption 
 

LEGAL REF.: A.R.S. 15-502 
A.A.C. R7-2-601 et seq. 

 

CROSS REF.: GDQB - Resignation of Support Staff Members 
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SUPPORT STAFF FRINGE BENEFITS 

 
The  Governing  Board  will  review  support  staff  (classified)  fringe  benefits  each  year 
during the budget process and may modify the benefits to meet the best interest of the 
District. 

 
Standards of eligibility for fringe benefits will be determined by the Board 
annually. 

 
Staff members who work at least forty (40) hours per week will be eligible for fringe 
benefits as determined by the Board. 

 
A d o p t e d :  M a y  1 2 ,  2 0 0 3  

 

 
LEGAL REF.: A.R.S. 15-502 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
E.V.I.T. SCHOOL DISTRICT NO. 401 Page 1 of 1 



G-7011 GDBD-R 
 
 
REGULATION REGULATION 

SUPPORT  STAFF  FRINGE  BENEFITS  
 

(Health, Accident, and Hospitalization Insurance) 
 
 
Suppor t s ta f f personnel who qual i fy pursuant to Pol icy GDBD  are 
covered  under h e a l t h , l i f e , a n d a c c i d e n t a l d e a t h a n d 
d i s m e m b e r m e n t  i n s u r a n c e  p l a n s  a s  described  below.  

 
 
The  Distr ict  wi l l  pay  for  heal th  insurance  that  covers  e l ig ib le  employees 
only,  and  not  for  any  dependent  members  o f  the i r  fami l ies  un less  such 
dependents  are  a lso  covered  by  the  District.  

 
 
New Support Personnel 

 
Employees  who are new to the Distr ict wil l be come  el igible for the 
Distr ict 's health,  l i fe , and  acc identa l death and d ismemberment 
insurance  on  the  f i rs t  o f  the  month  immediately  fol lowing  employment.  

 

 
Upon  an  employee 's  terminat ion  o f  employment  a t  any  t ime  dur ing  the 
year ,  the  insurance  coverage  o f  the  employee  w i l l  cease  a t  the  end  o f 
the month in which the terminat ion is ef fect ive. Employees wi l l be 
reimbursed  for  insurance  premiums  deducted  in  advance.  

 
 
Administrative Support Personnel 

 
Administrat ive  support  personnel  new  to  the  Distr ict  at  the  beginning  of 
the  school  year  w i l l  become  e l ig ib le  for  the  D is t r ic t 's  hea l th ,  l i fe ,  and 
acc identa l  death  and  d i s m e m b e r m e n t   i n s u r a n c e   o n   t h e   f i r s t   o f   t h e 
m o n t h  i m m e d i a t e l y  f o l l o w i n g  employment.  

 
 
Upon  an  employee 's  terminat ion  o f  employment  a t  any  t ime  dur ing  the 
year ,  the  insurance  coverage  o f  the  employee  w i l l  cease  a t  the  end  o f 
the month in which the terminat ion is ef fect ive. Employees wi l l be 
reimbursed  for  ins urance  premiums  deducted  in  advance.  

 
 
Dependent Coverage for Support Personnel 

 
 
Suppo r t   pe rsonne l   who   a re   e l i g ib le   f o r   hea l t h ,   l i f e ,   and   acc iden ta l 
dea th   and   d i smembermen t   i n su rance   who   des i r e   such   cove rage   f o r 
dependen ts  w i l l  have  deduct ions  made  f rom  the i r  sa lary  upon  wr i t ten 
request  to  the  employee  benef i ts  and  payrol l  of f ices.  Deduct ions  for  
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such  dependent  coverage  wi l l  be  over  a  per iod  ex tend ing  f rom  Ju ly  to 
June. Deduct ions dur ing that per iod wi l l cover the ent i re twelve  (12) 
months' insurance cost to the following July. 

 
Personnel  who  begin  service  to  the  District  after  July  1  will  have  such  dependent 
insurance cost deducted from their  salary  on  a  prorated  basis,  the  payment  being 
such as to cover the remainder of the year to the following July. 

 
Personnel  working  less  than  twelve  (12)  months  who  desire  dependent  coverage 
shall be responsible for the full cost of the dependent coverage on the first of the 
month immediately following the first day of active service. 
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NON-INSTRUCTIONALSTAFF SICK LEAVE 

 
Sick leave for non-instructional staff personnel is a designated amount of compensated 
leave that is to be granted to a staff member who, through personal or family illness, 
injury, or quarantine, is unable to perform the duties assigned.  
 
Each full-time staff member shall be credited with a sick leave allowance at the rate of 
one day per month, determined by contract length. For example: 
 
Twelve-month employees  12 days 
Ten-month employees   10 days 
 
In accordance with legal opinions, sick leave may be granted only for "services 
performed"; therefore, a long-term absence may result in a cessation of sick leave 
accrual and/or promotions or positional advancement. 
 
The unused portion of such allowance shall accumulate without limit for full-time 
employees. 
 
When a staff member exhausts all days of accumulated sick leave, a non-paid leave of 
absence must be requested, pursuant to District policy. 
 
Sick leave of any staff member who does not serve a full school year shall be prorated 
at the rate of one day per month. 
 
Sick leave may be used for any reason that qualifies under the Family and Medical 
Leave Act (FMLA). See section GCCC for additional information. 
 
Upon request, the staff member shall inform the Superintendent of the following: 
 
• Purpose for which sick leave is being taken. 
 
• Expected date of return from sick leave. 
 
• Where the staff member may be contacted during the leave. 
 
Use of Earned Paid Sick Time  
 
Earned paid sick time shall be provided to an employee by an employer for:  
 

A. An employee's mental or physical illness, injury or health condition; an employee's need 
for medical diagnosis, care, or treatment of a mental or physical illness, injury or health 
condition; an employee's need for preventive medical care;  
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B. Care of a family member with a mental or physical illness, injury or health condition; care 
of a family member who needs medical diagnosis, care, or treatment of a mental or 
physical illness, injury or health condition; care of a family member who needs preventive 
medical care;  
 

C. Reasons related to child care, domestic violence, sexual violence, abuse or stalking, and 
legal services as described in A.R.S. 23-373.  

 
Earned paid sick time shall be provided upon the request of an employee. Such request may be 
made orally, in writing, by electronic means or by any other means acceptable to the employer. 
When possible, the request shall include the expected duration of the absence. 
 
When the use of earned paid sick time is foreseeable, the employee shall make a good faith 
effort to provide notice of the need for such time to the employer in advance of the use of the 
earned paid sick time and shall make a reasonable effort to schedule the use of earned paid sick 
time in a manner that does not unduly disrupt the operations of the employer.  

 
An employer may not require, as a condition of an employee's taking earned paid sick time, that 
the employee search for or find a replacement worker to cover the hours during which the 
employee is using earned paid sick time.  
 
Earned paid sick time may be used in the smaller of hourly increments or the smallest increment 
that the employer's payroll system uses to account for absences or use of other time.  
 
For earned paid sick time of three (3) or more consecutive work days, an employer may require 
reasonable documentation that the earned paid sick time has been used for a purpose covered 
by A, B, or C, above. Documentation signed by a heath care professional indicating that earned 
paid sick time is necessary shall be considered reasonable documentation for purposes of this 
section  
 
As defined in statute (A.R.S. 23-371), "family member" means:  
 
A. Regardless of age, a biological, adopted or foster child, stepchild or legal ward, a child of a 

domestic partner, a child to whom the employee stands in loco parentis, or an individual to 
whom the employee stood in loco parentis when the individual was a minor;  

 
B. A biological, foster, stepparent or adoptive parent or legal guardian of an employee or an 

employee's spouse or domestic partner or a person who stood in loco parentis when the 
employee or employee's spouse or domestic partner was a minor child;  

 
C. A person to whom the employee is legally married under the laws of any state, or a domestic 

partner of an employee as registered under the laws of any state or political subdivision;  
 
D. A grandparent, grandchild or sibling (whether of a biological, foster, adoptive or step 

relationship) of the employee or the employee's spouse or domestic partner; or  
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E. Any other individual related by blood or affinity whose close association with the employee 

is the equivalent of a family relationship. 

 
Notice:  
 
Employers shall give employees written notice of the following at the commencement of 
employment or by July 1, 2017, whichever is later: employees are entitled to earned paid sick 
time and the amount of earned paid sick time, the terms of its use guaranteed in statute, that 
retaliation against employees who request or use earned paid sick time is prohibited, that each 
employee has the right to file a complaint if earned paid sick time as required by statute is denied 
by the employer or the employee is subjected to retaliation for requesting or taking earned paid 
sick time, and the contact information for the commission where questions about rights and 
responsibilities under can be answered.  

 
Accrual:  
 
Part-time employees shall accrue a minimum of one (1) hour of earned paid sick time for every 
thirty (30) hours worked, but employees shall not be entitled to accrue or use more than forty 
(40) hours of earned paid sick time per year.  

 
Each full-time staff member shall be credited with a sick leave allowance at the rate of 
one day per month, determined by the number of months employed:  
 
Twelve-month employees  12 days 
Ten-month employees   10 days 
 
An employee must work at least fifteen (15) days in a month to earn a day of sick leave.   
 
Earned paid sick time shall begin to accrue at the commencement of employment or on July 1, 
2017, whichever is later.  
 

An employee may use earned paid sick time as it is accrued, except that new employees must 
wait until the ninetieth calendar day after commencing employment before using accrued earned 
paid sick time.  

 
Employees who are exempt from overtime requirements under the Fair Labor Standards Act of 
1938 (29 United States Code section 213(A)(1)) will be assumed to work forty (40) hours in each 
work week for purposes of earned paid sick time accrual unless their normal work week is less 
than forty (40) hours, in which case earned paid sick time accrues based upon that normal work 
week.  
 

If an employee is transferred, but remains employed by the same employer, the employee is 
entitled to all earned paid sick time accrued and is entitled to use all earned paid sick time as 
provided in this section.  
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When there is a separation from employment and the employee is rehired within nine (9) months 
of separation by the same employer, previously accrued earned paid time that had not been 
used shall be reinstated. Further, the employee shall be entitled to use accrued earned paid sick 
time and accrue additional earned paid sick time at the re-commencement of employment.  

 
Reimbursement of Unused Sick Leave 
 
Employees shall be reimbursed for unused sick leave days upon termination or interruption of 
service to the District by retirement, resignation, death, or reduction in force under the following 
provisions: 
 
An employee with at least five years of service whose employment is terminated by retirement, 
death, or reduction in personnel, and an employee with at least seven years of service whose 
employment is terminated by resignation, dismissal or nonrenewal of contract shall be 
reimbursed at a rate equivalent to twice the hourly rate per accrued sick day. 
 
An employee with five years of service whose employment is terminated by resignation, 
dismissal or nonrenewal of contract shall be reimbursed at a rate equivalent to the hourly rate 
per accrued sick day. 
 
Part-time and temporary workers are not eligible for reimbursement of unused sick leave.  
 
Employees age fifty (55) or older on or before the effective date of resignation or retirement 
and whose sick leave payoff exceeds five thousand dollars ($5,000) will have sick leave funds 
converted to an employer contribution.  The District or its representative will interview the 
employee to determine the employee’s post-retirement needs.  The District will deposit these 
funds in a 403(b) or medical trust.  Any remaining balance at the time of the death of the 
employee will be returned to the beneficiary.  
 
Nothing in statute shall be construed as requiring financial or other reimbursement to an 
employee from an employer upon the employee's termination, resignation, retirement or other 
separation from employment for accrued earned paid sick time that has not been used outside 
of the provisions listed in this section for reimbursement of unused sick leave.  
 
Retaliation Prohibited  
 
It shall be unlawful for an employer or any other person to interfere with, restrain, or deny the 
exercise of, or the attempt to exercise, any right protected in statute.  
 
An employer shall not engage in retaliation or discriminate against an employee or former 
employee because the person has exercised protected rights. Such rights include but are not 
limited to the right to request or use earned paid sick time pursuant to the statute; the right to file 
a complaint with the commission or courts or inform any person about any employer's alleged 
violation; the right to participate in an investigation, hearing or proceeding or cooperate with or 
assist the commission in its investigations of alleged violations and the right to inform any person 
of his or her potential rights.  
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It shall be unlawful for an employer's absence control policy to count earned paid sick time taken 
as an absence that may lead to or result in discipline, discharge, demotion, suspension, or any 
other adverse action.  
 
Protections of this section shall apply to any person who mistakenly but in good faith alleges 
violations of this policy based on the supporting statutes. 
 
Adopted: December 13, 2010 
 
Revised: June 8, 2015 
Revised: June 12. 2017 
Revised: November 6, 2017 
 
LEGAL REF.: A.R.S.  

15-502 
15-187  
23-363  
23-364  
23-371  
23-372  
23-373  
23-374  
23-375 
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SUPPORT STAFF VACATIONS AND HOLIDAYS 

Full Time Employees Working 12 Months Per Year

Rate of accumulation. Full-time non-instructional, non-administrative employees who work 12
months per fiscal year shall accumulate vacation with pay at the following rates: 

1 - 5 years of service, inclusive
6 - 10 years of service, inclusive 
11 - 15 years of service, inclusive
16 years of service or more 

1 day per month
1-1/4 days per month 
1-1/2 days per month 
1-3/4 days per month 

Vacation may accumulate to 40 days, after which time no more vacation may be earned. As
accumulated days of vacation are used and drop below 40 days, an eligible employee may 
again accumulate vacation. 

Relinquishment of Full-Time Status. If an employee relinquishes full-time status, all accrual
stops, and the now part-time employee has only the accumulated remaining balance available 
to be used within the next fiscal year. 

Approval by Superintendent. Vacations shall be taken as approved by the Superintendent or
designee. 

Full Time Employees Working Less Than 12 Months Per Year

Employees whose job assignment is for less than 12 months shall not accrue vacation days.

Reimbursement of Unused Vacation

An employee with unused accrued vacation shall be reimbursed at their hourly rate for their
remaining vacation hours upon termination of employment. 

Holidays 

All full-time employees shall be entitled to paid time off for legal holidays during the school
year as announced by the Superintendent and in conformance with Arizona law. Other 
holidays shall be established in the school calendar and entitlement to paid time off for those 
holidays shall be determined by the employees’ employment status. 

Adopted: November 13, 2008 

Revised: June 8, 2015 

LEGAL REF.: A.R.S.1-301; 15-502; 15-801; 38-608
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SUPPORT STAFF HIRING 

 
 
I t   s h a l l   b e   t h e   p o l i c y   o f   t h e   D i s t r i c t   t o   e m p l o y   a n d   r e t a i n   t h e   b e s t 
q u a l i f i e d   p e r s o n n e l . T h i s w i l l b e a c c o m p l i s h e d b y g i v i n g c a r e f u l 
c o n s i d e r a t i o n t o qual i f icat ions  and by providing  competi t ive  wages 
within   the   f inancial   capabi l i t ies   of   the   District,   adequate   facil i t ies,   and 
good  working  condit ions.  

 
 
Recru i tment  o f  c lass i f ied  personnel  is  the  responsib i l i ty  o f  the 
Super in tendent .  O t h e r  m e m b e r s  o f  t h e  a d m i n i s t r a t i o n  a n d 
s u p e r v i s o r y  s t a f f  w i l l  a s s i s t  a s  responsibi l i t ies  are  delegated  by  the 
Superintendent.  

 
 
The  Board  adopts  the  fo l lowing  genera l  c r i te r ia  and  p rocedures ,  wh ich 
sha l l  be  ut i l ized  in  the  selection  process  for  init ial  employment:  

 

 
 There  wi l l  be  no  d iscr iminat ion  in  the  h i r ing  process  due  to  race, 

co lor , r e l i g i on , sex , age , na t i ona l o r i g in , o r d i sab i l i t y o f an 
o the rw ise  qua l i f i ed  individual. 

 
 Candidates  fo r  a l l  pos i t ions  sha l l  be  phys ica l ly  and  menta l ly  ab le  

to  per form  the  dut ies  o f  the  position  job  descriptions  for  which  they 
have  applied.  

 
 Each  candidate  shal l  be  requested  to  complete  a  consent - and - 

release  form  regarding  conduct  of  a  background  investigation.  
 
 

   A "background invest igat ion"   -  consist ing   of 
communicat ion  wi th  the  appl ica nt 's  (or  employee's)  former  employer 
that   concerns   educat ion,   t ra ining,   exper ience,   qual i f icat ions,   and 
job   per formance   for   the   purpose   o f   evaluat ion   for   employment   - 
shal l be conducted on each   indiv idual to be considered for  a 
recommendat ion o f  employment . Forms  deve loped fo r  th is 
purpose  are  to  be  used. 

 
 
A n y e m p l o y e e ' s m i s s t a t e m e n t o f f a c t t h a t i s m a t e r i a l t o 
q u a l i f i c a t i o n s  f o r   emp loymen t  o r  t he  de te rm ina t i on  o f  wage  sha l l  be 
cons ide red  by  the  Board  t o  constitute  grounds  for  dismissal.  

 
 
A d i s t r i c t may h i r e and   p l ace a  non ce r t i f i ca ted emp loyee i n t o 
s e r v i c e   b e f o r e   r e c e i v i n g  t h e r e s u l t s o f  t h e m a n d a t o r y   f i n g e r p r i n t 
c h e c k . H o w e v e r , u n t i l f ingerpr int clearance  has been received, an 
appl icant  who  is  required  or  a l lowed  to  have  unsuperv ised  con tac t  w i th 
pup i l s  canno t  be  h i red  and  p laced  i n to  se rv i ce  until: 
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 The District documents in the applicant’s file the necessity for hiring and placing 
the applicant into service before a fingerprint check can be completed. 

 
 The District obtains from the Department of Public Safety a statewide 

criminal history information check on the applicant. Subsequent criminal 
history checks are also required every 120 days until the date that the 
fingerprint check is completed. 

 
 The District obtains references from the applicant's current employer and two most 

recent previous employers, except that for applicants who have been employed 
for at least five years by the most recent employer, only references from that 
employer are required. 

 
The  District  provides  general  supervision  of  the  applicant  until  the  date  the  fingerprint 
check  is  completed.  Upon  recommendation  for  employment  the  District  shall  confirm 
employment authorization and employment eligibility verification by participating in the E- 
Verify  program  of  the  Department  of  Homeland  Security’s  (DHS)  U.S.  Citizenship  and 
Immigration Services Bureau (USCIS) and the Social Security Administration (SSA) and 
shall  have  the  employee  complete  the  necessary  parts  of  an  Employment  Eligibility 
Verification Form I-9 and provide acceptable document as required within three (3) days 
of employment.  The District will complete the Form I-9 and maintain the form with copies 
of the documents and documentation of the authorization pending any inquiry. 

 
The   District   reports   to   the   Superintendent   of   Public   Instruction   on   June   30   and 
December  31  the  number  of  applicants  hired  prior  to  the  completion  of  a 
fingerprint  check  and  the  number  of  applicants  for  whom  fingerprint  checks  have  not 
been received after one hundred twenty (120) days and after one hundred seventy-five 
(175) days of hire. 

 
Any person who permits unauthorized   access   to   criminal   history   record 
information,  releases  criminal  history  record  information,  or  procures  the  release  or 
uses criminal history record information other than in accord with A.R.S. 41- 1750 is 
guilty of a class 6 felony. 

 
Adopted:  November  13, 2008 

 
LEGAL REF.: A.R.S.  13-3716 

15-502 
15-512 
38-201 
38-481 
41-1756 
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REGULATION REGULATION 

SUPPORT STAFF HIRING 

Definition 

A background investigation is  defined  as any communication with   an 
appl icant 's ( o r  e m p l o y e e ' s ) f o r m e r e m p l o y e r t h a t c o n c e r n s t h e 
e d u c a t i o n ,  t r a i n i n g , expe r ience,  qual i f icat ions,  and  job  performance  
of   the   ind iv idual   and   that   is   used for the purpose of eva luat ion for 
employment.   Background   invest igat ion   does   not   include  the  results  of 
any  state  or  federal  criminal  history  records  check.  

 
 
Background Investigation Requirements 

 
 
O n l y p e r s o n s d e s i g n a t e d b y t h e  S u p e r i n t e n d e n t s h a l l p e r f o r m 
b a c k g r o u n d i n v e s t i g a t i o n s .  P r i o r t o c o n t a c t i n g f o r m e r e m p l o y e r s  
o r  o t h e r  p e r s o n s ,  t h e  background  investigator  shall :  

 
 Ascertain  that  the  standard  employment  appl icat ion  for  the  type  of 
posit ion  has  been  completed  in  ful l .  

 

 
Ob ta in  f rom  the  i nd iv idua l  a  consen t  to  background 

inves t iga t ion  and  release  as  determined  by  the  Distr ict .  
 

 Make cer ta in  that the  ind iv idual  has ident i f ied at  least  two 
persons f rom e a c h p a s t e m p l o y e r w h o  c a n v e r i f y b a s i c  j o b 
i n f o r m a t i o n a n d d i s c u s s  t h e individual 's  work  performance and 
reason  for  leaving.  

 
 

 Examine  the  appl icat ion  for  a  complete  work  h is tory,  account ing for  
any  gaps  in  employment.  

 
T w o p e r s o n s s h o u l d b e c o n t a c t e d a t e a c h p a s t  e m p l o y e r i f 
p o s s i b l e ( a n y  excep t i ons  shou ld be  documen ted ) . Upon mak ing 
con tac t ,  t he  con tac t s  o r  t he  f o r m e r  e m p l o y e r  o r  e m p l o y e r ' s  a g e n t 
s h o u l d  b e  p r o v i d e d  t h e  f o l l o w i n g  information: 

 
 

The  name  and  identifying  information  of  the  District.  
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 The  name  o f  the  D is t r ic t  representat ive  mak ing  the  inqu i ry  and 
how  the  representat ive  can  be  contacted.  

 

 
 The  name  of  the  former  employee  and  per iod  of  employ ment  as 
ind icated  by  the  individual  whose  background  is  being  investigated.  

 
 
 
 

The  posit ion  for  which  the  individual  has  applied,  with  descriptive 
information  as  to  the  duties,  if  requested  or  necessary  to  understanding  of  the 
inquiry. 

 
The background investigator shall: 

 
 Ask the questions, and complete the background check form(s) as provided 
by the District. 

 
Make  impression  notes  as  necessary  based  upon  the  questions  and 

responses,  and  determine  if  there  may  be  cause  to  contact  others  or  make 
further inquiries based upon the responses. 

 
 Provide the information to the Superintendent. 
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EXHIBIT  EXHIBIT 

SUPP0RT  STAFF  HIRING  
 

NOTICE OF EMPLOYMENT 
 
 
You  a re  hereby  no t i f ied  tha t ,  pursuant  to  ac t ion  taken  a t  a  meet ing  o f 
the  
Eas t  Va l ley  Ins t i tu te  o f  Techno logy  D is t r i c t  No.  401  Govern ing  Board 

he ld  on  (1)  , you  have  been  employed  for  the  posi t ion  of  ___ 
f2)  , beginning (3)  , at  the  rate  of     
(4)  per  hour.  A  work  schedule  for  the  posit ion  is  enclosed,  which 
includes  information  on  holidays  and  nonwork  days.  

 
 
 
Your  emp loyment  may  be  te rm ina ted  by  the  D is t r i c t  o r  by  you ,  w i th  o r 
w i thou t cause, upon g iv ing the o ther par ty ten (10) work ing days ' 
no t i ce .  No  leg i t imate  e x p e c t a t i o n  o f  c o n t i n u e d  e m p l o y m e n t  b e y o n d 
t h e   t e n   ( 1 0 )   d a y s   n o t i c e ,   a s   requ i red  i n  th i s  pa ragraph ,  i s  c rea ted  
by   th is   employment ,   unders tand ings   w i th   the  Board  or  i ts  agents,  or 
in terpreta t ions  of  Board  po l ic ies .  You  are  expected  to  com p l y  w i t h  t he 
requ i remen ts o f t he j ob desc r ip t i on and Board po l i c i es wh i l e  
employed  by  the  Distr ict.  

 
 
 
 

Employee  Signature Date  
 
 
 
 

Super intendent  S ignature Date  
 
 
 

Key  to  numbers  in  blanks:  
 

(1) Date  of  meeting  
(2) Title of position 
(3) Date  that  duties  begin  
(4) Hourly rate of pay 
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EXHIBIT EXHIBIT 
 

SUPPORT STAFF HIRING 

GDF-EF 

BACKGROUND CHECK FORM 
 
 
 
Applicant Date    

Telephone  
Person  contacted  

 
 

Address  
 
 

Relationship  to  applicant:  

?  Former  employer  -  posit ion    

District,  business,  or  other  
 

enti ty  
 
 

? Personal  reference  
 

 
Me thod  o f  con tac t : ?  Te lephone  ?  Le t te r  ?  Other  

 
 
 

QUESTIONS FOR EMPLOYERS 
 
 

Dates  of  employment      
 
 

Position held   If no, explain   
 
 

Final  rate  of  pay    
 
 
Was  the  person  rel iable?     

 
 
Was  the  person  satisfactory ?   If no, explain 
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Any  concern  about  the  person  being  late  to  work  without  authorization?  

 
 

If yes, explain 
 

 
 
 
 
 
 
Any concern with abuse of leave policies (such  as  sick  leave  or  personal  leave  If 
yes,  explain  

 
Any  dif f iculty  establishing commu 
nication  and  rapport  with 
children?  

 

 
I f  yes,  explain  

 

 
Any  diff icult ies  in  establishing  communication  and 
rap port  wi th  supervisors,  parents,  or  community 
members?  

 
If  yes,  explain  

 

 
Did  the  person  ever  receive  a  writ ten 
counsel ing  s ta tement ,  le t ter  o f  d i re ct ion,  or 
repr imand?  

 
I f  yes,  describe  

 

 
Did  the  distr ict  ever  consider  taking  action  or  take 
action  to  suspend,  decl ine  to  renew,  or  d ismiss  the 
employee?  

 
I f  yes,  describe    

Was  there  ever  an  al legat ion  or  complaint  
 

about:  Abusive  language?  
 

 
Insul t ing  or  derogatory  comments?  
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Inappropriate  contact  with  a  chi ld?  
 

Verbal   or   physical   contact   of   a   sexual   nature? 
 

Dishones ty? 

Subs tance  abuse?  

 
Fai lure  to  provide  adequate  supervision?  

 
Failure  to  follow  reasonable  directions  or  instructions?  

 

 

I f  yes  on  any  of  the  above,  get  explanat ion  
 
 
 
 

Was  the  person  ever  involved  in  an  
incident  that  resulted  in  injury  to  an  adult    
or  chi ld?  

 
 
 
 
If  yes,  explain  

 
 
Would  you  rehire  this  person?  

 
 
 
 
Can  you  identi fy  anyone  else  who  could  provide  relevant 
infor mat ion  regarding  the  appl icant 's  f i tness  for 
employment?  

 
 
 
 
Is  there  any  other  informat ion  I  have  not  asked  about 
that  would  help  us  determine  this  person's  el igibi l i ty,  
quali f i cations,  and  suitabil i ty  for  employment  with  our    
Distr ict?  
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QUESTIONS FOR PERSONAL REFERENCE 

How  long  have  you  known  the  applicant?  

What  is  the  nature  of  your  relat ionship?    
 
 
Why  do  you  think  the  appl icant  would  be  a  good  choice  for  this  

 
posit ion?  

 
 
 
 
Do  you  know  of  any  reasons  that  could  prevent  the 
ap plicant  from  fulfi l l ing  the  functions  of  the  position?  

 
 
 
 
 
 
Background  check  form  comple ted  by  

 
 
Date  completed  
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Professional Staff Hiring 
 

 
(Procedures and Practices for Employment Authorization 

And Employment Eligibility Verification) 
 

 
Anti-Discrimination Notice.  It is illegal to discriminate against any individual (other than 
an alien not authorized to work in the U.S.) in hiring, discharging, or recruiting or referring 
for a fee because of that individual’s national origin or citizenship status.  It is illegal to 
discriminate against work eligible individuals.  Employers cannot specify which 
documents(s) they will accept  from an employee.  The refusal to hire an individual 
because of a future expiration date may also constitute illegal discrimination. 

 
Employment Authorization 
Procedure 

 

 
Effective January 1, 2008, Arizona schools must use the federal governments Basic Pilot 
Program to verify the employment authorization of all newly hired employees. 

 
The Department of Homeland Security’s (DHS) U.S. Citizenship and Immigration 
Services Bureau (USCIS) and the Social Security Administration (SSA) are jointly 
conducting E-Verify, formerly known as the Basic Pilot.  E-Verify involves verification 
checks of the SSA and the DHS databases, using an automated system to verify the 
employment authorization of all newly hired employees. 

 
There are four (4) types of access to E-Verify:  As an employer, as a designated agent 
for the employers, as a multi-location corporate administrator, or through a web service. 

An employer’s participation in E-Verify is voluntary and is currently free to employers. 

Users can access the web-based access methods using any Internet-capable Windows 
based personal computer and a web browser of Internet Explorer 5.5 or Netscape 4.7 or 
higher (with the exception of Netscape 7.0). 

 
To participate, an employer must register online and accept the electronic Memorandum 
of Understanding (MOU) that sets forth the respponsibilities of the SSA, USCIS, and the 
employer. 

 
The e-mail address to access the start site for E-Verify is: 

 
https://www.vis-dhs.com/employerregistration/StartPage.aspx?JS=YES 

 

 
If you need assistance in completeing the registration process or need additional 
information relating to E-Verify, please call the Office of Verification toll free at 1-888-464- 
4218. 
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I-9 Form Completion 

 

 
The Immigration Reform and Control Act of 1986 (IRCA) requires that all new employees, 
both regular and casual, establish their eligibility for employment  in the United States. 
This federal law applies to U.S. citizens as well as to foreign nationals.  An employment 
Eligibility Verification (Form I-9) must be completed with three (3) business days of the 
employee’s hire date.  Employees who do not provide the necessary documentation 
within three (3) business days must be discharged. 
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SUPPORT STAFF QUALIFICATIONS AND REQUIREMENTS 

 
(Fingerprinting Requirements) 

 
 
 
Al l  newly  hired  noncert i f icated  Distr ict  personnel  -  and  personnel  who  are not  
paid  employees  o f  the  D is t r ic t  and  who  are  not  e i ther  the  parents  
or   the   guard ians   o f   s tuden ts who a t tend schoo l i n t he D i s t r i c t bu t 
who  a re  r equ i red  o r  a l l owed  t o  p rov ide  se rv i ces  d i r ec t l y  t o  s tuden ts 
w i thou t the superv is ion o f  a ce r t i f i ca ted emp loyee  - sha l l  be  
f i ngerp r in ted  as  a  cond i t ion  o f  employment ,  except  fo r  the  following: 

 
 

 Personnel  who  are  required  as  a  condit ion  of  l icensing  to  be 
f ingerprinted  i f  the  l icense  is  required  for  employment.  

 

 
P e r s o n n e l  w h o w e r e p r e v i o u s l y e m p l o y e d b y t h e  D i s t r i c t 

a n d  w h o  reestab l ished  employment  wi th  the  Dis t r ic t  w i th in  one  year 
a f te r the date that the employee terminated employment with the 
Distr ict .  

 
For  the  purposes  o f  th is  po l icy ,  superv is ion  means  under  the  d i rec t ion  
o f  and,  except  for  b r ie f  per iods  o f  t ime  dur ing  a  sc hoo l  day  o r  a  school 
ac t iv i ty , w i th in sight   of   a   cert i f icated   employee   when   providing   direct 
services  to  students.  

 

 
The candidate 's f ingerpr in ts shal l be submit ted, a long wi th the form 
prescr ibed  in  GDFA - E,  w i th in  20  days  a f ter  be ing  se lected.  The  Dis t r ic t 
may  e lect  to  employ  a  c a n d i d a t e  o n  a  d a y - t o - d a y  o r  t i m e - c a r d  b a s i s 
u n t i l   t h e   f i n g e r p r i n t   c h e c k   i s  c o m p l e t e .  The  D i s t r i c t  m a y  t e r m i n a t e 
a n  e m p l o y e e  i f  t h e  i n f o r m a t i o n  o n  t h e  affidavit  required  by  A.R .S.  15 - 
512   is  inconsistent  with  the  fingerprint  test  results.  

 
 
The  Distr ict  wi l l  assume  the  cost  of  f ingerprint  checks  but  wi l l  assess  the 
employee  for  charges  incur red.  Personnel  who  are  not  pa id  employees 
w i l l  no t  be  charged  for  fingerprint  costs.  

 

 
I n d i v i d u a l s  s h a l l  c e r t i f y  o n  t h e  p r e s c r i b e d  n o t a r i z e d  f o r m s  w h e t h e r 
t h e y  a r e  awa i t i ng  t r i a l  on  o r  have  eve r  been  conv i c ted  o f  o r  adm i t t ed  
i n   open   cou r t   o r   pursuant  to  a  plea  agreement  commit t ing  any  of  the 
fol lowing   cr iminal   of fenses   in Arizona   or   similar   offenses   in   any   other  
jurisdiction:  

 
 

 Sexual  abuse  of  a  minor.  
 

 Incest. 
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 First -  or  second - degree  murder.  
 

 Kidnapping. 
 

 Arson. 
 
 

 Sexual assault. 
 

 Sexual exploitation of a minor. 
 

 
 Felony offenses involving contributing to the delinquency of a minor. 

 
 Commercial sexual exploitation of a minor. 

 
 Felony offenses involving sale, distribution, or transportation of, offer to sell, 
transport, or distribute, or conspiracy to sell, transport, or distribute marijuana or 
dangerous or narcotic drugs. 

 

 
 Felony offenses involving the possession or use of marijuana, dangerous drugs, 
or narcotic drugs. 

 
Misdemeanor offenses involving the possession or use of marijuana or 

dangerous drugs. 
 

 Burglary in the first degree. 
 

 Burglary in the second or third degree. 
 

 Aggravated or armed robbery. 
 
 

 Robbery. 
 

 A dangerous crime against children as defined in A.R.S. 13-604.01. 
 
 

 Child abuse. 
 

 Sexual conduct with a minor. 
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 Molestation of a child. 
 

 Manslaughter. 
 
 

 Aggravated assault. 
 

 Assault. 
 

 Exploitation of minors involving drug offenses. 
 
 

The District may refuse to hire or may review or terminate personnel who have been 
convicted of or admitted committing any of the criminal offenses above or a similar offense 
in another jurisdiction. In conducting a review, the Governing Board shall utilize the 
guidelines, including the list of offenses that are not subject to review, as prescribed by the 
State Board of Education pursuant to A.R.S. 15- 534. In considering whether to hire or 
terminate the employment of a person, the Governing Board shall take 

into account the factors listed in A.R.S. 15-512. 
 
 
When considering termination of an employee pursuant to A.R.S. 15-512, 
a hearing shall be held to determine whether a person already employed shall be 
terminated. 

 
The Superintendent shall develop and implement procedures that include the 
following in the employment process: 

 
 Provide for fingerprinting of employees covered under this policy and 
A.R.S. 15-512. 

 
 

 Provide for fingerprint checks pursuant to A.R.S. 41-1750. 
 

Provide for properly assessing employees for fingerprint checks and 
depositing said funds with the county treasurer. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-512 

41-1750 
 
 
CROSS REF.: GDG - Part-Time and Substitute Support Staff Employment 
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(See attached exhibit) 



EXHIBIT EXHIBIT 
 

SUPPORT  STAFF  QUALIF ICATIOINS 
AND REQUIREMENTS 

 
 
 
Name  (pr inted  or  typed) Position 

 
I,   , being duly sworn, do hereby 
cert i fy  t ha t  I  have  neve r  been  conv ic ted  o f  o r  admi t ted  i n  open  cou r t  
o r  pu rsuan t  to  a  p lea  agreement  commit t ing,  and  am  not  now  awai t ing 
t r ia l  for  commit t ing,  any  of  the  fo l lowing  cr iminal  of fenses  in  the  s tate  
o f  Ar izona  or  s imi lar  o f fenses  in  any  other  jurisdiction:  

 
 
 

Sexual abuse of a minor 
 

Incest 
 

First- or second-degree murder 
 

Kidnapping 
 

Arson 
 

Sexual assault 
Sexual  exploitat ion  of  a  minor 

Felony offenses involving contributing 

to the delinquency of a minor 

Commercial sexual exploitation of a 
minor 

Felony offenses involving sale, 
distribution, or transportation of, 

offer to sell, transport, or distribute, 
or  conspiracy  to  sell,  transport,  or 
distribute  marijuana  or  dangerous 
or narcotic drugs 

Felony offenses involving the possession or 
use of marijuana, dangerous drugs or 
narcotic drugs 
Misdemeanor  offenses  involving  the 

Possession  or  use  of  marijuana  or 
dangerous drugs 

Burglary in the first degree 

Burglary in the second or third degree 

Aggravated or armed robbery 

Robbery 
A dangerous crime against children as 

defined in A.R.S. 13-604.01 
Child abuse 
Sexual conduct with a minor 
Molestation of a child 
Manslaughter 
Assault or Aggravated assault 
Exploitation of minors involving drug 

offenses 
 
 
 
 
E m p l o y e e  S i g n a t u r e D a t e  S i g n e d  

 

 
S u b s c r i b e ,  s w o r n  t o ,  a n d  a c k n o w l e d g e d  b e f o r e  m e  b y  
_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ ,  t h i s     d a y  o f  _ _ _ _ _ _ _ _ _ ,  2 0 _ _ _ ,  i n  

 
 
   C o u n t y ,  A r i z o n a .  

 
M y  c o m m i s s i o n  e x p i r e s : _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _  

 
 
 

N o t a r y  P u b l i c  



G - 7 8 5 0  ©  G D F E  
SUPPORT STAFF HIRING - OATH OF OFFICE 

 
 

Refer to GCFE. 
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PART  -  TIME  AND  SUBSTITUTE  SUPPORT  STAFF  EMPLOYMENT  

 
The  Superintendent  may  employ,  when  conditions  warrant,  temporary  or  part-time 
personnel  on  a  per  diem  or  t ime  card  basis.  This  authority  is  subjec t  to  the 
following conditions: 

 
 Continued  employment  of  any  such  person  shall  be  subject  to  confirmation 
and  approval  by  the  Board  at  its  next  official  meeting;  however,  employment 
shall  not  be  recommended  to  the  Board  prior  to  satisfactory  completion  of any 
pending fingerprint check. 

 
 The employee shall be hired on a per diem basis and shall be compensated in 
accordance  with  the  requirements  and  limitations  of  existing  contracts  that 
cover similar positions or employees. 

 
 In addition to the conditions set forth above, the temporary assignment of a 
person  to  a  supervisory  or  administrative  position  shall  be  preceded  by 
notification  to  the  Board.  The  Superintendent  will  detail  the  circumstances  that 
created the need for the part-time employment. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-502 
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SUPPORT  STAFF  ORIENTATION  AND  TRAINING  

 

 
The  Super in tendent  w i l l  es tab l i sh  a  p rogram  to  p rov ide  o r ien ta t ion  fo r a l l  
new  Distr ict  employees.  At  a  minimum,  this  program  wil l  cover  the fol lowing  
i tems:  

 
 Goals,  objectives,  and  programs  of  the  District.  

 
 Personnel policies. 

 
 Terms  of  employment.  

 
 General  disciplinary  rules  and  procedures.  

 
 Salary and fringe benefit plans. 

 
 Self - improvement  opportunit ies.  

 
 The evaluation program and name(s) of evaluator(s). 

 
 Handling of body fluids. 

 
 
 
Adopted: date  of  manual  adopt ion  
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SUPPORT STAFF ASSIGNMENTS AND TRANSFERS 

 
 
Assignments 

 
The  Super in tendent  w i l l  determine  a l l  suppor t  s ta f f  ass ignments.  Such 
assignments shall be based on the needs of the District. 

 
 
Transfers 

 
The transfer of support staff members will be based on the needs of the District. 
Assignments may be changed to serve the best interests of the District. 

 
Staff members may apply for transfer or reassignment, whether or not a vacancy 
exists. 

 
It  shall  be  the  policy  of  the  Board  that  personnel  be  assigned  on  the  basis  of  their 
qualifications,  the  needs  of  the  District,  and  their  expressed  desires.  When  it  is 
not  possible  to  meet  all  three  conditions,  personnel  shall  be  assigned  first  in 
accordance  with  the  needs  of  the  District,  second  where  the  Superintendent 
determines  the  employee  is  most  qualified  to  serve,  and  third  as  to  expressed 
preference of the employees. 

 
The  Superintendent  shall  have  the  responsibil i ty  for  the  assignment  of  al l 
personnel throughout the District. 

 
The resolution of any conflicts over the need for a transfer shall be based on what 
is  best  for  the  instructional  program,  the  needs  of  the  students,  and  the  overall 
needs of the District as defined by the Superintendent. 

 
The  above  applies  to  transfers  within  the  same  job  classification  and  pay  grade. 
Reassignment  of  an  employee  to  a  position  of  greater  or  lesser  pay  requires  Board 
approval. 

 

Adopted: date of manual adoption 
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G-8300 GDK 

SUPPORT STAFF SCHEDULES AND CALENDARS 
 
A l l  c lass i f ied  employees  sha l l  repor t  to  the i r  duty  s ta t ions  on  t ime  each 
workday and sha l l , as schedu led, be ava i lab le there unt i l the 
des ignated  t ime(s)  they  a re  scheduled  to  leave.  

 
Adopted: date  of  manual  adopt ion  
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G-8450 GDL 
 
 
 

SUPPORT  STAFF  WORKLOAD  
 
 
The normal workweek for  c lass i f ied  support s taf f personnel wi l l  not 
exceed  for ty  (40)  hours  per  week.  T yp ica l ly  the  week  wi l l  be  based  on 
e ight  (8) hours per day, f i v e ( 5 ) d a y s p e r w e e k ; h o w e v e r , t h e 
S u p e r i n t e n d e n t  m a y  d e s i g n a t e  o t h e r   w o r k w e e k  s t r u c t u r e s  t o  m e e t 
v a r y i n g  c o n d i t i o n s  a n d  n e e d s  o f  t h e  D i s t r i c t .  
Employees  wi l l  be  not i f ied  at  least  one  week  in  ad vance  of  any 
modif icat ion  to  the  workweek  plan.  

 

 
I nd iv idua l emp loyee work schedu les w i l l be based on the pos i t i on 
he ld  by  the  respect ive  employees  and  on  Dis t r ic t  needs  as  ident i f ied 
dur ing  the  employment  process.  

 
 
For  the  purpose  of  calculat ing  regular  and  overt ime  hours  in  accordance 
with  wage  and  hour  requ i rements ,  the  D is t r i c t ' s  des ignated  workweek 
sha l l  beg in  a t  12 :01  a.m.  on  Thursday  and  conclude  at  12:00  midnight 
the  fo l lowing  Wednesday.  

 

 
An  employee  may  work  o ver t ime,  prov ided  that  advance  author izat ion  is 
obta ined f rom the superv isor in charge o r , in  t he case o f an 
emergency ,   au thor i za t ion   i s   o b t a i n e d i m m e d i a t e l y u p o n  c o m p l e t i o n  
o f  t h e  w o r k  o r  a s  s o o n  t h e r e a f t e r  a s  practicable. 

 
 
Adopted: November  13,  2008  

 
LEGAL  REF. :  A.R.S. 23-391 
29  U.S.C.  207,  Fair  Labor  Standards  Act  
29  CFR  516  et seq., Fair Labor Standards 
Act  Arizona  Constitution,  Article  18, 
Section  1  
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REGULATION  REGULATION 

SUPPORT STAFF WORKLOAD 
 

(Fair Labor Standards Act: 
Overtime Compensation) 

 
 
Nonexempt  employees  who  work  more  than  40  hours  per  week  shall  be  awarded 
"compensatory  time"  at  the  rate  of  one  and  one - half  hours  for  each  hour  of 
ove r t ime  work .  In  cases  o f  emergency,  when  the  employee  cannot  be 
immediately  released  for  this  time  and  one-half compensation, the Superintendent 
will make the decision as to paying the employee at the rate of time and one-half 
or  having  the  employee  take  the  time  off  at  a  future  date.  The  hours  must  be 
approved  by  the  immediate  supervisor  before  an  employee  works  overtime  or,  in 
the  case  of  an  emergency,  immediately  upon  completion  of  the  work  or  as  soon 
thereafter as possible. 
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G-8550 GDLB 
SUPPORT STAFF MEETINGS 

 
T h e  S u p e r i n t e n d e n t  w i l l  a r r a n g e  f o r  a n d  h o l d  s t a f f  m e e t i n g s  a s  t he 
n e e d m a y ar ise. This author i ty may be delegated to the bui ld ing 
pr incipals  or  supervisor(s) ,  who  may  hold  such  meet ings  on  a  regular ly 
scheduled  basis  or  as  the  need  ar ises.  

 

 
A l l  appropr ia te  s ta f f  members  are  requ i red  to  a t tend  any  such 
meet ing(s)  un less  officially excused. 

 
Adopted: date  of  manual  adopt ion  

 
LEGAL  REF.:  A.R.S. 15-321 

15-341 
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SUPERVISION  OF  SUPPORT  STAFF  MEMBERS  
 
The superv isor(s) o f   the var ious  departments or d iv is ions   shal l be 
responsib le for t h e s u p e r v i s i o n o f p e r s o n n e l  a s s i g n e d t o t h e s e 
a r e a s   a n d   s h a l l   p r o v i d e   t h e   necessary  or ientat ion  to  new  employees 
and  in - serv ice  t ra in ing  for  a l l  employees  under  their  supervision.  

 
 
Al l other c lassi f ied employees shal l be under the  supervis ion of the 
administrat ive  heads  o f  the  un i ts  to  which  the  employees  are  ass igned. 
The  admin is t ra t ive  head sha l l  be respons ib le fo r the necessary 
o r ien ta t ion   o f   new   emp loyees   and   sha l l   provide  in- service  traini ng  as 
needed.  

 
 
Supervision shall include evaluation of the employee. 

 
Adopted: date  of  manual  adopt ion  
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EVALUATION  OF  SUPPORT  STAFF  MEMBERS  

 
A l l s u p p o r t  p e r s o n n e l s h a l l b e e v a l u a t e d b y t h e a p p r o p r i a t e 
s u p e r v i s o r o r admin is t rator .   A   wr i t ten   evaluat ion   o f   e f fect iveness   o f 
each  support  s taf f  member  shal l  be  completed  dur ing  the  f i rs t  year  o f 
employment.  The  f i rs t  evaluat ion  shal l  be  not  la ter  than  90  days  a f ter 
ent ry  on  duty .  A  second  f i rs t - year  evaluat ion  may  b e s c h e d u l e d . A t 
l e a s t  o n c e  e a c h  y e a r  t h e r e a f t e r ,  a n  e v a l u a t i o n  w i l l  b e  conducted. 
The  evaluation  wi l l  be  used  to  increase  job  prof iciency.  

 
 
Adopted: date  of  manual  adopt ion  

 
LEGAL  REF.:  A.R.S. 15-341 

15-1326 
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EXHIBIT EXHIBIT 

 

E V A L U A T I O N  O F  S U P P O R T 
STAFF MEMBERS 

 
 
Definition  of  Rating  Scale  Terms  

 
1 = Outstanding 

 
 Performance exceeds the requirements of the position. 

 
 Displays high degree of self-motivation. 

 
 Consistently generates output of superior quality. 

 
2 = Satisfactory 

 
 Performance  is  adequate  for  the  requirement  of  the  position;  meets 
expectations of the job. 

 
 Self-motivation confined to accomplishing assigned tasks. 

 
 Generates output of acceptable quality. 

 
3 = Improvement needed 

 
 Performance is not of the quality expected of the position; frequently falls 
short of job expectations. 

 
 Frequently lacks motivation to complete assigned tasks. 

 
 Frequently generates output of poor quality. 

 
4 = Unsatisfactory 

 
 Performance is definitely inadequate for the position; consistently falls 
short of job expectations. 

 
 Lacks self-motivation. 

 
 Consistently generates output of inferior quality. 
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EXHIBIT EXHIBIT 

E V A L U A T I O N  O F  S U P P O R T 
STAFF MEMBERS 

 
(Performance Rating Report) 

 

 
 
Employee    Department    

 
Supervisor     Date  of  rat ing ___ 

Rating scale: 
1= outstanding 2 = satisfactory 3 = improvement needed 4 = unsatisfactory 

 

 
 

1  2  3  4  R A T I N G  F A C T O R S :  
 

?  ? ?  ?  1 .   Q u a l i t y  o f  w o r k :  T h e   a b i l i t y   t o   p r o d u c e   w o r k   t h a t 
satisfies  or  surpasses  job  requirements.  Consider  accuracy,  completeness, 
thoroughness, neatness of work. 

 

? ? ? ? 2. Quantity of work: Volume  or  amount  of  work  done. 
 

 
? ? ? ?  3. Knowledge: Knowledge  of  methods,  materials,  objectives, and 

other fundamental information skills. 
 

? ? ? ?   4 .   A d a p t a b i l i t y : A b i l i t y   t o   l e a r n ,   p e r f o r m   u n d e r 
changes  and  in  emergencies,  grasp  detail,  com-prehend  differences  between 
important and trivial. 

 

 
? ? ? ?  5.  Work habits: Organization  of  work,  care  of  equipment, 

safety, industry. 
 

? ? ? ?  6. Working relationship with students and other employees: 
Ability to get along with the students and other employee. 



? ? ?
 

? 
 

? 
 

?

? ? ? ?  7 .  D e p e n d a b i l i t y :  D e g r e e  t o  w h i c h  e m p l o y e e  c a n  
b e  relied upon to do the job without close supervision. Punctuality, attendance 
on the job. 

 
 
 

? ? ? ?   8. Attitude: Interest in work, willingness to meet job requirements 
and accept suggestions, loyalty to the organization, ethical conduct. 

 
?   9.Personal fitness: Physical capacity, appearance, personal habits. 

 
? 10. Judgment: Soundness of decisions, common sense. 

 
OVERALL RATING (average): Should reflect the above ratings. 

Number of days absent for any reason    total points     

Comments: 
1.  What are the employee's strengths? ("Outstanding" ratings 

must be explained in this space.) 
 
 
 
 
 
 
 

2.  What are the employee's weaknesses? ("Unsatisfactory" and "Improve- 
ment Needed" must be explained in this space.) 

 
 
 
 
 
 
 

3.  General comments: 
 
 
 
 
 
 
 
I have discussed this performance rating report with the evaluator. 

 
 
Employee's signature     Date    

 
Evaluator's signature    Date    
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DRUG  AND  ALCOHOL  TESTING  OF  TRANSPORTATION 
EMPLOYEES  
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SUPPORT  STAFF  PROMOTIONS  AND  RECLASSIFICATION  

 
The  Super in tenden t  w i l l  f i l l  pos i t i ons  o f  i nc reased  respons ib i l i t y  w i th 
the  bes t  avai lable  candidates.  Candidates  wi l l  be  considered  f rom  both 
wi th in  and  outs ide  the District. 

 
 
A  c h a n g e  i n  a s s i g n m e n t  s h a l l  b e  c o n s i d e r e d  a  p r o m o t i o n  t o  w h i c h 
t h e  j o b  classif ication  or  pay  grade  is  greater  and  shall  require  Board 
approval.  

 
Adopted: date  of  manual  adopt ion  
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SUPPORT  STAFF  REDUCTION  IN  FORCE  

 
 
T h e n u m b e r a n d t y p e o f c l a s s i f i e d   s t a f f p o s i t i o n s r e q u i r e d  t o 
i m p l e m e n t  t h e D is t r i c t ' s  educa t iona l  p rog ram w i l l be   de te rmined 
annua l l y by  t he  Boa rd  a f te r r e c o m m e n d a t i o n  f r o m t h e 
S u p e r i n t e n d e n t .  I n  t h e  e v e n t  t h e  B o a r d  d e c i d e s  t o  release  classif ied 
staff  members,  the  fol lowing  guidelines  wil l  be  in  effect:  

 

 
 Normal  at t r i t ion  due  to  terminat ions  wi l l  be  rel ied  upon  as  the  f i rst 
means  of  reducing  the  staff.  

 
  I f   a t t r i t i on   does   no t   accompl ish   the   requ i red   reduc t io n   i n   t he 
s ta f f ,  the  Super intendent  shal l  submit  to  the  Board  recommendat ions 
for the terminat ion o f s p e c i f i c s t a f f m e m b e r s . T h e c r i t e r i a 
u s e d i n f o r m u l a t i n g  t h e s e recommendations shal l include, but 
shal l  not  be  l imited  to:  

 
 

Qualif ications  of  staff  members  to  accomplish  the  Distr ict 's 
program.  

 

 Overall  experience,  training,  and  ability.  
 

 Past  contributions  to  the  program  of  the  Distr ict.  

 All  other  factors  being  equal,  length  of  service  in  the  Distr ict. 

Cr i ter ia  for  sele ct ion  of  staf f  members  to  be  released  wi l l  be  appl ied  
separately  to  employees  within  specialty  categories.  

 
Personnel  to  be  la id  off  for  the  ensuing  school  year  shal l  be  not i f ied  of 
such  layoff  as  soon  as  practical.  

 
Adopted: date  of  manual  adopt ion  
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RESIGNATION  OF  SUPPORT  STAFF  MEMBERS  

 
 
Employees voluntar i ly  terminat ing their serv ice wi th the  D is t r ic t are 
expected  to  g ive  advance  not ice  o f  not  less  than  ten  (10)  work ing  days. 
This  not ice  should  be  submitted  to  the  supervisor  in  wri t ing  and  should 
specify both the last day of work and  the reason for terminat ing. 
Author ized  unused  vacat ion  cred i t  w i l l  be  pa id  to  employee s  with  the  last 
paycheck.  

 

 
Adopted: date  of  manual  adopt ion  

 
LEGAL  REF.:  A.R.S. 23-352 

23-353 
 
CROSS  REF.:  GDL - Support Staff Workload 
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DISCIPLINE, SUSPENSION, AND DISMISSAL OF SUPPORT STAFF 

MEMBERS 
 

(Discipline) 

Minor Disciplinary Action 

A  suppor t  s t a f f  me mber  may  be  d i sc ip l ined  fo r  any  conduc t  t ha t ,  i n  t he  j udgmen t  
o f   t h e   D i s t r i c t ,   i s   i n a p p r o p r i a t e .   M i n o r   d i s c i p l i n a r y   a c t i o n   i n c l u d e s ,   w i t h o u t  
l i m i t a t i o n   t h e r e t o ,   v e r b a l   o r   w r i t t e n   r e p r i m a n d s ,   s u s p e n s i o n   w i t h   p a y ,   o r 
suspens ion  wi thout  pay  for  a  per iod  of  f ive  days  or  l ess .  Minor  d isc ip l inary  ac t ion 
s h a l l   b e   i m p o s e d   b y   t h e   s u p p o r t   s t a f f   m e m b e r ' s   s u p e r v i s o r .   A   s u p p o r t   s t a f f 
member  who  wishes  to  objec t  to  a  minor  d isc ip l inary  ac t ion  sha l l  submi t  a  wr i t ten 
complaint  to  the  supervisor ' s  super ior  wi th in  f ive  work  days  of  rece iv ing  no t ice  o f 
t he   d i s c ip l i na ry   a c t i on .   The   s upe rv i so r ' s   s u p e r i o r   w i l l   r e v i e w   t h e   c o mp l a i n t   a n d 
may  confe r  wi th  the  suppor t  s ta f f  member ,  the  superv isor ,  and  such  o ther  persons  
a s   t h e   s u p e r v i s o r ' s   s u p e r i o r   d e e m s   n e c e s s a r y .   T h e   d e c i s i o n   o f   t h e   s u p e r v i s o r ' s  
superior will be final. 

 

Suspension  without  Pay  for  
 

 
More  than  Five  Days  

 

 
At - wil l  employees.  The  employment  of  an  a t - wi l l  employee  may  be  suspended 
without  pay  for  a  per iod  of  more  than  f ive  days  by  act ion  of  the  Superintendent  for 
a n y   c o n d u c t   b y   t h e   e m p l o y e e   t h a t ,   i n   t h e   j u d g m e n t   o f   t h e   S u p e r i n t e n d e n t ,   i s 
i n a p p r o p r i a t e .   B e f o r e   s u s p e n d i n g   a n   a t - w i l l   e m p l o y e e ,   t h e   S u p e r i n t e n d e n t   w i l l 
in form  the  employee  o f  in ten t  to  suspend  the  employee  and  wi l l  g ive  the  employee  
an  informal  oppor tuni ty  to  expla in  why,  in  the  employee 's  opinion,  the  suspension 
should  not  be  imposed.  The  Superintendent 's  decision  wil l  be  final .  

 
Term  employees .  T h e   e m p l o y m e n t   o f   a   t e r m   e m p l o y e e   m a y   b e   s u s p e n d e d 
without  pay  for  a  per iod  of  more  than  f ive  days  by  act ion  of  the  Superintendent  for 
any  conduc t  t ha t ,  i n  t he  j udgmen t  o f  t he  Supe r in t enden t ,  i s  i nappropr i a t e .  I f  t he 
S u p e r i n t e n d e n t   i n t e n d s   t o   s u s p e n d   a   t e r m   e m p l o y e e   w i t h o u t   p a y   f o r   m o r e   t h a n 
f ive  days ,  t he  no t i ce  and  hea r ing  p rocedures  p re sc r ibed  fo r  t he  d i smis sa l  o f  t e rm 
employees  shal l  be  fo l lowed,  except  tha t  the  hear ing  off icer  shal l  be  des ignated  by 

the  Superinten dent  and  the  f indings  of  the  hear ing  off icer  shal l  be  a  f inal  decis ion. A t   
t h e   S u p e r i n t e n d e n t ' s   o p t i o n ,   t h e   S u p e r i n t e n d e n t   m a y   r e q u e s t   t h a t   t h e 

Governing  Board  ac t  as  the  hear ing  of f icer .  I f  the  hear ing  of f icer  or  the  Governing 
Board  f inds  t ha t  t he re  i s  no t  cause  to  suspend  t he  empl oyee  w i thou t  pay  fo r  more 
t h a n   f i v e   d a y s ,   t h e   S u p e r i n t e n d e n t   m a y ,   a f t e r   r e v i e w i n g   t h e   f i n d i n g s ,   i m p o s e  
minor  disciplinary  action.  
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Dismissal 

 
 
 
At-will  employees.  The  employment  of  an  at-will  employee  may  be  terminated 
by action of the Governing Board for any reason, or for no reason, with or without 
advance  not ice,  as  the  Governing  Board  des ires.  I f  the  Super intendent 
recommends  that  the  Governing  Board  terminate  an  at - wil l  employee,  the 
recommendation  shall  be  submitted  to  the  Governing  Board  in  writing  and  a  copy 
of  the  recommendation  shall  be  delivered  to  the  employee.  The  at-will employee 
may  submit  to  the  Governing  Board  prior  to  the  Board  meeting  a  written  response 
to  the  recommendation.  If  the  at - will  employee  chooses  to  attend  the  Board  
meeting  when  the  recommendation  is  considered,  the  Governing  Board  may,  in  its 
discretion,  permit  the  employee  to  address  the  Governing  Board  concerning  only 
the recommendation. 

 

Term employees.  The  employment  of  a  term  employee  may  be  terminated  for 
cause  by  action  of  the  Governing  Board  at  any  time  prior  to  the  expiration  of  the 
term of employment. For the purposes of this provision, cause means any conduct 
that,  in  the  judgment  of  the  District,  is  detrimental  to  the  interests  of  the  District 
or  its  personnel  or  students  and  shall  include,  without  limitation  thereto,  the 
following: 

 

 Absence without leave •  Insubordination  
 Abuse of leave •  Neglect  of  duty  
 Alcohol or drug impairment • Unauthorized possession 
 Child abuse or molestation of a weapon on school grounds 
  Discourteous treatment of the • Unauthorized use of school 

public property 
 Dishonesty • Unlawful conduct 
 Excessive absenteeism •  Use  of  il legal  drugs  
 Fraud in securing employment • Violation of a directive of 
 Improper attitude a supervisor 

 Incompetence or inefficiency • Violation of a District policy 
or regulation 

 
If  the  Superintendent  recommends  termination  of  a  term  employee,  a  copy  of  the 
recommendation shall be delivered to the employee. The employee may request a 
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hearing  within  five  work  days  after  receipt  of  the  recommendation.  If  a  hearing  is 
requested,  the  Superintendent  shall  deliver  a  written  notice  of  the  time  and  place 
o f  the  hear ing  and  a  wr i t ten  s ta tement  tha t  g ives  the  reasons  fo r  the 
recommendation,  a  list  of  persons  whom  the  Superintendent  expects  to  testify  in 
support  of  the  recommendation  (together  with  a  brief  summary  of  what  each  
person  is  expected  to  say),  and  a  general  description  of  any  other  evidence  that 
the  Superintendent  at  the  time  believes  m ay  be  presented  at  the  hearing  in 
support of the recommendation. 

 
 
The hearing shall be conducted by the Governing Board or by a person designated by the 
Governing Board within not less than five work days and not more than 30 calendar 

days after a request for hearing is submitted by the employee. The date 
of the hearing may be postponed by stipulation of the employee and the District, 
or by and in the sole discretion of the Governing Board or the hearing officer, or at 
the request of the aggrieved employee or the District for such reason or reasons 

as the Governing Board or hearing officer may deem appropriate. 
 
 
The  employee  may  be  represented  at  the  hearing  by  counsel,  at  the  employee's 
expense.  The  employee  shall  have  the  opportunity  to  present  witnesses  and  to 
cross-examine  any  witnesses  presented  by  the  District.  Formal  rules  of  evidence 
shall  not  apply.  A  record  of  the  hearing  shall  be  made  by  use  of  a  mechanical 
device. 

 
If  a  hearing  officer  is  used,  the  hearing  officer  shall  prepare  a  written  statement  of 
findings as to whether there is cause for termination of the employee and submit it 
to  the  Governing  Board  within  ten  work  days  after  the  conclusion  of  the  hearing. 
The  Governing  Board  shall  review  the  written  statement  and,  if  desired,  the 
record,  and  the  Governing  Board's  decision  whether  to  accept  the  findings  and 
whether  to  terminate  employment  or  to  impose  other  discipline  shall  be  a  final 
decision. 

 
If the Governing Board conducts the hearing, it shall render a decision within ten 
days after the conclusion of the hearing. 
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General Matters 

 
Failure  to  object  to  a  disciplinary  action  or  take  other  action  within  the  time 
limitations  set  forth  in  this  policy  shall  mean  that  the  employee  does  not  wish  to 
pursue  the  matter  further.  Complaints  filed  after  the  expiration  of  the  applicable 
time limitation will not be considered. 

 
The  filing  or  pendency  of  a  complaint  or  other  form  of  grievance  pursuant  to  this 
pol icy  shal l  in  no  way  l imit  or  delay  act ion  taken  by  the  supervisor  or  the 
Superintendent authorized by this policy to take such action. 

 
A complaint relating to minor disciplinary action, suspension without pay for more 
than five days, or dismissal shall not be processed as a grievance. 

 
None of the procedures of this policy shall alter the status of an at-will employee. 

This policy does not apply to: 

• Any administrative recommendation or Governing Board action, discussion, 
or consideration involving the nonrenewal of a term employee. 

 
Ratings, comments, and recommendations made in the course of an 

evaluation of a support staff member. 
 
 
 
 
 The  dec is ion  o f  the  Super in tenden t  to  p lace  a  suppor t  s ta f f  member on  

administrat ive  leave.  
 

 Counse l ing  o f  o r  d i rec t ives  to  a  suppor t  s ta f f  member  regard ing 
fu ture  conduct. 

 
Adopted: date  of  manual  adopt ion  

 

LEGAL  REF.:  A.R.S. 13-2911 
15-341 
15-505 
41-770 

 
CROSS  REF.:  DKA   -   Payroll  Procedures/Schedules  
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H - 0050 HA 
MEET - AND - CONFER GOALS / PRIORITY OBJECTIVES 

 

 
The  Governing  Board  shall  determine  on  an  annual  basis  whether  and  to  what 
extent  to  enter  into  discussions  with  employee  groups  concerning  salary  and  fringe 
benefits.  If  the  Board  determines  not  to  enter  into  these  discussions,  or  should  a 
tentative  agreement  with  employee  groups  not  be  reached,  the  Board  may 
unilaterally issue contracts with binding salaries and fringe benefits. 

 
Adopted: January 13, 1997 
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REGULATION  REGULATION 

M E E T  -   A N D   -  C O N F E R   G O A L S   / 
PRIORITY OBJECTIVES 

 
 
Scope 

 
The subjects of the meet-and-confer procedures shall be wages and benefits. 
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SECTION I 



I - 0   0   5   0 © I    A  
INSTRUCTIONAL GOALS AND OBJECTIVES 

 
Al l parts of the curr iculum are interrelated and important to the 
development  of  the  student.  The  physical,  emotional,  social,  aesthetic,  and 
cognitive  development  of the student are all elements of importance within the school 
program. 

 
The  D is t r ic t  wi l l  p rov ide  bas ic  communica t ion  and  computat iona l  sk i l l s ,  
an  experience - based  curricul um,  and  exploration  of  different  disciplines  and 
decision- making techniques to enable the student to choose between  
alternatives.  

 
Specifically, the District instructional program will be designed and 
implemented to provide for developing: 

 
• Skills  in  comm unication  -  to  include  reading,  writing,  speaking, 
listening, and composition. 

 
Skills in computation. 

 
Appreciation of the world of work. 

 
Pride of workmanship and skills for economic survival. 

Appreciation of the importance of physical fitness. 

Research and problem-solving skills. 
 

Ability to think analytically, critically, and 

independently. Ability leading to citizen responsibility. 

Understanding and respect for our cultural 

heritage. Appreciation for the intrinsic value of 

education. 

Appreciation of the fine arts. 

Skills in technology. 

Adopted: date of manual adoption 
 
CROSS REF.: AD - Educational Philosophy/School District Mission 
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ACADEMIC FREEDOM 

 
A  professional  staff  seeks  to  educate  people  in  the  democratic  tradition,  to  foster 
recognition  of  individual  freedom  and  social  responsibility,  to  inspire  meaningful 
awareness  of  and  respect  for  the  Constitution  and  the  Bill  of  Rights,  and  to  instill 
appreciation  of  each  individual 's  values.  These  democratic  values  can  be 
transmitted  best  in  an  atmosphere  free  from  censorship  and  artificial  restraints  on 
free inquiry and learning. 

 
Within  the  confines  of  state  law,  Board  policy  gives  teache rs  the  opportunity  to 
create  in  the  classroom  an  atmosphere  of  freedom.  This  atmosphere  permits 
students to raise questions dealing with critical issues of the time. An atmosphere 
of  freedom  produces  an  environment  conducive  to  the  study,  investigation, 
presentation,  and  interpretation  of  facts.  The  teacher  is  responsible  for  exercising 
good  judgment  in  selecting  issues  for  discussion  of  value  to  the  students  involved. 
These  issues  selected  for  discussion  must  have  demonstrated  relevance  in  some 
significant way to the course of study that the instructor is to be addressing. 

 

Adopted: date of manual adoption 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
E.V.I.T. SCHOOL DISTRICT NO. 401 Page 1 of 1 



I - 0 2 0 0 © I C 

SCHOOL YEAR 
 
The school year shall be not less than the number of instructional days specified in 
the following schedule: 

 
 

School Year(s) Instructional Days 
 

2001-2002 176 
2002-2003 177 
2003-2004 178 
2004-2005 179 

2005-2006 and beyond 180 
 
Each  instructional  day  shall  consist  of  not  less  than  the  minimum  amount  of  time 
prescribed  in  A.R.S.  15-901  for  each  respective  program  level.  Variance  from  this 
requirement may be sought under A.R.S. 15-861. 

 
The Board shall establish the school calendar each year after recommendations 
from the Superintendent. 

 
Adopted: September  20,  2001  

 
LEGAL REF.: A.R.S. 15-341.01 (Laws 2000, 5th S.S., Ch 1 § 54) 

15-801 
15-854 
15-855 
15-861 
15-881 
15-901 
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SCHOOL DAY 

 
The normal school day for the instruction of the students of this District shall be in 
accordance with Arizona Revised Statutes. 

 
The  regular  school  session  may  be  temporari ly  al tered  by  the  Board  upon 
recommendation  by  the  Superintendent  when  such  alteration  is  in  the  best  interest 
of the District. 

 
The  Superintendent  may  close  the  schools,  delay  the  opening  of  schools,  or 
dismiss  school  early  for  emergency  reasons  and  to  protect  the  health  and safety of 
students  and  staff  members,  shall  prepare  rules  for  the  proper  and  t imely 
notification of concerned persons in the event of such emergency closing, and shall 
in all cases inform the Board President as soon as possible. 

 
The  Superintendent  shall  develop  guidelines  that  allow  students  to  enter  schools 
and  to  leave  schools  under  exceptional  conditions  so  that  variances  with  the 
normal  school  schedule  may  be  accommodated.  Such  guidelines  shall  consider 
inclement weather, family illness, and other similar circumstances. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-341 

15-801 
15-861 
15-901 
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CURRICULUM DEVELOPMENT 

 
The  need  and  value  of  a  systematic,  ongoing  program  of  curriculum  development 
and  evaluation  involving  students,  parents,  teachers,  and  administrators  are 
recognized.  It  is  essential  that  the  school  system  continually  develop  and  modify 
its  curriculum  to  meet  changing  needs.  The  Board  authorizes  the  Superintendent 
to  develop  the  curriculum  for  the  school  system  and  to  organize  committees  to 
review  the  curriculum.  All  major  curriculum  changes  shall  be  approved  by  the 
Governing Board. 

 
It  shall  be  the  responsibility  of  the  Superintendent  to  develop  proposals  relating  to 
curriculum  modifications  and  additions  that,  in  the  opinion  of  the  professional  staff 
and  consultants,  are  essential  to  the  maintenance  of  a  high-quality  program  of 
education from grades ten (10) through twelve (12). 

 
All  certificated  personnel  have  professional  obligations  to  the  school  program 
beyond  regular  classroom  duties,  and  these  obligations  will  include  work  on 
curriculum committees. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-203 

15-341 
15-701 
15-701.01 
15-721 
15-722 
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REGULATION REGULATION 
 
 
 
 

CURRICULUM DEVELOPMENT 
 
The  fol lowing  shall  be  adhered  to  in  making  changes  in  curriculum  and  in 
instruction: 

 
 A  written  request  for  the  propose d  change  shall  be  presented  to  the 

Principal by a teacher, a group of teachers, or other interested party. The 
request shall include at least the following items: 

 
 The need for a change. 

 
 Expected results. 

 
 The procedure that shall be followed. 

 


Materials needed for the program. 
 

 Cost factors. 
 

 Methods for checking results. 
 

 The request for change must be approved by the Superintendent. If the 
request represents a significant departure from established programs, 
the  request must also be approved by the Governing Board. If approved, a 
copy of the request shall be given to the persons directly concerned. A 
report of the results shall be submitted to the Superintendent. 
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CURRICULUM ADOPTION 

 
All  new  programs  and  courses  of  study  will  be  subject  to  Board  approval,  as  will 
elimination  of  programs  and  courses  and  extensive  alteration  in  their  content. 
Curr icular  prop osals  from  the  professional  staff  may  be  presented  to  the 
Superintendent,  who  will  be  responsible  for  making  recommendations  to  the  Board 
on such matters. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-721 

15-722 
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CURRICULUM GUIDES AND COURSE OUTLINES 

 
Curriculum  guides  shall  be  developed  for  the  various  subject  areas.  These  guides 
shall  present  at  least  a  minimal  outline  fo r  instruction  and  a  basis  for  further 
development of the particular courses. 

 
In  accordance  with  requirements  of  the  state  of  Arizona,  the  District  will  develop 
its  own  curriculum  guides  to  reflect  local  needs.  The  guides  shall  be  designed  to 
assist  users  i n  implementing  the  District  philosophy  regarding  the  teaching  of  a 
subject  and  will,  when  possible,  suggest  a  variety  of  possibilities  for  instruction, 
patterns of individualization, variations of approaches, and materials. 

 
The Superintendent will formulat e procedures for the development and use of 
curriculum guides. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-341 

15-701 
15-701.01 
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REGULATION REGULATION 

 

 
 

C U R R I C U L U M   G U I D E S   A N D 
COURSE OUTLINES 

 
Development of Curriculum Guides 

 
Curriculum guides will be developed by the staff members and teachers who are to 
use them. 

 
If  participation  of  the  entire  staff  is  not  feasible,  representatives  of  the  staff  and/or 
departments  concerned  shall  be  appointed  to  committees  for  study,  creation,  and 
revision of any particular guide. 

 
When  work  i s  comple ted  on  a  gu ide ,  the  commi t tee  respons ib le  fo r  i t s 
development shall present it to the Assistant Superintendent. 

 
 
Use of Guides 

 
Curriculum  guides  are  to  serve  as  a  framework  from  which  a  teacher  will  develop 
units  of  study,  individual  lesson  plans,  and  approaches  to  instruction  that  will 
serve the students' particular needs at a particular time. The guides shall be used to 
map the logical sequence of instruction. 

 
The  administration  shall  see  that  optimum  use  is  made  of  available  curriculum 
guides. Teachers will adhere to the guides. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
E.V.I.T. SCHOOL DISTRICT NO. 401 Page 1 of 1 



I - 1 2 5 0 © I H A  
BASIC INSTRUCTIONAL PROGRAM 

 
Courses  and  programs  shall  be  organized  and  taught  that  will  educate  students  for 
employment  or  further  education  in  technical  careers.  This  would  include 
providing students with opportunities for developing: 

 
  Technological skills sufficient to qualify for entry-level positions or 

higher in one or more specific occupational areas. 
 

  Applied academic and thinking skills to permit each student to solve 
life's problems. 

 
Social skills sufficient to permit each student to become a contributing 

employee as well as a strong community member. 
 
  Life management skills to enable each student to become a well-rounded, 

responsible individual. 
 

Business, economic, and leadership skills to enhance the 
students'  opportunities  of  successful  integration  into  and  success  in  the 
economic  structure surrounding them. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-203 

15-701 
15-701.01 
15-741.01 
15-802 

A.A.C. R7-2-301 et seq. 
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TEACHING ABOUT DRUGS, ALCOHOL,  
AND TOBACCO 

 
The instructional program may include content on drugs, alcohol, and tobacco 
for the purpose of developing students' ability to make intelligent choices based 
on facts, and to develop courage to stand by their own convictions. Further, 
instruction on the nature and harmful effects of alcohol, tobacco, narcotic 
drugs, marijuana, and other dangerous drugs on the human system and 
instruction on the nonuse and prevention of use and abuse of alcohol, tobacco, 
narcotic drugs, marijuana, date rape drugs,, and other dangerous drugs may be 
included in the courses of study, with emphasis on grades four (4) through nine 
(9). Instruction on the nature and harmful effects of alcohol, tobacco, narcotic 
drugs, marijuana, date rape drugs, and other dangerous drugs on a human fetus 
may be included in the courses of study in grades six (6) through twelve (12). 
The instruction may be integrated into existing health, science, citizenship, and 
similar studies and shall meet the criteria for chemical abuse prevention 
education programs. The program should also emphasize the therapeutic benefit 
derived from the use of drugs prescribed by a health professional. The program 
will conform to all applicable Arizona Revised Statutes and Arizona 
Administrative Codes. 
 

Objectives of the substance abuse program: 

 To create an awareness of the total drug problem: prevention; education; 
treatment; rehabilitation; and law enforcement on the local, state, 
national, and international levels. 

 To inform the students of the effect on the body of narcotics, sedatives, 
hallucinogens, and stimulants through the appropriate classes. 

 To relate the use of drugs and alcohol to physical, mental, social, and 
emotional consequences. 

 To encourage the individual to adopt an appropriate attitude toward pain, 
stress, and discomfort. 

 To understand the need for seeking professional advice in dealing with 
problems related to physical and mental health. 

 To understand the personal, social, and economic problems caused by the 
misuse of drugs and alcohol. 

Adopted: February 13, 2012 

LEGAL REF.: A.R.S. 13-3401 15-345 15-712 

CROSS REF.: JICG - Tobacco Use by Students 
                        JICH - Drug and Alcohol Use by Students 

I-1950                        IHAMA
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P o l i c y  I H B   

Special Instructional Programs 

 
 
 
East Valley Institute of Technology (EVIT) works collaboratively to facilitate interagency working 
relationships regarding educating children with disabilities with the Public Education Agencies (PEA) 
forming the sending school districts. 

The target populations for these services are defined as students with a current Individual Education Program 
(IEP) or current 504 Accommodation Plan in their residing PEA but who attend EVIT. 

The Individual with Disabilities Education ACT (IDEA) 2004 mandates that all children with disabilities 
have available to them a free appropriate public education that emphasizes special education and related 
services designed to meet their unique needs and prepare them for further education, employment 
and/or independent living. 

Since EVIT and the PEA’s share students the areas of responsibility between them need to be clarified. 

The development of the IEP is the responsibility of the PEA, with EVIT being involved in the transition 
planning for all students receiving special education services considering attending EVIT.  

EVIT will follow all applicable guidelines from federal and state law affecting special education students 
once the special education student is enrolled at EVIT. Other responsibilities of the PEA regarding 
transition planning include: 
 

 A plan for a coordinated set of services designed to move special educate student’s 
successfully from school to post-school settings. 
 

 The transition services is a coordinated set of activities and is based on the individual 
child's needs, taking into account the child's strengths, preferences and interests. 

 
 It is designed within an outcome-oriented process that promotes movement from school to 

post-school activities, including postsecondary education, vocational training, integrated 
employment (including supported employment), continuing and adult education, adult 
services, independent living or community participation. 

 
 Transition planning should begin not later than the first IEP to be in effect when the child  
        turns 16, or younger if determined appropriate by the IEP team, and updated annually;                                            
        thereafter, the IEP must include: 

       
  Appropriate measurable postsecondary goals based upon age appropriate 
  transition assessments related to training, education, employment and where 
  appropriate, independent living skills 

 
 Follow other IDEA guidelines 

 



The PEA and EVIT will follow EVIT Policy IHB explaining the guidelines for enrolling and retaining 
special education students at EVIT and allowing for appropriate placement of students. 

 Any charter school or private school, whose special needs students wish to participate in training at EVIT, 
will also abide by EVIT Policy IHB. 

All districts sending special education students to EVIT need to follow the EVIT procedures as no 
exceptions will be made.  

EVIT will devise a Student Intake Guideline Form that lists the documents that either all students and/or the 
special education students need to have submitted for EVIT enrollment consideration. 

This will be revised as needed and given to the sending districts in order for them to know what is needed for 
student enrollment.  

The EVIT Intake Data Review Form is required and is to be completed by the sending high school/district.  

Working cooperatively and collaboratively with the sending high school/district personnel, EVIT will have 
the final decision on whether a student can be appropriately placed at EVIT. 

The liaisons (or lead teacher) hired by the PEA sending school districts to assist and monitor special education 
students will be under the direction of EVIT's designated administrator. They should not initiate forms, rules, 
or correspondence affecting EVIT staff or students without getting approval from the designated EVIT 
administrator 

 

 

 



 

IHB-EA 

EVIT Student Intake Guideline Form 

Purpose: The Student Intake Guideline Form depicts what all students need to provide for enrollment and, 
additionally, what students with an Individual Education Plan (LEP) need to provide. 

Goal: This guide will be used to screen students in. It will help as a determination tool to see if the student is 
appropriately placed and has the ability to benefit from one of EVIT's program. Research shows that if a student is 
appropriately placed, has an interest in the program, and has an ability to benefit from the program, then the student's 
chance of success is greatly increased. 

EVIT cannot guarantee a student enrollment or placement at EVIT for career and technical education courses. There 
are guidelines and data that must be considered by EVIT staff, in conjunction with the IEP and required enrollment 
components. Each student's IEP is reviewed on an individualized basis to determine the student's ability to benefit and 
appropriate placement at EVIT. If there are any questions about enrollment procedures, the designated EVIT 
administrator should be contacted at 480-461-4000. 

Other Aids Used in Determining Appropriate Placement: EVIT personnel want to achieve the goal of accepting as 
many appropriately placed students as possible. In order to do this EVIT personnel may contact PEA sending school 
personnel to garner more information about the student that would help determine appropriate placement. If the sending 
school personnel can provide any other assessments, documents, or information to help with placement into EVIT, then 
EVIT personnel will consider all of this before making a final determination. 

Process for Determining Placement into EVIT: 
I. EVIT personnel will review all of the following: 

 Student transcript 
 GPA 
 Credits, i.e. Core Subjects 
 Attendance 
 AIMS or other available data or additional assessment scores 
 Grade Placement Consideration 
 Course Prerequisites 
 Program of Interest—Level of academic rigor and/or license 
 Valpar Assessment, if test scores and transcripts indicate further information is needed 
 Career Interest Inventories, i.e. Kuder, Career Cruising, etc. 
 

   II. If the student has an IEP, additional information will be considered: 
                             Intake Data Review form 

 Review current and complete LEP at time of enrollment individually (In accordance with IDEA) 
 Academic Capabilities—Is the student in LRE at high school? 
 Transition/Graduation Plan 
 Student Profile 001 Form (MOU) 
 Accommodations: Standard or Other 
 Behavior Intervention Plan (BIP), if appropriate 

III. After the above has been reviewed, EVIT personnel will complete the Intake Data 
Review Form. If any more information is needed, EVIT personnel will contact 
sending school personnel for the information. 

IV. After the information has been reviewed, EVIT personnel will determine one of the 
following four categories indicting the final enrollment decision. This  information 
will be given to the sending school representative. 

Enrollment—Accepted 
Enrollment with Contractual Agreement (Provisional) 
Enrollment Pending Additional Data—TBD 
Enrollment Declined 
 



 
                          Intake Date Review    IHB-EB 
 
Completed by: _______________________ Name of Student: _____________________ 
 
Directions: EVIT personnel will review the information sent by a PEA concerning a student to 
determine if the PEA needs to send more information or if everything is complete.  This information will be 
used to determine if EVIT is the appropriate placement for the student.           
Date:________________________    Referred by:______________________________               
School District:_____________________  Home School: ________________________           
 
DOB:________    CA:_________    Grade In School:___________ GPA:___________ 
 
AIMS Results:  Reading:  M   APP   Below        Math:  M   APP   Below  
                           Writing:   M   APP   Below        Not taken 
Attendance:   Days missed: 1-3   3-5   5-9    10+                       Suspensions: Yes  No  
 
Category:  SLD  ED  MR  OHI  Hearing Impaired  Visually Impaired   Other: 
 
IEP  Date: ______________________________             
Goals: Reading   Math   Written   Language  Other:______________________________ 
BIP:  Yes___   No___      Date:____________              Copy:   Yes    No   
 
Accommodations:                            Adaptive Technology: Yes___  No___   Describe:        
Additional Supports: Yes___  No___  Who/What:_________________(nursing, counseling, etc.) 
 
PLOP:  Yes ___  No ___        Medication: Yes ___  No ____  List: ________________ 
 
Medical Concerns:  Yes: ___ No: ___  Describe:_______________________________ 
 
VALPAR: Yes ___  No ___  Date: _______         Reasoning:        Math:           Language:        Student Info Form 
(MOU) ___5’s  ___4’s  ___3’s  ___2’s  ___1’s 
 
Directions: Please check the appropriate response or fill in the information for A-G below: 
A.  Staffing:                     Yes ___   No ___  Date: ______________ 
B.  Interview w/student:  Yes ___   No ___   Date: ______________ 
C.  EVIT Tour:                Yes ___   No ___   Date: ______________ 
D.  Tech Visit:                 Yes ___   No ___   Date: ______________ 
E.  Areas Explored 
F.  Copy of MET Report: Yes ___   No ___   
G.  Kuder: __________________________ Aviator: __________________________    Recommendation: Summer 
School___Letter of Recommendation ___Provisional___ 
 
Measurable Postsecondary Goal: ___________________________________________ 
Graduation Plan: ________________________________________________________ 
Program of Interest: ______________________________________________________ 
 
Appropriate Placement:Yes__No ___TBD ___ Ability To Benefit:Yes__No __TBD__ 
 
 
 
 
Adopted: 8/9/2010 
 
 

 



IHB-R 
 
 
 

MEMORANDUM OF UNDERSTANDING 
 
 

between 
 
 

EAST VALLEY INSTITUTE OF TECHNOLOGY 
 
 

and 
 
 

APACHE JUNCTION UNIFIED SCHOOL DISTRICT 

CHANDLER UNIFIED SCHOOL DISTRICT 

FOUNTAIN HILLS UNIFIED SCHOOL DISTRICT 

GILBERT UNIFIED SCHOOL DISTRICT 

HIGLEY UNIFIED SCHOOL DISTRICT 
 
 

MESA UNIFIED SCHOOL DISTRICT 

QUEEN CREEK UNIFIED SCHOOL DISTRICT 

SCOTTSDALE UNIFIED SCHOOL DISTRICT 

TEMPE UNION HIGH SCHOOL DISTRICT 
 
 
 
 
 
 
 
 
 

This agreement will be from July 1, 2006 to June 30, 2009 
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East Valley Special Needs Coordination Committee 
IHB-R 

 
 
  Membership as of July 1, 2006  

 

Martin 
 

Loftus 
 

Apache Junction Unified School District 
 

(480) 982-1110 x2306
 

Timothy 
 

Vanda 
 

Apache Junction Unified School District 
 

(480) 982-1110 x2316
 

Cynthia 
 

Bryant 
 

Arizona Department of Education 
 

(602) 542-3005 
 

Kerry 
 

Budinger 
 

Arizona Department of Education 
 

(602) 542-3437 
 

Diane 
 

Bruening 
 

Chandler Unified School District 
 

(480) 812-7010 
 

Janet 
 

Cox 
 

East Valley Institute of Technology 
 

(480) 461-4102 
 

Kathy 
 

Hayden 
 

East Valley Institute of Technology 
 

(480) 461-4106 
 

Catherine 
 

Hunter 
 

East Valley Institute of Technology 
 

(480) 461-4108 
 

Karin 
 

McLeod 
 

East Valley Institute of Technology 
 

(480) 461-4007 
 

Pat 
 

Gillespie 
 

Fountain Hills Unified School District 
 

(480) 664-5017 
 

Jeannine 
 

Hiller 
 

Gilbert Unified School District 
 

(480) 497-3457 
 

Ann 
 

Padilla 
 

Gilbert Unified School District 
 

(480) 497-3393 
 

Lauretta 
 

Clark 
 

Higley Unified School District 
 

(480) 279-7321 
 

William 
 

Santiago 
 

Mesa Unified School District 
 

(480) 472-0729 
 

Wendy 
 

Collison 
 

Mesa Unified School District 
 

(480) 472-0747 
 

Michelle 
 

Bailey 
 

Queen Creek Unified School District 
 

(480) 987-5985 
 

Lois 
 

Healey 
 

Scottsdale Unified School District 
 

(480) 484-5082 
 

Callie 
 

Greenbaum 
 

Scottsdale Unified School District 
 

(480) 484-5079 
 

Eric 
 

Meadows 
 

Scottsdale Unified School District 
 

(480) 461-6782 
 

Stacy 
 

Nielsen 
 

Tempe Union High School District 
 

(480) 345-3776 
 

Marilyn 
 

Ruggles 
 

Tempe Union High School District 
 

(480) 345-3700 x 3097
 

Patty 
 

Vogel 
 

Tempe Union High School District 
 

(480) 345-3705 
 

Cherril 
 

Madsen 
 

Pinnacle Charter High School 
 

(480) 668-5003 
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Section one 

 
 
 
 
PURPOSE 

IHB-R 

 

 
The purpose of this Memorandum of Understanding is to clarify the areas of responsibilities, as 
well   as   the   areas   of   coordination   and   collaboration,   between   East   Valley   Institute   of 
Technology (EVIT) and participating PUBLIC EDUCATION AGENCIES (PEA), and to facilitate 
interagency working relationships on behalf of special needs students attending EVIT. These 
agencies will provide the leadership in the implementation of this memorandum and provide 
available resources within the bounds of their mission, laws, and governing regulations. 

 
DEFINITION OF STUDENTS SERVED 
Within this memorandum, the target populations for cooperative services at EVIT are defined 
as   those   students   who   have   a   current   Individual   Education   Program   or   current   504 
Accommodation Plan in their residing PEA and are seeking vocational education at EVIT. 

 
HISTORY 
The East Valley Special Needs Coordination Committee (EVSNCC) was formed in the spring 
of   1995. The   EVSNCC   consists   of   representatives   from   the   East   Valley   Institute   of 
Technology (EVIT) and its feeder districts as well as representatives from Arizona Department 
of  Education  (ADE)  divisions  on  Career  and  Technical  Education  and  Exceptional  Student 
Services. EVSNCC  was  charged  with  the  responsibility  of  better  coordinating  services  for 
special education populations between EVIT and the East Valley feeder school districts.  This 
Memorandum of Understanding is the result of their cooperative efforts. 

 
THE 2004 INDIVIDUALS WITH DISABILITIES EDUCATION IMPROVEMENT ACT (IDEA) 
The  IDEA  2004  mandates  that  all  children  with  disabilities  have  available  to  them  a  free 
appropriate public education that emphasizes special education and related services designed 
to  meet  their  unique  needs  and  prepare  them  for  further  education,  employment  and 
independent living. 

 
Furthermore, IDEA 2004 requires transition services be addressed for every student receiving 
special education services beginning not later than the first Individual Education Program (IEP) 
to be in effect when the child is 16, and updated annually thereafter.   According to the 2004 
IDEA; transition services “means a coordinated set of activities for a child with a disability that 
is designed to be within a results oriented process, that is focused on improving the academic 
and functional achievement of the child with a disability to facilitate the child’s movement from 
school  to  post-school  activities,  including  post-secondary  education,  vocational  education, 
integrated  employment  (including  supported  employment),  continuing  and  adult  education, 
adult services, independent living, or community participation; is based on the individual child’s 
needs,  taking  into  account  the  child’s  strengths,  preferences,  and  interests;  and  includes 
instruction,  related  services,  community  experiences,  the  development  of  employment  
and other post-school adult living objectives, and when appropriate, acquisition of daily living 
skills and functional vocational evaluation.” 

 
The   IEP   must   include   appropriate   measurable   postsecondary   goals   based   upon   age 
appropriate  transition  assessments  related  to  training,  education,  employment,  and,  where 
appropriate, independent living skills; and the transition services (including courses of study) 
needed to assist  the child in reaching those goals. 
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THE REHABILITATION ACT OF 1973/SECTION 504 

IHB-R 

Section 504 of the Rehabilitation Act is a civil rights statue that prohibits discrimination against 
disabled persons in any of the District’s programs or activities. A student or parent is protected 
by  Section  504  if  he/she  has  a  physical  or  mental  impairment,  which  substantially  limits  a 
major  life  activity,  is  regarded  as  disabled,  or  has  a  record  of  an  impairment.  Students 
protected under Section 504 may have an accommodation plan. 

 
IN CONCLUSION 
It is clear that the intent of IDEA is that transition services for individuals with disabilities be 
collaborative in nature. EVIT has worked in collaboration with the ADE and the above named 
feeder districts to develop this Memorandum of Understanding between all districts involved in 
order to facilitate compliance with IDEA, as well as Section 504 of the Rehabilitation Act for 
students  with  disabilities  in  the  east  valley. Any  charter  school  or  private  school,  whose 
special needs students wish to participate in career and technical training at EVIT, will abide by 
the Memorandum of Understanding. 
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Section two 

IHB-R 
 

 
GUIDELINES FOR ENROLLING/RETAINING/RETURNING SPECIAL 

EDUCATION STUDENTS AT EVIT 
 
In  accordance  with  the  Individuals  with  Disabilities  Education  Improvement  Act  (IDEA)  (P.L. 
105-17),  EVIT  must  be  involved  in  the  transition  planning  for  all  students  receiving  special 
education services who are planning to attend an EVIT technical training program before the 
student  registers  at  EVIT. All  contact  with  EVIT  regarding  these  guidelines  or  services  for 
special  education  students  should  be  made  through  the  EVIT  Counseling  office  (480-461- 
4108).  Any  potential  program  changes  of  an  enrolled  student  must  follow  the  designated 
enrollment process. 

 
Guidelines for students enrolling at EVIT: 

 
1. The following must be submitted as part of the registration packet: 

 Most recent transcript 
 Most recent standardized test score(s), 
 The Valpar assessment &/or other functional vocational assessment (administered 

by  EVIT  or  the  sending  district),  if  test  scores  and  transcripts  indicate  further 
information is needed. 

 The  Student  Information  Form  will  be  used  for  additional  information. See  EVIT 
Form 001. 

 
2. Once  EVIT  receives  the  registration  packet,  the  district  liaison  or  case  manager  will 

review the information with the EVIT counselor. 
 
3. The IEP team will determine date of enrollment and which occupational program plan the 

student will master. The two possibilities are: 
A) The student will address for mastery all competencies covered in his/her program to 

prepare for employability, or 
B) The   student   is   enrolled   in   a   selected   occupational   skill   set   which   leads   to 

employability in a related occupation. 
 
 

Occupational  Skill  Sets:  An  occupational  skill  set  is  a  selected  set  of  competencies  that 
lead to a related occupation. The selected set of competencies must be documented in the 
student’s IEP. 

 
 
4. If the IEP team determines the student will proceed with enrollment at EVIT, the district 

liaison  or  case  manager  will  provide  a  current  copy  of  the  IEP  to  the  EVIT  Counseling 
department. 

 
5. The  District  Liaisons  are  responsible  for  ensuring  that  a  copy  of  the  accommodation 

section of the IEP and a copy of the Conference Summary (EVIT Form 002) are provided 
to  the  technical  instructor.  In  the  absence  of  a  district  liaison,  the  EVIT  Counseling 
department will facilitate the above. 
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6. As  long  as  the  student  is  enrolled  in  an  EVIT  technical  program,  EVIT  counseling 

personnel and the other EVIT staff, as appropriate, shall be invited to any IEP review. 
 
7. Any  special  education  student  enrolled  at  EVIT  will  have  the  same  access  as  all  EVIT 

students to support services and extracurricular activities, unless otherwise indicated in 
the IEP. 

 
8. While  the  student  is  enrolled  at  EVIT  the  special  education  teacher  (Case  Manager  or 

Mentor) and the EVIT technical instructor will  collaborate to facilitate standard/alternate 
accommodations. These may be instituted through the feeder district’s Special Education 
support staff. 

 
9. The student, parent/guardian, or special education teacher may request a student’s CTE 

competency  report  through  the  EVIT  administration  after  the  end  of  the  first  six-week 
session. 

 
10. If an EVIT administrator or designee suspects that a student might have an 

educational disability,  the  EVIT  administrator  will  refer  the  student  to  the  home  
school’s  child  study team. Upon request, the EVIT administrator or designee will 
complete the necessary child study forms for the sending school. 

 
Results  of  any  EVIT  vocational  assessment  will  be  provided  to  the  PEA. EVIT  will  be 
provided any vocational assessment information that was completed by the PEA.  For any 
special  education  student  enrolled  at  EVIT,  the  duration  and  extent  of  
enrollment, curricular  modifications,  communication  follow-up  methods,  and  other  
considerations necessary to successfully complete the technical training section of the 
transition services 
as  referenced  in  the  IEP  will  be  determined  and  documented  on  the  EVIT  Conference 
Summary (EVIT Form 002).  Copies of the Conference Summary will be provided to those 
participating  in  the  IEP  meeting,  including  the  PEA  special  education  teacher,  student, 
and parents/guardians.  At the end of the IEP meeting, the EVIT enrollment forms will be 
completed by the EVIT counselor, student, and parents/guardians. 

 
11.   Regarding returning students the following will be completed: 

 Liaison will make contact with all returning students; 
 To  ensure  all  parties  have  agreed  with  the  return  of  the  students,  EVIT’s 

returning student forms will be signed off by district liaisons prior to being logged 
into the EVIT system; 

 The EVIT counselor and liaison will meet to explore interventions as needed to 
ensure the student’s best placement; 

 In the event that a student expresses a desire to change programs, re-staffing 
must be completed according to the MOU. 
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Section three 

 
 
 
 
STUDENT INFORMATION FORM 

IHB-R 

 
This form completed by referring Teacher/Counselor 

 
Student:   Home School:    

 
Date:   Current Grade Level:   Area of Disability:   CTE Program:    

 
This form must be completed to assist the staff in preparing for the needs of the students.  If student scores on standardized 
tests or transcripts indicate a need, a vocational assessment will be required. EVIT offers vocational assessment on the Valpar 
3000 system.  This assessment tool is appropriate and valid for any student with the abilities listed below. 

 
 Minimum 4th grade reading/comprehension and math equivalency  Has visual acuity for a normal computer screen
 Can attend to task for 30 minutes  Can hold and manipulate hand tools 
 Can work independently 

 
The sending district may wish to use alternative forms of vocational assessment including a private vocational assessment or 
an agency assessment. 

 
Please list below work and/or CTE experience that have been taken by the referred student, e.g. Introduction to Technology, 
Career Exploration, Keyboarding, Foods, Art, Automotive, etc. 

 
CTE experience:     Date completed:     Grades Achieved:    

 

CTE experience:     Date completed:     Grades Achieved:    
 
 

Pre-Vocational Employability Skills:  Please rate the student on a scale from 1(low) to 5 (high) on each of the below items: 
 

1. Attends class unless legitimate reason is given 1  2  3  4  5
2. Behaves appropriately in the absence of supervision 1  2  3  4  5
3. Responds appropriately to redirection 1  2  3  4  5
4. Follows written instructions 1  2  3  4  5
5. Changes from one activity to another without difficulty 1  2  3  4  5
6. Demonstrates short-term memory skills, such as, can follow two to three step instructions 1  2  3  4  5
7. Follows oral/demonstrated directions without requiring repetition, explanations, etc. 1  2  3  4  5
8. Makes responsible decisions on his/her own, such as, uses common sense 1  2  3  4  5 
9. Demonstrates initiative in the absence of direction 1  2  3  4  5 
10.  Follows classroom rules 1  2  3  4  5 
11.  Demonstrates appropriate use of school related materials 1  2  3  4  5 
12.  Is respectful to authority figures 1  2  3  4  5 
13.  Is able to work in groups 1  2  3  4  5 
14.  Maintains personal hygiene 1  2  3  4  5 
15.  Waits appropriately for assistance from supervisor 1  2  3  4  5 
16.  Demonstrates ability to control behavior 1  2  3  4  5 
17.  Completes required assignments 1  2  3  4  5 
18.  Comes prepared to class 1  2  3  4  5 

 
Does the student have an Individual Education Plan in place? ___ Yes   ___ No 
Does this student have a Behavior Intervention Plan in place? ___ Yes   ___ No 
Does the student receive related services? ___ Yes   ___ No 
Does the student have a 504 Plan in place? ___ Yes   ___ No 

 
Present level of functioning Grade Level Date of Testing Test Name 
Reading: 
Math: 
Written Language: 

 
If assessment is administered by EVIT, how has the parent/guardian been notified regarding this opportunity? 
?    In writing ?    Verbal notice 

 
Signature of Teacher/Counselor:   Telephone number:   Fax number: ___   

 
EVIT Form 001 
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East Valley Institute of Technology Conference Summary 
1601 West Main Street, Mesa, AZ  85201 (480) 461-4108 

Date:    
 
 

Student:   Home School:   Current Grade Level:    
 

Student’s Technical Training Goal:   ___ 
 

*Summary of Conference:     
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 The student will address for mastery all competencies covered in his/her program to prepare for employability in this 

field. 
 The student is enrolled in an occupational skill set. An occupational skill set is a selected set of competencies that 

lead to a related occupation. The selected set of competencies must be documented in the student’s IEP. 
 The student is enrolled on a provisional placement. Progress will be reviewed at the end of every nine-week block.  A 

placement review meeting will be held to determine continuation of enrollment. 
 Further vocational assessment is warranted for this student. 
 Areas for EVIT enrichment: ___ Reasoning ___ Math ___ Language Arts 
 Home district Special Education support services. 
 Other:_________________________________________________________________________ 

 
 
 

Name of CTE Program or Occupational Skill Set:    
Attached is a list of Occupational Skill Set Standards for the student’s program. 
Contact person at home school:   Telephone number:    

 
**A change to another CTE program requires an IEP meeting. 

 
Participants Signature Participants Signature 

 

Parents S.E. Case Manager/Mentor 

Student District Sp. Ed. Staff 

Counselor Other 

Other Other 
 

*The home school is responsible to provide EVIT with the student’s most current Individual Education Plan and 
Behavior Intervention Plan where appropriate. 

 
EVIT Form 002 
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Liaison Checklist for Student Registration 
IHB-R 

 
 
 

Name      High School    
 
 
 
Step 1 
? Student Information Form received from case mgr.  (Best Practice) Date     
? Transcript received Date    
? Standardized Assessment, i.e., AIMS, Terra Nova, ITBS, CTBS, Valpar,     
? Program of Interest      ___    

 
 
 
Step 2 
? Technical Class Visitation Date:    
? Program(s) explored:    

 
 
 
Step 3 
? IEP meeting held to enroll student into program at EVIT Date     
? Conference Summary signed by team at IEP meeting 
? Enrollment application completed 
? EVIT Registration packet complete 

 
 
Step 4 (EVIT Support staff follow up) 
? Start in program Date:    
? IEP placed in EVIT vault 
? IEP  Alternate  Accommodations/Standard  Accommodations  and  Conference  Summary  given  to  EVIT 

instructor 
 
 
 
COMMENTS:     

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
EVIT Form 003 
E.V.I.T. SCHOOL DISTRICT NO. 401 Page 10 of 22 



 
 

EVIT Student Progress Form 
IHB-R 

 
 
Course Grade: 

 
 
Date:    Instructor:___________________________ 

 
Student Name:    Program:    

 

 
Home School:    Return To:    

 
 

Student’s strengths:    
 

 
Student’s challenges:    

 
 
 

Does the student attend regularly and is he/she punctual? 
 
Comments: 

Yes No 

Is the student making satisfactory progress in attaining state competencies? 
 
Comments: 

Yes No 

Does the student have the potential to be competitively employed in a job 
related to the program? 

 
Comments: 

Yes No 

Does the student advocate his/her accommodations to the teacher or the 
Special Education Liaison when appropriate? 

 
Comments: 

Yes No 

Does the student understand the instructions, are they followed? 
 
Comments: 

Yes No 

Does the student complete assigned class work at agreed-upon time? 
 
Comments: 

Yes No 

Does the student exhibit appropriate workplace behaviors? 
 
Comments: 

Yes No 

Is the student an active classroom participant? 
 
Comments: 

Yes No 

 

 
Additional Comments:     

 
 
 
 
 
 
 
 
 
 
EVIT Form 004 
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Section four 
IHB-R 

 

 
SERVICE MATRIX 

 
The service matrix is intended to provide a guideline for determining delivery of services. A 
number that represents a code relating to agency responsibility follows each service below. 
Each number represents the following: 

 
1 = primary responsibility 
2 = secondary responsibility 
3 = equally responsible 
4 = not involved 

 
 

SERVICE EVIT PEA/Private 
 

 
Vocational assessment 3 3

Monitor EVIT Conference Summary 1 2

Career exploration 2 1

Remedial instruction 3 3

Daily living skills 2 1

Transition planning and updates 2 1

Technical skill development 1 2

Work experience 3 3

Job development 3 3

Job placement 3 3

Job follow-up 3 3

Adapted tools, devices, equipment 3 3

Services for the hearing impaired 4 1

Services for the visually impaired 4 1

Occupational, physical, and speech therapy 4 1

Mobility training 4 1

Academic testing and counseling 2 1

School psychological services 4 1

Developing and monitoring IEP 2 1

Developing and monitoring 504 Plan 3 3
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Section five 
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GUIDELINES FOR ENROLLING/RETAINING/RETURNING EVIT 

STUDENTS PROTECTED UNDER SECTION 504 
OF THE REHABILITATION ACT 

 
 
 
1.  The  EVIT  504  Coordinator  or  designee  will  determine  who  are  the  Section  504  District 

Coordinators for the sending districts and obtain each district’s policies. 
 

2.  The EVIT 504 Coordinator or designee will compile a list of new students for each assigned 
district  and  send  those  lists  to  the  Section  504  District  Coordinators  during  the  second 
week of each six-week block. 

 

3.  The Section 504 District Coordinators will identify students with 504 Accommodations, and 
promptly  return  the  list  of  names  of  students,  as  well  as  copies  of  each  student’s 
Accommodations, to the EVIT 504 Coordinator or designee. 

 

4.  The EVIT 504 Coordinator or designee will be responsible for assuring that a copy of the 
Accommodations are given to each vocational instructor serving the student and placing a 
copy in the student’s file in EVIT Counseling Department. 

 

5.  The EVIT 504 Coordinator or designee will be responsible for 504 designations on the EVIT 
student database. 

 

6.  The CTE instructor will review the plan and its accommodations.  The CTE instructor will be 
informed that non-compliance of a 504 accommodation may result in citations through the 
U.S. Office of Civil Rights, and personal liability through the civil court system. 

 

7.  The  CTE  instructor  may  request  a  review  of  the  present  504  Accommodations  and/or 
develop  an  EVIT  504  Accommodations  in  collaboration  with  the  EVIT  Student  
Services Team. 

 

8.  When a student requests a change in his/her CTE program at EVIT, the EVIT Counselor 
responsible for that program change is also responsible for assuring that a copy of the 504 
Accommodations are distributed to the new CTE instructor. 
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EAST VALLEY INSTITUTE OF TECHNOLOGY’S 
SECTION 504 FORMS 

 
 
 

(These procedures and forms are provided through this Memorandum 
of Understanding for information only.) 
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EAST VALLEY INSTITUTE OF TECHNOLOGY 
SECTION 504 ACCOMMODATIONS 

IHB-R 

 
 
 
Applicant’s Name    ID#   *Grade    

 

 
*School    Initial Referral Date     

 

 
Beginning Date      Projected Review Date     

 
 
 
Accommodation/Action to be Taken Person(s) Responsible 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Team Signatures Position Date 

 

 
Applicant 

 

 
Guardian 

 

 
Teacher 

 

 
Teacher 

 

 
Administrator 

 

 
Other 

 

 
Other 

 

 
Other 

 

 
Other 

 

 
Other 

 

 
*if applicable to applicant 
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EAST VALLEY INSTITUTE OF TECHNOLOGY 
504 ELIGIBILITY DETERMINATION 

IHB-R 

 
Applicant’s Name:   *Grade:   Date:    

 
*School:   Birth date:   *Guardians:    

 
Applicant’s ID No.:   Diagnosis/Disability:    

 
 
 
 
Variety of sources of evaluation information:  (indicate each one used) 

 
   achievement tests    teacher reports/observations 
   adaptive behavior     student work examples 
   medical report (including medication)    cognitive assessments 
   grades/transcripts    attendance records 
    other (specify):    

 
1.   Specify the physiological disorder or mental or physical impairment:   

 
2.   Check  the  major  life  activity  that  substantially  limited  by  the  impairment.   Focus  on  the  major  life 

activity as a whole (e.g. learning), not in a particular class (e.g. welding) or a particular sub-area (e.g. 
socialization): 

? hearing ? seeing ? speaking ? breathing 
? learning ? walking ? working ? caring for one’s self
? performing manual tasks ? other (specify)    

 
3.   Place an “X” on the following scale to indicate the specific degree that the impairment (in #1) limits 

the major life activity (in #2).  Fill in specific information evaluated by the team that justifies the rating: 
 

5 -------- Extremely 
 

4 -------- Substantially 
 

3 -------- Moderately 
 

2 -------- Mildly 
 

1 -------- Negligibly 
 
 
 
4.   Applicant is eligible for 504. ? YES ? NO 

 
Eligibility Team Members: 

 
 
 
 
 
 
 
 
 
* if applicable to applicant 
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EAST VALLEY INSTITUTE OF TECHNOLOGY 
GRIEVANCE PROCEDURES 

SECTION 504 OF THE REHABILITATION ACT and the AMERICANS WITH DISABILITIES ACT 

IHB-R 

 
The  District  does  not  discriminate  on  the  basis  of  disability  in  its  programs  or  activities.   Any  alleged  discriminatory 
practices within the scope of Section 504 of the Rehabilitation Act of 1973 (Section 504) or the Americans with Disabilities 
Act  (ADA)  may  be  addressed  through  this  grievance  procedure. The  District  has  adopted  this  internal  grievance 
procedure to provide prompt and equitable resolution of complaints alleging any action prohibited by Section 504 or ADA. 

 
Informal Conference.  Individuals are encouraged to discuss their grievance with an appropriate District administrator to 
determine if the matter can be resolved through informal discussion. 

 
Initial  Written  Grievance. If  the  matter  can  not  be  resolved  through  an  informal  conference  with  the  building 
administrator, the grievant can submit his/her grievance to the District’s 504/ADA Coordinator or designee. 

 
The grievance should contain: 

 The grievant’s name, address, and telephone number 
 The grievant’s relationship to the District (i.e., parent, student, employee) 
 The grievant’s home high school (if applicable) 
 The grievant’s immediate supervisor (if applicable) 
 Date of occurrence being grieved 
 Statement of grievance 
 Action/resolution requested 

 
The grievance should be submitted within ten (10) working days of the alleged violation or within five (5) working days 
after the grievant met with the District administrator. 

 
The Section 504/ADA Coordinator or designee may schedule a conference with the grievant to review the grievance.  The 
Section  504/ADA  Coordinator  or  designee  shall  conduct  an  informal  but  reasonable  investigation  affording  interested 
persons an opportunity to submit information relevant to the grievance. 

 
The Section 504/ADA Coordinator or designee will issue a written determination regarding the grievance and a proposed 
resolution, if any, within ten (10) working days after the submission of the grievance.   Notwithstanding the above, if the 
Section 504/ADA Coordinator or designee is unable to render a decision within ten (10) working days, the grievant will be 
provided with a written explanation of the reason for the delay. 

 
Reconsideration  of  Grievance.   If  the  grievant  is  not  satisfied  with  the  Section  504/ADA  Coordinator’s  or  designee’s 
determination,  the  grievant  may  request  reconsideration  of  the  determination  by  submitting  a  written  request  for 
consideration to the Superintendent. 

 
The request should contain: 

 The grievant’s name, address, and telephone number 
 The grievant’s relationship to the District (i.e., parent, student, employee) 
 The grievant’s home high school (if applicable) 
 The grievant’s immediate supervisor (if applicable) 
 Explanation of why grievant is not satisfied with determination made by the Section 504/ADA Coordinator or 

designee 
 Action/resolution requested 

 
The  request  for  reconsideration  should  be  made  within  ten  (10)  working  days  after  the  receipt  of  the  initial  written 
determination. 

 
The  Superintendent  may  request  a  conference  with  the  grievant  and/or  may  request  additional  information  from  the 
grievant, witnesses, or other individuals. 
A written decision regarding the request for reconsideration will be issued and a copy forwarded to the grievant within 
ten(10) working days after it was submitted.  Notwithstanding the above, if it is not possible to prepare the written decision 
ten (10) working days, a written explanation of the reason for the delay will be provided to the grievant. 

 
Maintenance of Files.   The Section 504/ADA Coordinator or designee is responsible for maintaining files and records 
relating to Section 504/ADA grievances. 

 
Other Remedies.   A grievant’s right to prompt and equitable resolution of a complaint shall not be impaired by his/her 
pursuit of other remedies.  Using this grievance procedure is not a prerequisite to the pursuit other remedies. 
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EAST VALLEY INSTITUTE OF TECHNOLOGY 
Notice of Rights 

Section 504 of the Rehabilitation Act 

IHB-R 

 
Section  504  of  the  Rehabilitation  Act  of  1973  is  designed  to  eliminate  discrimination  on  the  basis  of 
handicap  in  any  program  or  activity  receiving  federal  financial  assistance.[Reg.104.1] No  qualified 
handicapped  person  shall,  on  the  basis  of  handicap,  be  excluded  from  participation  in,  be  denied  the 
benefits of, or otherwise be subjected to discrimination under any program or activity which receives or 
benefits from federal financial assistance.[Reg. 104.4]  A handicapped person means any person who (i) 
has a handicap or mental impairment which substantially limits one or more major life activities, (ii) has a 
record of such impairment, or (iii) is regarded as having such an impairment.[Reg. 104.3(j)]   Major life 
activities  means  functions  such  as: caring  for  one’s  self,  performing  manual  tasks,  walking,  seeing, 
hearing, speaking, breathing, learning, and working. [Reg. 104.3 (j)(2)(ii)] 

 
Below is a summary of notice of rights afforded eligible applicants: 

 
1. Right  to  take  part  in  public  education  programs  without  discrimination  based  solely  on  a 

student’s disability. [Reg. 104.1, 104.2] 
 

2. Right  to  be  educated  in  facilities  and  receive  services  comparable  to  those  provided  to  non- 
disabled students. [Reg. 104.2 (i)] 

 
3. Right to an equal opportunity to participate in non-academic and extracurricular activities if the 

student meets the essential eligibility requirements of the program. [Reg. 104.37 (a) (2)] 
 

4. Right to have an evaluation that draws on information from a variety of sources. [Reg. 104.35] 
 

5. Right to be informed of any proposed actions related to eligibility and accommodations. [Reg. 
104.36] 

 
6. Right to examine all relevant records. [Reg. 104.36] 

 
7. Right to periodic re-evaluations and an evaluation before any significant change in placement. 

[Reg. 104.35 (c)(d)] 
 

8. Right  to  file  a  grievance  with  the  school  district  over  an  alleged  violation  of  Section  504 
regulations.  The Compliance Officer in this district is Dr. Sally Downey, (480) 461-4150. [Reg. 
104.36, 104.7] 

 
9. Right to an impartial hearing if there is disagreement with the school district’s proposed action. 

[Reg. 104.36] 
 

10. Right to be represented by counsel in the impartial hearing process. [Reg. 104.36] 
 

11. Right to appeal the impartial hearing officer’s decision. [Reg. 104.36, 104.7] 
 

12. Right to file a complaint with the Office of Civil Rights.  The regional office is located in Denver, 
Colorado and may be reached at (303) 844-5695. [Reg. 104.7] 
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EAST VALLEY INSTITUTE OF TECHNOLOGY 
REFERRAL FOR 504 ELIGIBILITY 

IHB-R 

 

 
Section 504 of the Rehabilitation Act of 1973 is designed to eliminate discrimination on the basis of handicap in any program or 
activity receiving federal financial assistance.[Reg.104.1]   No qualified handicapped person shall, on the basis of handicap, be 
excluded  from  participation  in,  be  denied  the  benefits  of,  or  otherwise  be  subjected  to  discrimination  under  any  program  or 
activity which receives or benefits from federal financial assistance.[Reg. 104.4]  A handicapped person means any person who 
(i)  has  a  handicap  or  mental  impairment  which  substantially  limits  one  or  more  major  life  activities,  (ii)  has  a  record  of  such 
impairment,  or  (iii)  is  regarded  as  having  such  an  impairment.[Reg.  104.3(j)]   Major  life  activities  means  functions  such  as: 
caring for one’s self, performing manual tasks, walking, seeing, hearing, speaking, breathing, learning, and working. [Reg. 104.3 
(j)(2)(ii)] 

 
TO BE COMPLETED BY THE PERSON REFERRING 

 
Applicant’s Name    ID#    *Grade    

 
 
 
 

*School    Date    Sex ? M   ? F 
 

*Legal Guardians   Home Phone   Work Phone    
 

Name of Person Submitting Referral    Position    
 

Describe the applicant’s needs or impairments:    
 
 
 
 
 
 
 

Section 504: 

TO BE COMPLETED BY THE TEAM 

 
The applicant is suspected of having a physical or mental impairment that may substantially limit one or more of the 
following major life activities: 

 
? caring for one’s self ? speaking ? breathing ? other   
? performing manual tasks ? seeing ? learning  
? walking ? hearing ? working  

 
Action Taken: 

 
? The applicant will be evaluated for possible 504 eligibility.  Evaluation Assignments: 

 
 
 
 

? Meeting Date:    _ 
 

? Guardians Notified (date):    ? Written ? Verbal 
 

? No further evaluation at this time.  Explain. 
 
 
 
 
 
 

Administrator’s Signature Date 
 

* if applicable to applicant 
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Section Seven IHB-R 
East Valley Institute of Technology 2005-2006 

480-461-4000 
ACCOUNTING   FACILITIES/CUSTODIAL, GROUNDS PUBLIC RELATIONS   
Zara, Shari 
Business Manager 

4151 WAREHOUSE, MAINTENANCE & 
 SECURITY   

Strang, Lynn 
Public Relations Manager 

4032 

Wilcox, Debbie 
A/P 
Schoenstein, Barbara 
Payroll Specialist 
Kha, Vicky 
A/R Assistant 
Hobbeheydar, Bonnie 
Benefits Clerk 
Staminirov, Erlina 
Procurement 

4191 
 
4115 
 
4137 
 
4134 
 
4176 

Spielbusch, Leon 
Director 
Miller, John 
Project Manager - Construction 
Decarvalho, Roberto 
Ellsworth, William 
Null, Robert 
Venzor, Norma 
Wells, Wade 
Kelly II, Fred 
Atkins, Bettye 

6719 
 
4116 
 
6754 
6754 
6754 
6754 
6754 
6754 
6754 

Walsh, Jean 
Public Relations Secretary 
Winters, Linda 
Tripodi, Krista 
Community Liaisons 
Anderson, Emily 
Cordan, Richard 
Heppler, Malori 
Wood, James 
Public Relations Interns 

4034 
 
4030 
4035 
 
4029 
4029 
4029 
4029 

ADMINISTRATION   Custodians RECEPTIONIST   
Dr. Downey, Sally 
Superintendent 
Spielbusch, Barbara 

4101 
 
4150 

Morales, Roberto 
Rubio, Jose 
Zamorano, Arturo 

4189 
4189 
4189 

Navarrette, Angel 
Receptionist 

4000 

Superintendent’s Secretary Grounds Assistants SECURITY   
Dr. Cox, Janet 
Campus Director 
Dr. Robinson, Joe 
Team Leader 
Dr. Hayden, Kathleen 
Team Leader / Grants 
Wesala, Connie 
Team Leader 
Simeone, Phil 

4102 
 
4052 
 
4106 
 
4103 
 
4013 

Trollinger, Ryan 
Maintenance Supervisor 
Lundgren, Sheryl 
Security Supervisor 
Cone, Maurice 
Anderson, Charles 
Security 
Hillen, Shari 
W arehouse 

4117 
 
4011 
 
4011 
4011 
 
4145 

Lundgren, Sheryl 
FOR IMMEDIATE ASSISTANCE: 
 
 
 
NIGHTS/WEEKENDS/HOLIDAYS 

(cell) 480-612-5785 
(pager) 602-302-4048 

4011 
4000 
4173 
4104 
4160 

Consultant    SPECIAL NEEDS SUPPORT 
LaCroix, Kristen 
Career Ladder Instructional Specialist 
Olson, Karen 

4016 
 
4015 

Officer McClure, Mike 
Mesa PD Security 
McGinn, Mac   (602) 271-1530 

4021 
 
6733 

STAFF   
Ellis, Cheryl 
Walker, Regina 

Career Ladder Coordinator 
Bortkun, Liz 
Administration Secretary 

 
4160 

Probation Officer 
 
 HEADSTART   

Apache Junction Liaisons 
 
Galvan, Rhea 

6783 

Lund-Dennison, Karen 
Administration Secretary 

4104 Infants 
Toddlers 
Preschoolers 

4149 
6742 
4113 

Evans, Kay 
Guthrie, Sherie 
Kurcsics, Joseph 

ATTENDANCE/REGISTRATION   480-472-6864 
Fleming, Maggie 4109  INFORMATION SYSTEMS   Mesa Public Schools Liaisons 
Registrar 
Dodder, Robin 
Student Records 
Lomu, Sandy 
Attendance 
Gullett, Madeleine 
Records Clerk 

 
4110 
 
4026 
 
4022 

Lewison, Art 
Director of Information Systems 
Haro, David 
Systems Specialist 
Rabago, Andrea 
Database Administrator 
SUPPORT 

4197 
 
4196 
 
4193 
 
4074 

 
Espinoza, Jorge 
Dorinski, Susan 
Meadows, Eric 
Scottsdale Liaisons 
 
Ellsworth, Marilyn 
McGraw, Nadine 

 
 
 
 
6782 

CONTINUING EDUCATION   JOB DEVELOPMENT   Hastings, Glenna 
Lutrey, Marty 
Director of Continuing Education 
TBD 
Financial Aid Advisor 

4094 
 
4025 

Hardcastle, Rebecca 
Sudder, Alan 
Sweeney, Jean 
Job Developers 

4144 
4006 
4126 

Teunissen, Linda 
Schindler, Greg 
Gilbert Liaisons 
 
Sarnak, Debra 

 
 
6736 

MEDICAL TECHNICIAN   Steele, Linda 
COUNSELING & STUDENT SERVICES   Hipskind, Fred 4040 Baldemore, Debbie 
Hunter, Catherine 
Lead Counselor 

4159  
PROBATION OFFICER   

Kelley, Christine 
Tempe Liaisons 

 
6780 

McLeod, Karin 
Hopaczylo, Mike 
Myers, Diane 
Anderson, Jennifer 
Counselors 
Lopercio, Cindy 
Student Services Coordinator 
Kehrer, Kristie 
Counseling Secretary 
Dominguez, Jose 

4007 
4023 
4155 
4157 
 
4018 
 
4108 
 
4154 

McGinn, Mac 6733  
Avise, Shanan 
Queen Creek Liaison 
 
Newton, Marne 
Hallum, Erica 
Van Allen, Jess 
Hamilton/Chandler Liaison 

 
 
6781 
 
 
 
 
6737 

At-Risk Intervention Coordinator  STUDY LAB   
Rivera, James 
At-Risk Detention Counselor 

4153 TBD 
Prevention Specialist 
 
 
WESTERN SKIES CAFÉ 

4156 
 
 
 
4165 
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AUTOMOTIVE TECHNOLOGY   

 
 
ELECTRONICS/ENGINEERING 

IHB-R 
MASSAGE THERAPY   

Ashton, Denis 4164 TECH/AVIONICS   Osborn, Carl 6753 
Baker, Randy 
Phillips, Randy 
Suprak, Russell 

4045 
4129 
4146 

Smith, Rich 
Engineering Technology Teacher 

4181 Sacks, Brian 
Massage Therapy Instructors 

6753 

Powell, Tommy 4060 FASHION MERCHANDISING   PHOTO IMAGING   
Automotive Teachers 

 
BUSINESS SYSTEMS   

Bourassa, Kristen 
Fashion Merchandising Teacher 

4141 Wright, Sue 
Photo Imaging Teacher 

4178 

Lavender, Marc 4179 FIRE FIGHTING    PRE-ENGINEERING   
Business Systems Teacher 

 
CONSTRUCTION   

Baugher, Terry 
Shearer, Rick 
Fire Fighting Teachers 

4122 
4066 

Sarli, Jim 
Pre-Engineering Teacher 

4193 

Saar, Dana 4080 RADIO BROADCASTING   
Construction Teacher GRAPHIC DESIGN & PRODUCTION   Crespin, Shawn 4078 

 
COLLISION REPAIR   

Renten, Coni 
Graphic Design & Production Teacher 

4187 Radio Broadcasting Teachers 

Carroll, Neil 
McCarthy, Richard 
Collision Repair Teachers 

4121 
4136 

 
GREENHOUSE, LANDSCAPE, & GOLF 
COURSE MANAGEMENT   

VIDEO PRODUCTIONS 
Hoeprich, Paul 
Video Productions Teacher 

 
4180 

 
COMPUTER PROGRAMMING   

Askins, Marshall 
Greenhouse, Landscape, & Golf Course 

4190  
 WELDING   

Nance, Mary Ann 
Computer Programming Teacher 

4069 Management Teacher 
 
 HEALTH OCCUPATIONS   

Zamora, Leon 
Dean, Jerry 
Welding Teachers 

6745 
4133 

COMPUTER REPAIR/NETWORKING   Landau, Gale 4123 
LaShier, Peggy 
Computer Repair Teacher 

4068 Shockey, Betty 
Clifford, Suzanne 
Holton, Rebecca 

4054 
4055 
4053 

CANYON STATE   
Clark, Bernie (480) 987-2047 
Printing Instructor 

COSMETOLOGY   Howell, Jon 4189 Feder, Phillip 
Kopp, Kathie 
Daytime Cosmetology Receptionist 
Putman, Maxine 
Evening Cosmetology Receptionist 
Andrews, Earlene 

4033 
 
4033 
 
4075 

Cunneen, Karen 
McEnany, Robin 
Alvers, Marie 
Medical Teachers 

4048 
4063 
4057 

Culinary Arts Instructor 

Carney, Karen 4077 ICE   
French, Lisa 
Mosier, Theresa 
Chapman, Janice 
Devine, Pam 

4024 
4076 
4073 
4061 

Sarli, James 
ICE Coordinator – Honeywell 
 
INDUSTRIAL & COMMERCIAL 

4193 

Boggs, Rochelle 4119 MAINTENANCE TECHNOLOGY   
Flaherty, Sylvia 
Stone, Waka 
Nelson, Carolyn 

4131 
6762 
4079 

Tomkins, Ivan 
I & C Maintenance Instructor 

4140 

Ortiz, Karen 4088 INTERIOR DESIGN   
 

CULINARY ARTS   
Matheny, Gwen 
Interior Design Teacher 

4142 

Brooks, Carlton 
Gray, Tricia 

4132 
4139 

 
LAW ENFORCEMENT   

Turcotte, Michael 
Vitelli, Pietro (Pete) 
Culinary Teachers 
Western Skies Cafe 

4174 
4165 

Elliget, Larry 
Kennedy, Brian 
Law Enforcement Teachers 

4070 
4124 

PRECISION MACHINING   
DIGITAL IMAGING   Demeter, Zsolt 4148 
Perez, Eric 
Johnston, Bruce 
Grantham, Kelley 

4198 
4147 
4043 

Precision Machining Teacher 
 
MAINTENANCE SERVICE TRADES   

3D Animation Teachers 
Martin, Jane 
W eb Design & Multimedia Teacher 

 
4044 

Shapiro, Stu 
MST Teacher 
Miller, Samuel 
MST Aide 

4188 
 
4170 

EARLY CHILDHOOD PROFESSIONS   
Maakestad, Lisa 
Early Childhood Teachers 

4014 
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Section Eight 

IHB-R 

 
 

SIGNATURE PAGE 
 
DISPUTE RESOLUTION 
Concerns, questions, and/or conflicts regarding this agreement should be submitted to the East 
Valley Special Needs Coordination Committee (EVSNCC) in writing for resolution.   Should the 
committee be unable to resolve the issue, the concern will be submitted to the administrations of 
EVIT and appropriate PEA.  Conflicts which cannot be resolved at this level will be submitted to 
the ADE for research, guidance, resolution, or referral. 

 
EXECUTION AND MODIFICATION OF THIS MEMORANDUM OF UNDERSTANDING 
This memorandum is effective at the date of signature and shall remain in effect until modified or 
terminated as stated below.  The EVSNCC will continue to meet at least quarterly throughout the 
duration  of  this  memorandum  to  monitor  its  use. The  parties  may  request  revision  of  this 
memorandum at any time by submitting a thirty (30) day written notice to EVSNCC.  Regardless 
of perceived need, agency representatives will review this memorandum annually and sign off 
on a new signature page each year. 

 
Please sign and date below and return this signature page to the Campus Director of East Valley 
Institute of Technology. 

 
 
 
PUBLIC EDUCATION AGENCY/School:      

 

 
Superintendent or Designee:    

 

 
Signature:    _ 

 
Title:      

 

 
Date:     

 
 
 
East Valley Institute of Technology 

 
Superintendent or Designee:    

 

 
Signature:    _ 

 
Title:      

 

 
Date:     
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1-2350  IHB 
SPECIAL INSTRUCTIONAL PROGRAMS 

 
A long-range plan will be the basis for providing special education services for 
students with exceptional needs and education requirements. These services 
may include specialized programs, personnel, facilities, materials, and 
equipment needed to promote the individual physical, social, intellectual, and 
emotional growth of exceptional students. 
 
The Superintendent shall develop procedures that provide educational 
opportunities for individuals with disabilities and that accomplish District 
compliance with federal laws including the Individuals with Disabilities 
Education Act (IDEA), the Arizona revised statutes, and the lawful 
regulations of the State Board of Education. Such procedures shall include, 
but not be limited to, the following provisions: 
 

 All children with disabilities aged birth (0) through twenty-one (21) 
years within the District's jurisdiction are to be identified, located, and 
evaluated including children attending religious or private schools who 
are in need of special education and related services. 

 
 A free appropriate public education (FAPE) shall be available to all 

children with disabilities aged three (3) through twenty-one (21) years 
within the District's jurisdiction, including children advancing from 
grade to grade, those who have been suspended or expelled from school 
in accordance with the applicable IDEA rules and regulations, and any 
child with a disability the District has placed in or referred to a private 
school or facility. The District may refer to and contract with approved 
public or private agencies as necessary to ensure the provision of FAPE 
for children with disabilities. FAPE for an eligible student with a 
disability shall extend through conclusion of the instructional year 
during which the student attains the age of twenty-two (22). 

 
 A full individual evaluation encompassing existing and additional data 

shall be conducted for each child to determine if the child is a child with 
a disability and the educational needs of the child before the initial 
provision of special education and related services. A reevaluation of 
each child shall be conducted at least every third year. 

 
 An individualized education plan (IEP) shall be developed and 

implemented for each eligible child served by the District and for each 
eligible child the District places in or refers to a private school or 
facility. An IEP or an individualized family service plan (IFSP) will be 
in place for each child with a disability prior to the provision of FAPE. 
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 To the maximum extent appropriate, opportunities for the least restrictive setting, 
inclusion in educational exercises with regular program students, and for 
interaction with the total school environment will be provided to exceptional 
students, the exception to be only when the student's condition, with 
supplementary aids and services, make such regular class education unsatisfactory. 

 
 All required procedural safeguards must be guaranteed to the exceptional students 

and their parents. The parents will be provided with notices of procedural 
safeguards in each specified instance and all due process conditions will be 
satisfied with respect to the provision of a free appropriate public education. 

 
 The District shall follow the established state and federal standards to protect the 

confidentiality of personally identifiable information at the collection, storage, 
disclosure, and destruction stages. 

 
 To the extent essential to provide FAPE to children with disabilities aged three (3) 

through twenty-one (21), extended school year (ESY) services shall be made 
available and implemented as necessary. 

 
 Criteria for the graduation of exceptional students, including accomplishment in 

reading, writing, and mathematics, shall be as specified in the District policy on 
graduation requirements. Such standards shall be equivalent to or greater than 
those established by the State Board of Education. 

 
 Not later than March 1 of each year conduct a review of the reasonable and 

acceptable ratio of students per teacher for each disability category. The applicable 
ratios shall be specified in a regulation accompanying the District policy on class 
size. 

 
 The discipline of exceptional students, and unevaluated students suspected of 

having a qualifying disability, is to be conducted in such a manner as to comply 
with FAPE and requirements of the IDEA. 

 
For the purpose of this policy as it relates to a child with a disability, home school district 
means the school district in which the -person resides who has  legal custody of the child 
as provided in A.R.S. 15-824. If the child is a ward of the state and a specific person does 
not have legal custody of the child or is a ward of this state and the child is enrolled in an 
accommodation school pursuant to A.R.S. 15-913, the home school district is the district 
the child last attended or, if the child has not previously attended a public school in this 
state, the school district within which the child currently resides.  
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The Superintendent is authorized and directed to establish procedures for the 
development and administration of the necessary programs, and to document 
District compliance with the law and this policy. Such procedures will be 
made available to staff members and to parents as necessary to enhance 
compliance. 

Adopted: February 13, 2012 

LEGAL REF.: A.R.S. 15-761 
15-761.01 
15-763 
15-763.01 

A.A.C. R7-2-401 
R7-2-402 
R7-2-403 

15-764 
15-765 to
15-771 
15-773 
R7-2-405
R7-2-601
R7-2-602

15-769 15-881 
15-1181 to 
15-1201 to 
36-555 
R7-2-603 

15-1185 
15-1205 

20 U.S.C. 1400 et seq., Individuals with Disabilities 
Education Act 

29 U.S.C. 794, Rehabilitation Act of 1973, (Section 504) 

JIB - Class Size 
IKE - Promotion, Retention, and Acceleration of Students 
IKF - Graduation Requirements 
JKD - Student Suspension 
JKE - Expulsion of Students 
JR et seq. - Student Records 

CROSS REF.: 
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I-2365  IHB-EA 

EVIT  Student  Intake  Guideline  Form  

Purpose: The  Student  Intake  Guideline  Form  depicts  what  all  stud ents  
need   to   provide   for   enrollment   and,   additionally,   what   students   with   an  
Individual  Education  Plan  (IEP  need  to  provide.  

 
Goal: This  guide  wil l  be  used  to  screen  students  into  EVIT. It  wil l  help  as  
a  determination  tool  to  see  if  the  student  is  approp riately  placed  and  has 
the  ability  to  benefit  from  one  of  EVIT’s  programs. Research  shows  that  if  a 
student  is  appropriately  placed,  has  an  interest  in  the  program,  and  has  an 
ability  to  benefit  from  the  program,  then  the  student’s  chance  of  success  is 
gr eatly  increased.  

 

 
EVIT  cannot  guarantee  student  enrollment  or  placement  at  EVIT  for  career 
and  technical  education  courses. There  are  guidelines  and  data  that  must  
be   considered   by   EVIT   staff,   in   conjunction   with   the   IEP   and   required  
enrollment  components.  Each  student’s  IEP  is  reviewed  on  an  individualized 
basis  to  determine  the  student’s  abil ity  to  benefit  and  appropriate  placement  
at  EVIT. If  there  are  any  questions  about  enrollment  procedures  or  the  
MOU,  the  Student  Services  Director  should  be  contact ed  at  480- 461- 4151.  

 
Other  Aids  Used  in  Determining  Appropriate  Placement:  EVIT  personnel 
want to achieve the  goal of accepting as many appropriately placed 
students  as  possible. In  order  to  do  this,  EVIT  personnel  may  contact  PEA 
sending  school  personne l  to  garner  more  information  about  the  student  that 
would  help determine appropriate placement. If  the sending  school 
personnel  can  provide  any  other  assessments,  documents,  or  information  to 
help  with  placement  into  EVIT,  then  EVIT  personnel  will  conside r  all  of  this 
before  making  a  final  determination.  

 
Process  for  Determining  Placement  into  EVIT:  

I. EVIT  personnel  will  review  all  of  the  following:  
a.  Student  transcript 
b.  GPA  
c.  Credits,  i.e.  Core  Subjects  
d.  Attendance  
e.  AIMS  or  other  available  data  or  additional  assessment  scores  
f.   Grade  Placement  Consideration 
g.  Course  Prerequisites  
h.  Program  of  Interest— Level  of  academic  rigor  and/or  l icense  
i . Valpar  Assessment,  if  test  scores  and  transcripts  indicate  further 

inform ation  is  needed.  
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j . The Student Information Form in the Memorandum of  
Understanding  (MOU)  wil l  be  used  for  additional  information. 

k.  Career  Interest  Inv entories,  i.e.  Kuder,  Career  Cruising,  etc.  
 

II. If  the  student  has  an  IEP,  additional  information  will  be  considered:  
a.  Review current and complete IEP at time of enrollment 

individually  (In  accordance  with  IDEA)  
b.  Academic  Capabil it ies — Is  the  student  i n  LRE  at  high  school?  
c.  Transition/Graduation  Plan  
d.  Student  Profile  001  Form(MOU)  
e.  Accommodations: Standard  or  Other  
f.   Behavior  Intervention  Plan  (BIP),  if  appropriate  

 

 
III.  After  the  above  has  been  reviewed,  EVIT  personnel  will  complete  the 
Intake   Data   Review   Form. If   any   more   information   is   needed,   EVIT 
personnel  wil l  contact  sending  school  personnel  for  the  information.  

 
IV.  After  the  information  has  been  reviewed,  EVIT  personnel  wil l  circle 
one of the following four categories indicating the final enrollment 
decision. This  form  will  be  given  to  the  sending  school  representative.  

 
a. Enrollment — Accepted  
b. Enrollment  with  Contractual  Agreement  (Pro visional)  
c. Enrollment  Pending  Additional  Data — TBD  
d. Enrollment  Declined  
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SPECIAL INSTRUCTIONAL PROGRAMS AND ACCOMMODATIONS FOR 

DISABLED STUDENTS 
 

(Section 504 of the Rehabilitation Act of 1973) 
 

 
 
It  is  the  responsibility  of  the  District  to  identify  and  evaluate  students  who,  within 
the intent of Section 504 of the Rehabilitation Act of 1973, need special services or 

 
 
programs  in  order  that  such  students  may  receive  the  required  free  appropriate 
education. 

 
For this policy, a student who may need special services or programs within the 
intent of Section 504 is one who: 

 
  Has a physical or mental impairment that substantially limits one or more 

major life activities, including learning; or 
 

 Has a record of such impairment; or Is 

regarded as having such impairment. 

Students  may  be  eligible  for  services  under  the  provisions  of  Section  504  even 
though  they  do  not  require  services  pursuant  to  the  Individuals  with  Disabilities  in 
Education  Act  (IDEA).  Students  who  are  identified  as  individuals  with  exceptional 
needs,  according  to  IDEA  criteria,  are  not  addressed  under  this  policy.  The  needs 
of  such  students  are  provided  for  under  Policy  IHB  and  its  regulations  and  under 
state and federal laws and regulations. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-708 
29 U.S.C. 706 
29 U.S.C. 794 

 
CROSS REF.: KED - Public Concerns/Complaints about Facilities and 

Services 
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REGULATION REGULATION 

 

SPECIAL  INSTRUCTIONAL  PROGRAMS 
A N D A C C O M M O D A T I O N S F O R 

DISABLED STUDENTS 
 
 

(Section 504 of the Rehabilitation Act of 1973) 
 
 
Each  qualified  student  within  the  District  who  is  eligible  to  receive  regular  or 
special education or related aids or services, regardless  of  the  nature  or  severity  of 
the  condit ion  necessitat ing  such  programs  or  services,  shal l  receive  free 
appropriate education in the District. 

 
 
Identification and referral procedures: 

 
  Any  student  who  needs  or  is  believed  to  need  special  education  or 

related  services  not  available  through  existing  programs  in  order  to 
receive a free   appropriate   public   education   may   be   referred   by   a 
parent,  teacher,  or  other  certificated  school  employee  for  identification 
and evaluation of the student's individual education needs. 

 
  The ident i f icat ion and evaluat ion wi l l be completed by persons 

knowledgeable  about  the  student,  the  student's  school  history,  the  student's 
individual  needs,  the  meaning  of  evaluation  data,  and  the  placement  options. 
The  Superintendent  will  monitor  the  identification  and  evaluation  to  ensure  that 
qualified personnel participate. 

 
  The  District  will  consider  the  referral  and,  based  upon  a  review  of  the 

student's  existing  records,  including  academic,  social,  and  behavioral  records, 
make  a  dec is ion  as  to  whether  an  evaluat ion  under  th is  procedure  is 
appropriate.  If  a  request  for  evaluation  is  denied,  the  District  will  inform  the 
parents or guardian of this decision and of their procedural rights. 

 
Evaluation. Evaluation of the student and formulation of a plan of services will 
be carried out by the District according to the following procedures: 

 
  The  District  will  evaluate  the  nature  of  the  student's  disability  and  the 

impact  of  the  disability  upon  the  student's  education.  This  evalua tion  will 
include  consideration  of  any  behaviors  that  interfere  with  regular  participation 
of  a  student  who  otherwise  meets  the  criteria  (such  as  age)  for  participation  in 
the educational program and/or activities. 

 
 No final determination of whether the student will or will not be identified 
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as a student with a disability within the meaning of Section 504 will be made by 
the  District  without  f irst  invit ing  the  parent  or  guardian  of  the  student  to 
participate in a meeting concerning such determination. 

 
  A  final  decision  will  be  made  by  the  District  in  writing,  and  the 

parents  or  guardian  of  the  student  shal l  be  noti f ied  of  the  Section  
504  procedural  safeguards  available  to  them,  including  the  right  to  an 
impartial hearing and review. 

 
Plan for services: 

 
  For  a  student  who  has  been  identified  as  having  a  disability  within  the 

meaning  of  Section  504  and  in  need  of  special  education  or  related  aids  and 
services,  the  District  shall  be  responsible  for  determining  what  special  services 
are needed. 

 
  In  making  s uch  determination,  the  District  shall  consider  all  available 

relevant  information,  drawing  upon  a  variety  of  sources,  including,  but  not 
limited  to,  comprehensive  assessments  conducted  by  the  District's  professional 
staff. 

 
  The  parents  or  guardian  shall  be  invited  to  participate  in  District 

meetings where  services  for  the  student  will  be  determined,  and  shall 
be  given  an  opportunity to examine all relevant records. 

 
  The  District  will  develop  a  written  plan  describing  the  disability  and 

the  special  education  or  related  services  needed.  The  plan  will  specify 
how  the  regular  or  special  education  and  related  aids  and  services  will  be 
provided, and by whom. 

 
  The  District  may  also  determine  that  no  special  education  or  related 

services are appropriate. If so, the record of the District proceedings will reflect 
the  identification  of  the  student  as  a  person  with  a  disability  and  will  state  the 
basis for the decision that no special services are presently needed. 

 
  A  student  with  a  disability  shall  be  placed  in  the  regular  educational 

environment  of  the  District,  with  the  use  of  the  supplementary  aids  and 
services,  unless  the  District  demonstrates  that  such  placement  cannot  be 
achieved  satisfactorily.  The  student  with  a  disability  shall  be  educated  with 
those who are not disabled to the maximum extent appropriate to the individual 
needs of the student. 
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  The  District  shall  notify  the  parents  or  guard ian  in  writing  of  its  final 
decision concerning the services to be provided. 

 
  If a plan for providing related services is developed, all school personnel who 

work with the student shall be informed of the plan. 
 
 
 
 

Review  of  the  student's  progress.  The  District  will  monitor  the  progress  of  the 
student  with  a  disability  and  the  effectiveness  of  the  student's  education  plan 
annual ly  to  determine  whether  special  educat ion  or  related  services  are 
appropriate  and  necessary,  and  that  the  student's  needs  are  being  met  as 
adequately as the needs of a nondisabled student. 

 
Prior  to  any  subsequent  significant  change  in  placement,  a  comprehensive 
reevaluation of the student's needs will be conducted. 

 
Procedural safeguards: 

 
  The  parents  or  guardian  shall  be  notified  in  writing  of  all  District 

decisions concerning the identification, evaluation, or educational 
placement of students made under this policy. 

 
  The parents or guardian shall be notified that they may examine 

relevant records. 
 

  As to such decisions by the District, the parents or guardian shall have 
the  r ight to an impart ial hearing ("Section 504 due - process 
hearing"),  with  opportunity  for  participation  by  the  parents  or  guardian 
and  their  counsel.  In  the  notification  of  any  District  decision  concerning 
identification,   evaluation,   or   placement,  the  parents  or  guardian  will  be 
advised that: 

 
 A  request  for  a  Section  504  due-process  hearing  should  be  made  within 

thirty-five (35) days of notice of right to file (but not less than 30 days). 

 The request shall be made to: 

Name: Superintendent 
East Valley Institute of Technology 

Address: 1601 West Main Street 
Mesa, Arizona 85201 

Phone: (480) 461-4095 
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 The hearing will be held in accord with Regulation IHBA-RB. The decision 
may be appealed only to a federal court of competent jurisdiction. 

 
 Attorneys' fees are available only as authorized by law. 

 
If  a  state  due-process  hearing  has  been  or  will  be  held  under  the  IDEA  concerning 
issues  relevant  to  the  Section  504  proceeding,  a  hearing  officer  qualified  as  to 
IDEA  and  Section  504  proceedings  may  preside  in  a  joint  hearing.  The  issues  for 
either  IDEA  or  Section  504  determination  shall  be  clearly  defined  at  the  outset, 
and determinations by the hearing officer will be separate and distinct. 

 
 
 
 
If  both  the  parents  or  guardian  and  the  District  agree  that  the  student  is  not 
eligible  for  special  education  under  the  IDEA,  neither  party  is  required  to  exhaust 
administrative  proceedings  under  the  IDEA  prior  to  the  holding  of  a  Section  504 
due-process hearing. 

 
The  hearing  officer  shall  render  a  decision.  The  parents  or  guardian  shall  be 
notified  in  writing  of  the  decision.  Either  party  may  seek  review  of  the  decision  of 
the Section 504 hearing officer by a federal court of competent jurisdiction. 

 
The  parties  shall  abide  by  the  decision  of  the  Section  504  hearing  officer  unless 
the  decision  is  app ealed  to  a  federal  court  of  competent  jurisdiction  and  the 
decision is stayed by the court. 
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REGULATION REGULATION 
 

SPECIAL  INSTRUCTIONAL  PROGRAMS 
A N D A C C O M M O D A T I O N S F O R 

DISABLED STUDENTS 
 

 
(Section 504 of the Rehabilitation Act of 1973) 

 
 
 
Section 504 Due-Process Hearing Procedures 

 
An  impartial  due-process  hearing  will  be  utilized  to  resolve  differences  involving 
the  educat ion  of  a  Section  504  qualified  student  with  a  disability  when  such 
differences  cannot  be  resolved  by  means  of  a  less  formal  procedure.  In  this 
instance,  due  process  is  defined  as  an  opportunity  to  present  objections  and 
reasons  for  the  objections  to  the  decision  and/or  procedures  of  the  committee 
regarding  application  of  Section  504.  A  Section  504  due-process  hearing  may  be 
called  at  the  request  of  the  District  or  a  parent,  guardian,  or  surrogate  of  an 
affected  student.  The  proceedings  will  be  presided  over  and  decided  by  an 
impartial  hearing  officer.  Impartial  hearing  officer  means  a  person  selected  to 
preside  at  a  due-process  hearing  to  assure  that  proper  procedures  are  followed 
and to assure the protection of the rights of both parties. 

 
In all related hearing matters the following definitions shall apply: 

 
 Days means calendar days. 

 
  Placement plan means the program by which the decision concerning the 

educational placement of the student is decided. 
 
 Parents means parents, guardian, or surrogate parent. 

 
Parents  or  the  District  may  initiate  a  due-process  hearing  on  a  matter  related  to 
(1)  eligibility  and  related  procedures,  (2)  procedural  safeguards,  or  (3)  provision 
of a free and appropriate public education to the student. 

 
Requests  for  a  due - process  hear ing  must  be  submit ted  in  wr i t ing  to  the  
Superintendent.  Hearing  notifications  to  the  parents  shall  be  given  at  least  twenty 
(20) days prior to the date set for the hearing. The notice shall contain: 

 
 A statement of time, place, and nature of the hearing. 

 

  A statement of the legal authority and jurisdiction under which the 
hearing is being held. 
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 A reference to the particular section of the statutes and rules involved. 
 

 A statement of the availability of relevant records for examination. 
 

 A short and plain statement of the matters asserted. 
 

 A statement of the right to be represented by counsel. 
 
All written correspondence shall be provided in English and/or interpreted in the 
primary language. 

 

 
Hearing Procedures 

 

 
The hearing officer shall preside at the hearing and shall conduct the proceedings 
in an impartial manner to the end that all parties involved have an opportunity to: 

 
 Present their evidence. 

 
  Produce  outside  expert  testimony  and  be  represented  by  legal  counsel  and  by 

individuals with knowledge or training with respect to problems of students with 
disabilities. 

 
Parents involved in the hearing will be given the right to: 

 
 Have the student present at the hearing. 

 
 Open the hearing to the public. 

 
In cases where there are language differences, an interpreter shall be provided. 

 
The  hearing  officer  shall  review  all  relevant  facts  concerning  the  education 
placement. 

 
  The  hearing  officer  shall  determine,  subject  to  appeal  by  judicial 

review, whether  the  Dis t r ic t  has  met  a l l  procedural  aspects  o f  the 
educat ion  accommodation plan. 

 
  The  hearing  officer  shall  render  a  decision,  subject  to  judicial  review, 

that  is  binding  on  all  parties,  except  that  in  all  cases  any  action  taken 
must comply with current Arizona Revised Statutes and federal court decisions. 
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 The hearing officer shall ascertain that: 
 

 The procedures utilized in determining the student's needs have been appropriate 
in nature and degree. 

 
 The student's rights have been fully observed. 

 
 
 
 
 

  The provision of aids, services, or programs to the student may afford a free 
and appropriate education. 

 

 
 
 
 

  If the parents' primary language is other than English, then the hearing 
officer shall appoint an interpreter. 

 
 
 
 
 
Decision  of  the  Hearing  Officer  

 

 
A  copy  of  the  hearing  officer's  decision  shall  be  delivered  to  the  District  and  the 
parent,  guardian,  or  surrogate  within  10  days  following  completion  of  the  hearing, 
which  in  no  event  shall  be  later  than  45  days  after  recei pt  of  the  request  for  a 
hearing. 

 
  Notification will include a statement that either party may appeal the 

decision. 
 
The decision of the hearing officer is binding on all parties concerned; it is subject 
only to judicial review. 

 

 
Record of Hearing 

 
A  written or  electronic  verbatim  recording  of  the  Section  504  due-process hearing 
shall be on file at the District office and will be available for review upon request to 
the  parents  and/or  any  of  the  involved  parties.  Parents  may  have  a  copy  of  the 
proceedings, in English and in the primary language of the home. 

 
LEGAL REF.: A.A.C. R7-2-405 
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EXHIBIT EXHIBIT 
 

SPECIAL  INSTRUCTIONAL  PROGRAMS 
A N D A C C O M M O D A T I O N S F O R 

DISABLED STUDENTS 
 

(Sect ion  504  of  the  Rehabi l i ta t ion  Act  of  1973)  
 

POLICY MEMORANDUM 

T O :  S t a f f  

FROM: 
 
RE: Responsibilities of the District to Students with Disabilities under Section 
504 of the Rehabilitation Act of 1973. 

 
This memorandum is to clarify certain responsibilities of the District under Section 
504 of the Rehabilitation Act of 1973. 

 
Section  504  prohibits  discrimination  against  persons  with  disabilities,  including 
both  students  and  staff  members,  by  school  districts  receiving  federal  financial 
assistance.  Included  in  the  U.S.  Department  of  Education  regulations  for  Section 
504  is  the  requirement  that  students  with  disabil it ies  be  provided  with  free 
appropriate  public  education  (FAPE).  The  regulations  pertaining  to  FAPE  are 
published  at  34  Code  of  Fed eral  Regulations,  Part  104,  Subpart  D.)  These 
regulations  require  identification,  evaluation,  the  provision  of  appropriate  services, 
and procedural safeguards. 

 

With  respect  to  most  students  with  disabilities,  many  aspects  of  the  Section  504 
regulations  concerning  FAPE  parallel  the  requirements  of  the  Individuals  with 
Disabilities  Education  Act  (IDEA)  (formerly  the  Education  of  the  Handicapped  Act) 
and  Arizona  law.  In  those  areas,  by  fulfilling  our  responsibilities  under  the  IDEA 
and state law we are also meeting the standards of the Section 504 regulations. 

 
However, in some other respects the requirements of the laws are different. There 
are some students who are not eligible for IDEA services but who nevertheless are 
eligible  under  Section  504,  and  to  whom  the  District  may  therefore  have 
responsibilities. 
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The  IDEA  defines  as  eligible  only  students  who  have  certain  specified  types  co 
impairments  and  who,  because  of  one  of  those  conditions,  need  special  education. 
Section  504,  on  the  other  hand,  protects  all  students  with  disabilities,  defined  as 
those  having  any  physical  or  mental  impairment  that  substantially  limits  one  or 
more  major  life  activities  (including  learning).  Section  504  covers  all  students  who 
meet  this  definition,  even  if  they  do  not  fall  within  the  IDEA-enumerated 
categories and even if they do not need to be in a special education program. 

 
An example of a student who is protected by Section 504 but who may not 
be  covered  by  the  IDEA  is  one  who  has  juvenile  arthritis  but  who  has  no  mental 
impairments. Such a student has a health impairment but may 
not  be  covered  by  the  IDEA  if  the  student  does  not  need  placement  in  a  special 
education  program.  However,  the  student  is  disabled  for  purposes  of  Section 
504.  A  similar  example  might  be  a  student  with  acquired  immune  deficiency 
syndrome  (AIDS).  Students  with  attention  deficit /hyperactivity  (ADD/H)  or  
emotional  disorders  are  another  example.  Such  students  may  not  meet  the 
criteria  for  IDEA  categories  such  as  learning  disabled  or  severely  emotionally 
disturbed. However, if their disorders or conditions substantially limit their ability to 
function at school, they are disabled within the meaning of Section 504. 

 

If  the  District  has  reason  to  believe  that,  because  of  a  disability  as  defined  under 
Section  504,  a  student  needs  either  special  education  and  related  services  or 
related services in the  regular setting in order to participate in the school program, 
the  District  must  evaluate  the  student;  if  the  student  is  determined  to  be  disabled 
under  Section  504,  the  District  must  develop  and  implement  a  plan  for  the  delivery 
of  any  needed  services.  Again,  these  steps  must  be  taken  even  though  the 
student is not covered by IDEA special education provisions and procedures. 

 

What  is  required  for  the  Section  504  evaluation  and  placement  process  is 
determined  by  the  type  of  disability  believed  to  be  present,  and  the  type  of 
services  the  student  may  need.  The  evaluation  must  be  sufficient  to  accurately 
and  complete ly  assess  the  nature  and  ex tent  o f  the  d isabi l i ty ,  and  the 
recommended  services.  Evaluations  more  limited  than  a  full  special  education 
evaluation may be adequate in some circumstances. For example, 
in  the  case  of  the  student  with  juvenile  arthritis,  the  evaluation  might  consist  of the  
school  nurse  meeting  with  the  parent  and  reviewing  the  student's  current 
medical  records.  In  the  cases  of  ADD/H  students,  current  psychoeducational 
evaluations  may  be  used  if  such  evaluations  assessed  the  ADD/H  issue.  In  other 
cases, additional testing may be necessary. 
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The  determination  of  what  services  are  needed  must  be  made  by  a  group  of 
persons  knowledgeable  about  the  student.  The  group  should  review  the  nature  of 
the  disability,  how  it  affects  the  student's  education,  whether  special  services  are 
needed,  and  if  so  w hat  those  services  are.  The  decisions  about  Section  504 
eligibility  and  services  must  be  documented  in  the  student's  file  and  reviewed 
periodically. 

 
 
For  the  juvenile  arthritic  student,  Section  504  services  might  be  the  provision  of  a 
typing  course  and  use  of  a  typewriter/word  processor  to  improve  writing  speed  or 
to  provide  a  less  painful  means  of  writing.  For  the  AIDS  student,  Section  504 
services  might  be  the  administration  and  monitoring  of  medication,  or  a  class 
schedule  modified  to  address  the  student's  stamina.  For  an  ADD/H  student,  services 
might  include  modifications  in  the  regular  classroom,  special  assistance  from  an 
aide, a behavior plan, counseling, and/or the monitoring of medication. 

 
It  should  also  be  noted  that,  under  Section  504,  the  parents  or  guardian  must  be 
provided  with  notice  of  act ions  affect ing  the  identi f icat ion,  evaluation,  or 
placement  of  the  student  and  are  entitled  to  an  impartial  hearing  if  they  disagree 
with  District  decisions  in  these  areas.  For  disabilities  covered  only by Section 504 
and  not  the  IDEA,  a  Section  504  hearing  will  have  to  be  made  available  that  is 
separate  from  the  IDEA  hearing  process.  The  District  is  exploring  different 
frameworks  for  the  adoption  of  procedures  for  conducting  Section  504  hearings  in 
the District, should the need arise. 

 
In summary, it is important to keep in mind that some students who have physical 
or  mental  conditions  that  limit  their  ability  to  participate  in  the  education  program 
are  entitled  to  rights  under  Section  504  even  though  they  may  not  fall  into  IDEA 
categories and may not be covered by that law. 
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PROGRAMS FOR PREGNANT / PARENTING STUDENTS 

 
Pregnant  students  should  have  the  same  educational  opportunities  as  their  peers. 
Such  students  may  also  need  additional  counseling  and  health  services  that  are 
available through the public schools. 

 
Pregnant  students  may  elect  to  remain  in  the  regular  school program and shall not 
be  involuntarily  excluded  from  any  part  of  the  school  program,  provided,  however, 
that  reasonable  safeguards  are  maintained  both  for  the  school's  and  the  student's 
best interests. 

 
Pregnant  students  shall  notify  school  authorities  of  their  status  as  soon  as  it  is 
ascertained.  The  Superintendent  wil l  establish  procedures  as  necessary  to 
implement this policy. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-341 

 

 
CROSS REF.: AD - Educational Philosophy/School District Mission 

IHBF - Homebound Instruction 
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REGULATION     REGULATION 
P R O G R A M S F O R P R E G N A N T / 

PARENTING STUDENTS 
 
The District affirms the right of a pregnant student to continue her participation in 
the public school program. 

 
As  soon  as  the  pregnancy  is  medically  confirmed,  the  student  shall  consult  with  a 
member  of  the  counseling  staff  or  the  principal  for  the  purpose  of  planning  her 
educational program. 

 
The student may be eligible for the following educational plans or may suggest 
alternatives: 

 
She  may  remain  in  her  present  school  program,  with  modifications  as 

necessary,  until  the  birth  of  her  baby  is  imminent  or  until  her  physician  states 
that continued participation would be detrimental to her health. 

 
•  If  eligible  for  homebound  or  chronic  illness  status,  in  accord  with  A.R.S.  15- 
901,   she  may  temporari ly  withdraw  from  school  at  the  direct ion  of  her 
physician  and  may  receive  homebound  instruct ion  from  the  date  of  her 
withdrawal  until  her  physician  states  that  she  is  physically  able  to  return  to 
school. 

 
Efforts  wi l l  be  made  to  see  that  the  educational  program  of  the  student  is 
disrupted  as  little  as  possible;  that  she  receives  information  on  available  health 
and  counseling  services,  as  well  as  instruction;  and  that  she  is  encouraged  to 
return to school after delivery. 
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SUMMER SCHOOL 

 
 
A  summer  session  may  be  held  i f  deemed  necessary.  

 

 
The Super intendent shal l  inv i te suggest ions f rom staf f members, 
students, and the school communi ty to determine what areas of the 
curr icu lum  shal l  be  inc luded  in  the  summer  session.  

 

 
Remunerat ion  for  teachin g  dur ing  the  summer  session  shal l  be 
establ ished  by  the  Board. 

 
Adopted: date  of  manual  adopt ion  

 
LEGAL  REF. :  A.R.S. 15-881 

15-1141 
15-1142 
15-1143 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
E.V.I.T. SCHOOL DISTRICT NO. 401 Page 1 of 1 



1 - 4550 IIB 
CLASS SIZE 

 
The  student -teaching  ratio  for  staffing  in  the  District  is  the  responsibility  of  the 
Board.  Staf f ing  pat terns  and  s tudent  grouping  shal l  be  f lex ib le  so  as  to 
accommodate   varied   instructional   delivery   approaches,   student   needs,   curriculum 
req uirements,  and  fiscal  resources.  Each  year  the  Superintendent  will  make 
staffing recommendations during the budget review and preparation process. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-341 

15-342 
15-764 

 
 

CROSS REF.: IHB - Special Instructional Programs 
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I N S T R U C T I O N A L  R E S O U R C E S  
AND MATERIALS 

Supplies 

All students in the elementary (K-8) schools will have required textbooks and 
supplies furnished by the District. 

The Governing Board shall furnish free required textbooks and related 
printed subject matter materials for high school students in grades nine (9) 
through twelve (12). 

A student or parent may purchase, at the price paid for the books, such books as 
are necessary for high school students. Students and their parents shall be 
held responsible for proper care of books and school property. Books must be 
kept clean and unmarked. Parents may be required to pay for any damage to 
school property. 

The Superintendent is authorized to establish a replacement-fee schedule 
and make it available to students, staff members, and parents. Students and 
parents will be advised of this replacement-cost policy upon enrollment or at 
the beginning of each school year. 

The District shall obtain signed, written consent from a student's parent or 
guardian before using video, audio or electronic materials that may be 
inappropriate for the age of the student.  

Access to Instructional Material 
by Parents and Guardians 

The Superintendent shall establish procedures that permit parents or 
guardians of students enrolled in the District to have advance access to the 
instructional materials, learning materials and activities currently used by, 
or being considered for use by, the District in accordance with the terms of 
this policy. A parent who objects to any learning material or activity on the  
basis that the material or activity is harmful, because of sexual content,  
violent content, or profane or vulgar language, may request to withdraw that  
student from the activity or from the class or program in which the material  is 
used and request an alternative assignment.  

The request by the parent or guardian must be in writing and must specify 
the materials that the parent or guardian wishes to review. 
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Such procedures shall make available at least one (1) copy of the materials for review by 
the parents or guardians Printed textbooks, printed supplementary books, and printed 
subject-matter materials may be checked out from the District premises by parents or 
guardians for periods not to exceed forty-eight (48) hours. All other materials, including 
films, may be reviewed only on the District premises. 
 
Parents or guardians will be notified when and where the instructional materials may be 
picked up or reviewed. Materials will be made available on a first-come, first-served 
basis. 
 
Adopted: February 13, 2012 
 
LEGAL REF.: A.R.S. 15-102 

   15-341 
              15-113  
              15-342 
              15-721 to 15-730 

 
CROSS REF.: ABA - Community Involvement in Education                

              IJND — Technology Resources  
              KB - Parental Involvement in Education 
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REGULATION       REGULATION 

INSTRUCTIONAL RESOURCES 
AND MATERIALS 

Availability of and Access to Instructional 
Materials by Parents or Guardians 

Parents or guardians of students enrolled in the District shall have access in 
advance to instructional materials, learning materials and activities  
currently in use, or being considered for use, in the District. Such access 
shall be governed by the following: 

 Requests must be in writing and must specify the materials that the 
parents or guardians want to review. 

 Requests shall be submitted to the office of the 

 At least one (1) copy of such instructional materials shall be available 
for parent or guardian review. 

 Printed textbooks, supplementary books, and other printed subject 
matter may be checked out for removal from District premises for up to 
forty-eight (48) hours. All other materials, including films, may be 
reviewed only on District premises. 

 School personnel involved in handling requests to review materials will 
notify the parents or guardians as to when and where such materials 
may be picked up or reviewed. 

 Materials will be available on a first-come, first-served basis. 

Objections to Learning Materials 
and Activities 

A student whose parent or guardian objects to any learning material or 
activity may be withdrawn from the activity or from the class or program in 
which the material is used, providing: 

 The objection is in writing and is specific in its description of the 
activity or learning material to which the parent or guardian objects. 

 The objection includes a statement that the parent or guardian 
understands that the educational information and concepts covered in 
the activity or material may not be covered in any other manner or form 
and that the parent or guardian understands that the student may not 
be able to make up the material or activity in any other way. 

 
 
E.V.I.T. SCHOOL DISTRICT NO. 401 Page 1 of 2 

I-5261                   IJ-R



REGULATION       REGULATION 

 Although the student may be unable to make up for the missed activity 
or material, no penalty will accrue to the student in grades or credit, 
with the exception that, if the objection removes a student from a 
substantial portion of a class, promotion and credit decisions will be 
based on applicable District policies. 

 All such objections shall be directed to the principal of the school in 
which the student is enrolled, who shall forward a copy of the written 
objection to the Superintendent, indicating that the student has been 
removed from the activity or stating the reason for nonremoval. 

 Upon receiving a principal's recommendation for removal or 
nonremoval, the Superintendent will review the situation and make a 
decision regarding the matter and communicate that decision to the 
parent or guardian and the principal. 

 Within ten (10) days after receiving notification of such decision from the 
Superintendent, the parent or guardian may request an appeal to the 
Board. 
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TEXTBOOK / SUPPLEMENTARY MATERIALS SELECTION AND ADOPTION 

 
The  Board  will  approve  and  adopt  all  new  textbooks  and  supplementary  books. 
The  Superintendent  shall  establish  textbook  selection  procedures  that  shall  provide 
for  the  appropriate  involvement  of  staff  members,  students,  and  community 
members.  These  procedures  may  provide  for  the  establishment  of  textbook 
selection  committees.  Recommendations  from  textbook  selection  committees  will 
be forwarded to the Superintendent. 

 
In  recommending  books,  the  committees  will  strive  for  continuity  of  textbooks 
throughout the different grades and use the same book series in all classes of the 
same grade. 

 

 
Objectives of Selection 

 

 
It is the responsibility of the school textbook committees to: 

 
  Recommend resources that will support and enrich the curriculum, taking into 

consideration the varied interests, abilities, learning styles, and maturity levels 
of students served. 

 
 

Recommend  resources  that  will  stimulate  growth  in  factual  knowledge, 
critical  analysis  of  differing  sides  of  issues,  literary  appreciation,  aesthetic 
values, and recognition of various societal values. 

 
  Place   principle   above   personal   opinion   and   reason   above   prejudice   in   the 

recommendation  of  resources  of  the  highest  qual ity  in  order  to  assure  a 
comprehensive  collection  of  resources  appropriate  for  the  complete  education  of 
all students. 

 
The  Superintendent  will  establish  procedures  for  the  purchase  and  distribution  of 
all  necessary  textbooks,  supplemental  books,  and  other  related  instructional 
materials from the adopted list free of cost to students. 

 
Removal of Textbooks/Supplementary Materials 

 
 
Textbook  selection  committees  may  recommend  to  the  Superintendent  that  certain 
previously  adopted  textbooks  or  supplementary  materi als  be  deleted  from  the 
Board-approved  list.  Textbooks  and  supplementary  materials  will  not  be  deleted 
without the approval of the Board. 
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Disposal of Learning Materials 

 
 
The Board authorizes the Superintendent to establish regulations for the disposal o f 
surp lus  o r  ou tda ted  learn ing  mater ia ls  when  i t  has  been  de te rmined 
tha t  the  cos t  o f  se l l i ng  such  mate r ia l s  equa ls  o r  exceeds  es t ima ted 
marke t  va lue  o f  the  learning  materials.  

 
 
Adopted: date  of  manual  adopt ion  

 

 
LEGAL  REF.:  A.R.S. 15-203 

15-342 
15-721 
15-722 
15-726 

A.A.C. R7-2-204 
 
 

CROSS  REF.:  DN   -   School  Propert ies  Disposi t ion  
 
 

KEC   -   Public  Concerns/Complaints  about  Instructional  
Resources  
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SPECIAL - INTEREST MATERIALS SELECTION AND ADOPTION 

 
Commercial  organizations  offer  a  variety  of  materials  for  use  by  teachers  in  the 
classroom.  Many  of  these  materials  are  of  high  educational  value,  with  little  or  no 
advertising  emphasis.  Other  materials  are  primarily  advertising  and  have  only 
limited educational value. 

 
In  general,  supplementary  materials  (printed  materials,  models,  films,  slides, 
pictures,  charts,  exhibits  for  educational  purposes,  etc.)  from  commercial,  political, 
religious,  or  other  nonschool  sources  should  have  approval  by  the  principal.  This 
approval  may  be  given  to  materials  that  are  of  obvious  educational  quality, 
supplement  and  enrich  text  and  reference  book  materials,  are  timely  and  up  to 
date, and promote American democratic ideals and moral values. 

 
Advertising  materials  of  a  commercial,  political,  or  religious  nature  should  not  be 

displayed  or  distributed  in  the  schools  or  on  the  school  grounds.  Students  may not  
be  used  as  the  agents  for  distributing  nonschool  materials  to  the  homes.  The 

Superintendent  shall  be  the  final  judge  of  whether  or  not  such  materials  shall  be 
utilized  with  students  and  will  establish  necessary  procedures  for  their  evaluation, 

approval, and use. 
 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-341 

15-535 
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TEACHER  AIDES  

 
 
The  purpose  of  teacher  aides  shal l  be  to  provide  fol low - up  act iv i t ies  to 
instruct ion  by  the  teacher  or  to  f ree  the  teacher  f rom  rout ine  tasks  and 
permi t the teacher to work on fo l low - up ins t ruc t iona l tasks . The 
respons ib i l i t ies  fo r  superv is ion  and  evaluat i on  of  teacher  a ides  wi l l  be  
as  assigned  by  the  Superintendent.  

 
Adopted: date  of  annual  adopt ion  

 
LEGAL  REF.:  A.R.S. 15 - 341  

15 - 502  
 
CROSS  REF.: GDA  -  Support  Staff  Posit ions  
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TECHNOLOGY RESOURCES 

(Movies/Videos/Electronic Materials) 

It is the policy of the District that there is educational value in utilizing 
movies and videos in classrooms only when such movies and videos extend 
and/or reinforce the concepts being taught and have been planned for in 
advance. Parents or guardians of students enrolled in the District shall have 
access in advance to instructional materials, learning materials and activities  
currently in use, or being considered for use, in the District.  

The District shall obtain signed, written consent from a student's parent or 
guardian before using video, audio or electronic materials that may be  
inappropriate for the age of the student.  

The Superintendent shall develop regulations governing the use of movies/ 
videos in the classroom. 

Adopted: February 13, 2012 

LEGAL REF.: A.R.S. 15-113 
   15-341 

CROSS REF.: IJ — Instructional Resources and Materials    
KB — Parental Involvement in Education  
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REGULATION          REGULATION 

TECHNOLOGY RESOURCES 

(Movies/Videos/Electronic Materials) 

Movies and videos and electronic materials with ratings other than for 
general audiences of all ages are not to be shown in classrooms or at any 
District facility (this includes buses and motels where students are present) 
except when: 

 The movie or video or electronic material has been previewed by the 
teacher or other certificated staff member. 

 The movie video or electronic material has been determined to not 
contain material that is objectionable or inappropriate for the age group 
to which it is intended to be shown. 

 The responsible school administrator has approved the use of the movie 
or video or electronic material prior to its showing. 

 The teacher or other certificated staff member has provided advance 
notification to each student's parent(s), or other responsible adult, of 
the title of the movie video or electronic material and the date on 
which it will be shown. 

 When a movie, or video or electronic material has a rating the above 
advance notification will include the rating and the source providing the 
rating.  

 A student whose parent(s) or other responsible adult has provided 
notice of their disapproval will not be permitted to view the movie video 
or electronic material. 

Parents or guardians have the right to have advance access to instructional 
materials, learning materials and activities currently in use, or being 
considered for use, in the District.  

Parents have the right to request that their child not view any movie or 
video, regardless of its rating or the purpose for which it is to be shown. 
A parent or guardian who objects to any learning material or activity on the 
basis that it is harmful includes objection to a material or activity because it 
questions beliefs or practices in sex, morality, or religion or, because of sexual 
content, violent content, or profane or vulgar language, may request to 
withdraw that student from the activity or from the class or program in 
which the material is used and request an alternative assignment.  
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EXHIBIT  EXHIBIT 

TECHNOLOGY RESOURCES 
 

(Movies/Videos/DVD) 
 

 
OFF-AIR VIDEO TAPE REQUEST FORM 

 
 
 
Date of request 

 
I request permission to tape the following program off-air for classroom 
use: 

 
My subject area: 

 
District objectives that will be met by viewing this tape: My 

reason(s) for wanting students to view this program: 

 
 
Name Dept. or grade level 

 
School Date(s) of tape use 

 
 
 

Submit this form to your department chairperson. 
if approved, submit it to the principal. 

 
 
 
 

Chairperson's Signature Principal's Signature 
 

 
 
Check one: ? Accepted ? Not accepted 

 
? Notify teacher ? File in office 
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USE  OF  TECHNOLOGY  RESOURCES 
IN INSTRUCTION 

 
Electronic Communications Systems 

 

 
Purpose 

 

 
The  District  is  committed  to  the  development  and  establishment  of  a  quality, 
equitable and cost effective Electronic Communications  System. The System's sole 
purpose shall be for the advancement and promotion of learning and teaching. 

 
The System will be used to provide statewide, national, and global communication 
opportunities for staff and students. 

 
The  Superintendent  will  establish  administrative  regulations  governing  use  of  the 
System.  The  administrative  regulations  will  be  consistent  with  sound  guidelines, 
policies and procedures. 

 
Failure  to  abide  by  District  policies  and  administrative  regulations  governing  use  of 
the  System  may  result  in  the  suspension  and/or  revocation  of  system  access. 
Additionally,  student  violations  may  result  in  discipline  up  to  and  including 
expulsion.  Staff  violations  may  also  result  in  discipline  up  to  and  including 
dismissal. Fees, fines, or other charges may also be imposed. 

 
Internet Safety Policy 

 

 
Purpose 

 

 
Pursuant  to  the  requirements  of  Public  Law  106 - 554,  the  Children's  Internet  
Protection  Act  (CIPA)  and  the  Neighborhood  Children's  Internet  Protection  Act 
(NCIPA),  the  policies  established  herein,  hereafter  shall  be  known  as  the  East 
Valley Institute of Technology District No. 401 Internet Safety Policy. 

 
The  East  Valley  Institute  of  Technology  District  No.  401,  hereafter  referred  to  as 
the  District,  is  providing  to  the  East  Valley  Institute  of  Technology,  hereafter 
referred  to  as  the  School,  access  to  the  Network,  a  regional/local  electronic 
communication  system,  which  includes  Internet  access.  The  District  may  provide 
access to the Network to its employees, Board members, students, and guests. 

 

 
The  Network  has  a  limited  educational  purpose.  The  term  "educational  purpose" 
includes  use  of  the  system  for  classroom  activit ies,  professional  or  career 
development,  and  limited  high-quality  personal  research  activities.  All  use  must 
be in compliance with the acceptable use provisions of the District and the Internet 



Service provider, AT&T. 
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Users  may  not  use  the  Network  system  for  commercial  purposes,  defined  as 
offering  or  providing  goods  or  services  or  purchasing  goods  or  services  for 
personal use. District acquisition policies will be followed for purchase of goods or 
services through the system for District or School use. 

 

Users  may  not  use  the  Network  for  political  lobbying.  However,  employees  and 
students  may  use  the  Network  to  communicate  with  their  elected  representatives 
to express their opinion on political issues in accordance with state law and District 
policies. 

 

Responsibilities 
 

The District Superintendent, or designee, will serve as the coordinator to oversee 
the  operations  of  the Network  and  will  work  with  the  employees  of  the  District, 
School, and other state organizations, as necessary. 

 
The Campus Director (school principal), or designee, will serve  as  the  building- 
level  coordinator  for  the  system  and  will  approve  building-level  activities,  ensure 
teachers receive proper training in the use of the system and the requirements of 
this policy. In coordination with the Information System (IS) Director the Campus 
Director will establish a system to ensure adequate supervision of students using 
the  system,  maintain  executed  user  agreements,  and  be  responsible  for 
interpreting the Acceptable Use Policy at the building level. 

 
District staff are authorized to develop regulations and agreements for the use of 
the  Network  that  are  in  accordance  with  this  policy  statement,  AT&T  policy,  and 
other  District  policies,  including  the  student  disciplinary  code.  These  regulations 
can include, but are not limited to: 

 

 Acceptable use policies for students, staff, board members, and guests. 
 

 The level of access that will be provided. 
 

 A District Web policy. 
 

 Agreements for students, employees, and guests and informational material for 
parents. 

 
Access to the Network 

 
The Network is for use by District and School employees, board members and 
students. The District will determine the extent to which students will be granted 
access to the system. 
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Guests  may  receive  an  individual  account  with  the  approval  of  the  Distr ict 
Superintendent  or  IS  Director,  if  there  is  a  specific,  District  or  School  related 
purpose  requiring  such  access.  Use  of  the  Network  by  a  guest  must  be  specifically 
limited  to  the  purpose.  An  agreement  will  be  required  and  parental  signature  will 
be required if the guest is a minor. 

 
Technology Protection Measures 

 
Technology  protection  measures,  also  referred  to  as  Internet  filters,  must  be  on 
any  computer  with  Internet  access  to  block  access  to  visual  depictions  deemed 
"obscene,"  "child  pornography,"  or  "harmful  to  minors."  Filtering  is  required  for  all 
Internet-enabled computers whether minors or adults use them. 

 
Filtering for adult Internet usage may be disabled for "bona fide research or other 
lawful purposes." The Website Grant or Restrict Access Request Form, also known 
as  "the  Net  Nanny,"  will  be  used  to  request  that  filters  be  removed  to  allow  staff 
Internet access to previously restricted sites. 

 

District Limitation of Liability 

and Indemnification 

The District makes no warranties of any kind, either expressed or implied, that the 
functions  or  the  services  provided  by  or  through  the  Network  will  be  error-free  or 
without  defect.  The  District  will  not  be  responsible  for  any  damage  users  may 
suffer,  including  but  not  limited  to,  loss  of  data  or  interruptions  of  service.  The 
District  is  not  responsible  for  the  accuracy  or  quality  of  the  information  obtained 
through  or  stored  on  the  system.  The  District  will  not  be responsible for financial 
obligations  arising  through  the  unauthorized  use  of  the  system.  Users  wil l 
indemnify  and  hold  the  District  harmless  from  any  losses  sustained  as  the  result  of 
intentional misuse of the Network by the user. The District and School will inform all 
users of the Network about this limitation of liability and indemnification. 

 
 
Due Process 

 
The  District  wil l  cooperate  fully  with  local,  state,  or  federal  officials  in  any 
investigation  concerning  or  relating  to  any  illegal  activities  conducted  through  the 
District system. 

 
In  the  event  there  is  an  allegation  that  a  student  has  violated  the  District's  
Acceptable Use Policy, the student will be provided with a notice and opportunity  to 
be heard in the manner set forth in the student disciplinary code. 
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Disciplinary  actions  will  be  tailored  to  meet  specific  concerns  related  to  the 
violation and to assist the student in gaining the self-discipline necessary to 
behave  appropriately  on  an  electronic  network.  If  the  alleged  violation  also 
involves  a  violation  of  other  provisions  of  the  student  disci plinary  code,  the 
violation will be handled in accordance with the applicable provision of the code. 

 
Employee violations of the District's Acceptable Use Policy will be handled in 
accordance with District policy. 

 
The  Information  Systems  (IS)  Director  or  Superintendent  may  terminate  the 
account  privileges  of  a  guest  user  by  providing  notice  to  the  user.  User  accounts 
not  active  for  more  than  ninety  (90)  days  will  be  removed,  along  with  the  user's 
files, without notice to the user. 

 
Search and Seizure 

 
System users have a limited privacy expectation in the contents of their personal 
files and records of their on-line activity while on the District system. 

 
Routine  maintenance  and  monitoring  of  the  system  may  lead  to  discovery  that  the 
user  has  or  is  violating  the  District's  Acceptable  Use  Policy,  the  student  disciplinary 
code,  or  the  law.  If  the  System  administrator  discovers  a  potential  violation  by  a 
District  or  School  user,  the  administrator  will  notify  the  respective  team  leaders 
and/or supervisors. 

 
An  individual  search  will  be  conducted  if  there  is  reasonable  suspicion  that  a  user 
has  v io lated  the  law  or  the  s tudent  d isc ip l inary  code.  The  nature  o f  the 
investigation  will  be  reasonable  and  in  the  context  of  the  nature  of  the  alleged 
violation. 

 
District employees shall be aware that documentation of violations of the District's 
Acceptable Use Policy will be made a part of their personnel files. 

 
Copyright 

 
The District will establish a Web site and will develop Web pages that will present 
official  information  about  the  District  and  the  School.  The  District  Superintendent 
and the IS Director will designate a District Web Publisher who will be responsible 
for  maintaining  the  official  Web  site  and  monitoring  all  District  Web  activity.  The 
Web  Publisher  will  develop  style  and  content  guidelines  for  official  District  and 
school  Web  materials  and  procedures  for  the  placement  and  removal  of  such 
material.  All  official  District  and  School  materials  on  the  District  Web  site  must  be 
approved through a process established by the District Web Publisher. 
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Acceptable Use Policy 

 
Purpose 

 

The District, is obtaining access to the Network, a regional/local electronic 
communication system, which includes Internet access, provided through an 
Agreement with AT&T. District staff have been authorized to develop regulations 
and agreements for the use of the Network that are in accordance with the District 
Policy statement, AT&T policy, and other District policies, including the student 
disciplinary code. This document contains the District Internet regulations and 
agreements. 

 
 
Academic Freedom, Free Speech, and 

 

 
Selection of Materials 

 
District  policies on Academic Freedom and Free Speech will govern the use of the 
Internet. 

 
When using the Internet for class activities, teachers will: 

 
 

 Select materials that are age appropriate and that are relevant to the course 
objectives. 

 
 Preview the materials and sites they require students to access to 

determine the appropriateness of the materials contained or accessed 
through the sites. 

 
 Provide guidelines and lists of resources to assist their students in 

channeling their research activities effectively and properly. 
 
 
 

 Assist their students in developing the skil ls to ascertain the 
truthfulness  of  information,  distinguish  fact  from  opinion,  and  engage  
in  discussions  about  controversial  issues  while  demonstrating  tolerance 
and  respect for those who hold divergent views. 
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Parental Notification and Responsibility 

 

 
The  District  will  notify  the  parents  about  the  District  network  and  the  policies 
governing  its  us e.  Parents  must  sign  an  agreement  to  allow  their  student  to  have 
an  individual  account  (please  refer  to  the  Student  Internet  Account  Agreement). 
Parents  may  request  alternative  activities  for  their  child(ren)  that  do  not  require 
Internet access. 

 
Parents  have  the  right  at  any  time  to  investigate  the  contents  of  their  child(ren)'s 
e-mail  files.  Parents  have  the  right  to  request  termination  of  their  child(ren)'s 
individual account at any time. 

 
 
 
The  District  Acceptable  Use  Policy  contains  restrictions  on  accessing  inappropriate 
material and student use will be supervised. However, there is a wide range of material 
available on the Internet, some of which may not conform with particular  values  of  the 
families  of  the  students.  It  is  not  practically  possible  for  the  District  to  monitor 
and   enforce   a   wide   range   of   social   values   in   student   use   of   the In ternet . 
Fur ther ,  the  D is t r ic t  recognizes  tha t  parents  bear  p r imary  responsibility 
for  transmitting  their  particular  set  of  family  values  to  their  children.  The  District 
will  encourage  parents  to  specify  to  their  child(ren)  what  material  is  and  is  not 
acceptable for their child(ren) to access through the District System. 

 
The  District  will  provide  students  and  parents  with  guidelines  for  student  safety 
while  using  the  Internet  (please  refer  to  the  Student  Internet  Policy  Handbook  and 
Guidelines). 

 
Parents are responsible for monitoring their student's use of the Network if they 
are accessing the system from home. 

 
Access 

 
The following levels of access will be provided: 

 
Individual  Accounts  for  Students:  Secondary  and  Post-Secondary  students 
may  be  provided  with  individual  Internet  accounts.  A  Student  Internet  Account 
Agreement  will  be  required  for  an  individual  account.  The  student  and  his/her 
parent (if under the age of 18) must sign this agreement. 
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Individual   Accounts   for   District   Employees:   District   employees   may   be 
provided  with  an  individual  account.  No  agreement  will  be  required.  Existing 
employment contracts and existing Board and District policies cover employee use. 

 
Individual Guest Accounts:  Individuals who are not employed by the District  but 
work  on  District  premises  will  be  provided  individual  guest  accounts.  A  Guest 
Internet  Account  Agreement  will  be  required  for  each  individual  and  must  be 
signed by the guest and supervisor. 

 
The District will monitor unauthorized student access as described below in Staff 
Monitoring of Student Internet Access. 

 
Unacceptable Uses 

 
The following uses of the system are considered unacceptable: 

 
 

 Personal Safety: 
 

 Users  wil l  not  post  personal  contact  information  about  themselves  
or  other  people.  Personal  contact  information  includes  address, 
telephone, school address, work address, et cetera. 

 
 Users will not use chat rooms or messaging communications, i.e., AOL 

Instant Messaging, when it is not school related or authorized by the teachers. 
 
 
 
 

 Users will agree not to meet with someone they have met on-line 
without their parent's approval and participation. 

 
 Users will promptly disclose to their teacher or other school employee 

any message they receive that is inappropriate or makes them feel 
uncomfortable. 

 

 
 

 Illegal Activities: 
 

 Users will not  attempt to gain unauthorized access to the District System 
or to any other computer system through the District's System, or go 
beyond their authorized access. This includes attempting to log in through 
another person's account or accessing another person's files, or engaging 
in "hacking." 
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 These actions are illegal, even if only for the purpose of "browsing." 
 

 Users will not make deliberate attempts to disrupt the computer system 
performance  or  destroy  data  by  spreading  computer  viruses  or  by 
any other means. These actions are illegal. 

 
 Users will not use the District System to engage in any other illegal 

act,  such  as  arranging  for  a  drug  sale  or  the  purchase  of  alcohol, 
engaging in criminal activity, threatening the safety of others, et cetera. 

 
 System Security: 

 
 Users  are  responsible  for  the  use  of  their  individual  account  and  should 

take  all  reasonable  precautions  to  prevent  others  from  being  able  to 
use   their   account.   Under   no   conditions  should  a  user  provide 
their  password to another person. 

 
 Users  will  immediately  notify  the  IS  Department  (Support)  if  they 

have  identified  a  possible  security  problem.  However,  users  will  not 
go looking for security problems, because this may be construed as 
an illegal attempt to gain access. 

 
 Users   will   avoid   the   inadvertent   spread   of   computer   viruses   by 

following the standard virus protection procedures established 
below in Staff Virus Protection Procedures. 

 
 Users  will  not  download  software  into  District  computers  without 

expressed permission from the IS Director. 
 

 Inappropriate Language: 
 
 

 Restrictions against inappropriate language apply to public messages, 
private messages, and materials posted on Web pages. 

 
 Users will not use obscene, profane, lewd, vulgar, rude, inflammatory, 

threatening, or disrespectful language. 
 

 Users  will  not  post  information  that,  if  act ed  upon,  could  cause 
damage or a danger of disruption. 

 
 Users  will  not  engage  in  personal  attacks,  including  prejudicial  or 

discriminatory attacks. 
 

 Users  will  not  harass  another  person.  Harassment  is  persistently 
acting  in  a  manner  that  distresses  or  annoys  another  person.  If  a 
user is told by a person to stop sending them messages, they must stop. 
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 Users  will  not  knowingly  or  recklessly  post  false  or  defamatory 
information about a person or organization. 

 

 
 

 Respect for Privacy: 
 

 Users  wil l  not  re - post  a  message  that  was  sent  to  them  privately 
without permission of the person who sent them the message. 

 
 Users will not post private information about another person. 

 
 Respecting Resources Limits: 

 
 Users  will  use  the  System  only  for  educational  and  professional  or 

career   development   activities   (no   time   limit),   and   limited,   high- 
quality program related personal research. 

 
 Users  will  not  download  large  files  unless  absolutely  necessary.  If 

necessary,  users  will  download  the  file  at  a  time  when  the  System  is 
not being  heavily  used.  The  fi le  will  be  removed  from  the  System  
at  the  earliest opportunity. 

 
 Users will not post chain letters or engage in "spamming." 

Spamming  is  sending  an  annoying  or  unnecessary  message  to  a 
large number of people. 

 
 Users will check their e-mail frequently and delete unwanted 

messages promptly. 
 

 Users will subscribe only to discussion group e-mails that are relevant 
to  their  education  or  professional/career  development.  Students  may 
subscribe with the approval of their instructor and must unsubscribe at the 
end of the school year unless other arrangements are made. 

 

 Plagiarism and Copyright Infringement: 
 

 Users will not plagiarize works that they find on the Internet. 
Plagiarism is taking the ideas or writings of others and presenting them 
as if they were original to the user. 

 
 Users  will  respect the rights  of copyright owners. Copyright 

infringement  occurs  when  an  individual  inappropriately  reproduces  a 
work that is protected  by a copyr ight. I f  a work  contains 
language  that  specifies acceptable use of that work, the users shall follow 
the expressed requirements.  If  the  users  are  unsure  whether  or  not  
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  they  can  use  a  work,  they  shall  request  permission  from  the  copyright 
owner 

 
 Inappropriate Access to Material: 

 
 Users  will  not  use  the  District  System  to  access  material 

that   is   profane   or   obscene   (pornography)   that   advocates 
illegal or dangerous acts, or that advocates violence or 
discrimi nation towards other people (hate literature). 

 

 If  users  inadvertently  access  such  information  as  described 
above, then   they   shall  immediately disclose  the 
inadvertent   access   fol lowing  District   procedures 
established  below  in  Procedures  for  Inadvertent  Access  to 
Inappropriate  Internet Site. This will  protect  users against 
allegations that  the  Acceptable  Use Policy  has  been 
intentionally violated. 

 
Virus Protection Procedures 

 
If  users  receive  an  alert  on  the  computer  from  the  District's  anti -virus  software 
stating that a virus has been detected, the following procedures apply: 

 
 Students will immediately notify their teachers; 

 
 Teachers  or  other  staff  members  will  notify  Support  through  e - mail  

(support©evit.com) when a virus alert appears on a student's computer or 
on their own computer; 

 

 Support  will  investigate  the  virus  at  the  workstation  where  the  virus  was 
found and assume the proper procedures to quarantine/delete the virus. 

 
Following are tips to protect your computer from viruses and hoaxes: 

 
 

 Only  open  e-mail  attachments  after  confirming  the  source  of  the  file  with  the 
sender.  Though  there  are  no  absolute  methods  to  avoid  infect ion, 
confirming the source of attachments will greatly reduce risks. 

 
 
 
 

 Never open an attachment that contains the following extensions: 
 

 -.exe 
 

 - .vbs  
 

 - .com  
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 - .msi 
 

 - .scr 
 

 - .sys 
 

 - .bat 
 

If  users  receive  an  e-mail  from  someone  instructing  them  to  delete  files  from  their 
system, immediately forward the e-mail to Support. 

 

Procedures for Inadvertent Access to 
Inappropriate Internet Site 

 
 

If  users  inadvertently  access  an  inappropriate  site  on  the  Internet,  then  it  must 
immediately  be  reported.  The  following  procedures  shall  apply  if  an  incident  of 
this nature occurs: 

 
 Students will immediately notify their teachers; 

 
 Teachers  and  other  staff  members  will  immediately  notify  Support  by 

completing the Website Grant or Restrict Access Request Form. 
 

 Support  will  add  this  site  to  their  filtering  list  as  a  site  that  should  be 
blocked.  Support  will  acknowledge  receipt  of  the  report  by  notifying  the 
user(s) that the site has been added to the filtering software's list. 

 
Staff Monitoring of Student Internet Access 

 
Teachers  are  responsible  for  the  supervision  and  monitoring  of  Internet  usage  by 
their students. If a teacher discovers a student engaging in inappropriate conduct while 
using the Internet, he/she must immediately report this behavior to his/her respective  
supervisor  by  using  the  Student  Discipline  Referral  of  Student  to Principal form 
and to the IS Director by notifying Support by e-mail. 

 
Inappropriate  student  Internet  use  shall  include  all  items  outlined  above  in  
Unacceptable Uses. 

 
If  a  teacher  or  other  staff  member  suspects  a  student  of  engaging  in  inappropriate 
conduct  while  using  the  Internet  but  has  not  actually  witnessed  the  actions  of  the 
s tudent ,  then  the  teacher  and/or  s taf f  member  shal l  request  that  the  IS 
Department  monitor  the  individual  student's  activity  by  e - mail ing  Support  
( support@evit.com) a detailed message with a copy to the respective 
supervisor . The e-mail shall contain the following information: 

 
 Name  o f  t he  S tuden t ;  
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 Name of the Program; and 
 

 Reason for Request (Why student's Internet activity needs to be 
monitored.) 

 
Support  wil l  monitor  the  student's  Internet  usage  activit ies  and  noti fy  the 
teacher/staff member and supervisor of their findings. 

 
W  e  b P  o  l  i  c  y   

 

 
District/School Web Site 

 

 
The  District  may  establish  a  Web  site  for  the  District  and  School.  Materials 
appropriate  for  placement  on  the  District  Web  site  include:  District  information, 
school  information,  teacher  or  class  information,  student  projects,  and  student 
extracurricular   organization   information.   Personal,   non- educationally-related 
information will not be allowed on the District Web site. 

 
Web-site Material Style/Content Guidelines 
The  Web  Publisher  shall  be  responsible  for  the  approval  of  material  display  and 
removal  from  the  Distr ict 's  Internet  and  Intranet.  The  Web  Publisher  shall 
coordinate  with  the  IS  Director  and  department  staff  for  content  placement  and 
removal  and  consult  with  other  departments  including  the  Superintendent's  Office 
and the Public Relations Department. 

 

 
The design and style of the Internet and Intranet will be consistent within each respective site 

including the use of color, backgrounds, fonts, images, et cetera. Teacher  and other  
staff  web  pages  also  will  contain  consistent  design.  Staff  members may request 

placements of image files within their content but will not  be allowed to use 
custom backgrounds or fonts. 

 
The  following  procedures  shall  be  followed  to  request  or  suggest  content  removal 
or placement: 

 
 An e - mail with detailed information shall be sent to Support  

(support@evit.com).  The  e-mail  will  contain  file  attachments  (.txt  or  .doc)  for 
content placement. 

 
 If  a  student  Web-site,  the  e-mail  must  contain  attachments  of  HTML  files 

and shockwave files (.swf) if Flash is used. 
 

 If  a  teacher  or  staff  Web-site  makes  a  request for  specific  images to be 
placed within their content, the e-mail shall contain the image file attachments. 

 
 The Web Publisher will contact the customers with the status of their requests 

periodically until the projects are completed. 
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Teacher Web Pages 
 

Teachers  may  establish  Web  pages  for  use  with  class  activities  or  to  provide  a 
resource  for  other  teachers,  students  and  parents.  Teachers  will  be  responsible 
for  maintaining  their  class  or  educational  resource  sites  in  coordination  with  the 
District  Web  Publisher.  Teacher  Web  pages  will  not  be  considered  official  material 
but  will  be  developed  in  such  a  manner  as  to  reflect  well  upon  the  District  and 
School. 

 
Staff Web Pages 

 
Staff may develop a Web page as a resource for  others,  provided  that  information 
is  related  to  functions  of  their  jobs.  Staff  will  be  responsible  for  maintaining  their 
resource  sites  in  coordination  with  the  District  Web  Publisher.  Staff  Web  pages  will 
not  be  considered  official  material ,  but  will  be  developed  in  a  manner  as  to  reflect 
well upon the District. 

 
Student Web Pages 

 
Students may create a Web site as part of a class activity. Materials presented on a 
student  class  activity  Web  site  must  meet  the  educational  objectives  of  the  class 
activity. 

 

 
With  the  approval  of  the  Campus  Director  (school  principal)  and  IS  Director, 
students may establish personal Web pages in coordination with the teacher and  Web 
Publisher. Materials presented in the students' personal Web site must be  related 
to each student's educational and career preparation activities. 

 
It  will  not  be  considered  a  violation  of  a  student's  right  to  free  speech  to  require 
removal of material that fails to meet established educational objectives or that is in 
violation of a provision of the Acceptable Use Policy or student discipline code. However, 
student  material  may  not  be  removed  on  the  basis  of  disagreement  with  the views 
expressed by the student. 

 
Student  Web  pages  must  include  the  following  notice:  "This  is  a  student  Web 
page.  Opinions  expressed  on  this  page  shall  not  be  attributed  to  the  East  Valley 
Institute of Technology or the District." 

 
Student Web pages will be removed at the end of each school year. A notice will 
be provided to the students prior to such removal. 

 
Guest Web Pages 

 
With the approval of the Superintendent and IS Director, individuals who are not 
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employed by the District but work on District premises may establish Web pages in 
coordination  with  the  Web  Publisher. Materials presented on the Guest Web pages 
must relate specifically to the functions of the job. 

 
Guest Web pages must include the following notice: "This is a Guest Web page. 
Opinions expressed on this page shall not be attributed to the East Valley Institute of 
Technology or District." 

 
Student Organization Web Pages 

 
With  the  approval  of  the  Campus  Director  (school  principal)  and  IS  Director, 
Student  Organizations  may  establish  Web  pages.  Materials  presented  on  the 
organization Web page must relate specifically to organization activities. 

 
The  Organization  Web  pages  must  include  the  following  notice:  "This  is  a  student 
organization  Web  page.  Opinions  expressed  on  this  page  shall  not  be  attributed  to 
the East Valley Institute of Technology or the District." 

 
Web Page Design 

 
All District Acceptable Use Policy provisions will govern materials placed on the 
Web. 

 
Web Pages shall not: 

 
 Contain  the  fu l l  name,  address,  or  phone  number  of  s tudents.  F i rst 

names  or  first  names  and  the  first  letter  of  the  last  name  may  be  used 
where appropriate. 

 

 Display photographs or videos of any identifiable individual. 
 

 Contain  copyrighted  or  trademarked  material  belonging  to  others  unless 
written  permission  to  display  such  material  has  been  obtained  from  the 
owner. There wil l be no assumption that the publication of 
copyrighted  material on a web site is within the fair use exemption. 

 
Material placed on the Web site is expected to meet academic standards of correct 
and proper spelling, grammar, and accuracy of information. 

 
All  Web  pages  shall  carry  a  stamp  indicating  when  it  was  last  updated  and  the  e- 
mail address of the person responsible for the page. 

 
All Web pages shall have a link at the bottom of the page that will  help users find 
their way to the appropriate home page. 

 
Students may retain the copyright on the materials they create that is posted on 
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the  Web.  District  employees  may  retain  the  copyright  on  materials  they  create 
and post, if appropriate under District policies. 

 
Users  should  retain  a  back-up  copy  of  their  Web  pages. 

 
Adopted:  November13,  2008  

 

 
LEGAL  REF.:  Public  Law  No.  106-554.  Section  172 1  of  CIPA  amends  section 
254(h)  of  the  Communications  Act  of  1934,  as  amended,  47  U.S.C.  §151  et  seq. 
Section  1721  references  section  1732  of  the  Children's  Internet  Protection  Act, 
which  amends  section  254  of  the  Communications  Act  by  adding  a  new  subsection 
(1)  at  the  end  of  section  254.  Sections  1731-1733  of  CIPA  are  also  referred  to  as 
the Neighborhood Children's Internet Protection Act (N-CIPA). 
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REGULATION REGULATION 

 
 
 

USE  OF  TECHNOLOGY  RESOURCES 
IN INSTRUCTION 

 

Electronic Communications System 
 

 
Purpose 

 

 
The  District,  will  establish  administrative  regulations  for  the  use  of  the  District's 
Electronic Communications System, hereafter referred to as the System. 

 
The  administrative  regulations  will  be  consistent  with  sound  guidelines  as  may  be 
provided  by  Public  Law  106-554,  the  Children's  Internet  Protection  Act  (CIPA)  and 
the  Neighborhood  Chi ldren's  Internet  Protection  Act  (NCIPA),  AT&T  (Internet 
Access Provider) policies, and other District Policies. 

 
General District Responsibilities 

 
The  Distr ict  wi l l  designate  staff  as  necessary  to  ensure  coordination  and 
maintenance of the District's System. 

 
The  District  will  provide  staff  training  in  the  appropriate  use  of  the  District's 
System  including  copies  of  District  policy  and  administrative  regulations.  Staff  will 
provide similar training to authorized users. 

 
The  Distr ict  wi l l  cooperate  ful ly  with  local,  state,  or  federal  off icials  in  any 
investigation relating to misuse of the District's System. 

 
The  District  wil l  use  only  properly  l icensed  software,  audio,  or  video  media 
purchased  by  the  District  or  approved  for  use  by  the  District.  The  District  will 
comply  with  the  requirements  of  law  regarding  the  use,  reproduction,  and 
distribution  of  copyrighted  works  and  with  applicable  provisions  of  use  or  license 
agreements. 

 
The  District  will  retain  ownership  and  control  of  its  computers,  hardware,  software, 
and  data  at  all  times.  The  Superintendent  or  designee  will  routinely  review  user 
files  and  communications  to  maintain  System  integrity,  monitor  network  etiquette, 
and  ensure  that  those  authorized  to  use  the  District's  System  are  in  compliance 
with  Board  policy,  administrative  regulations  and  the  law.  The  District  will  inform 
System  users  that  files  and  other  information,  including  e- mail,  generated  or 
stored on District servers are not private and may be subject to such monitoring. 
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The District will determine which users and sites accessible as part of the District's 
System are most applicable to the curricular needs of the District and may restrict 
user access, accordingly. 

 
The  District  will  provide  electronic  access  filtering  or  security  software  to  help 
prevent inappropriate use of the District's System. 

 
The  District  will  install  and  use  desktop  and/or  server  virus  detection  and  removal 
software. 

 
The  District  will  provide  e-mail  access  for  those  authorized  to  use  the  District's 
System consistent with the District's mission and goals. 

 
The District will establish a retention schedule for the removal of e-mail. 

 
The District will inform appropriate System users that e-mail sent or received by a 
public  official  or  employee  in  connection  with  the  transaction  of  public  business 
may  be  public  record  and  subject  to  state  archivist  rules  for  retention  and 
destruction. 

 
The District may set quotas for System disk usage. The District may allow System 
users to increase their quota by submitting a written request to the Supervisor and 
the Information Systems (IS) Director stating the need for the increase. 

 
The  District  shall  ensure  that  all  students  and  non-school  System  users  complete 
and sign an agreement to abide by the District's Electronic Communications Policy 
and  Administrative  Regulations.  All  such  agreements  will  be  maintained  on  file  in 
the School's office. 

 
System Access 

 
Access to the District's System is authorized to the following: 

 
 Board members; 

 
 District employees; 

 
 Students   with   parent/guardian   approval   and   when   under   the   direct 

supervision of teachers or other staff members; and 
 

 Volunteers , cont ra c to rs , o r o thers as author ized by the  
Superintendent and/or IS Director. 

 
Users  shall  be  permitted  to  use  the  District's  System  only  to  conduct  business 
related  to  the  management  or  instructional  needs  of  the  District  or  to  conduct 
research related to education consistent with the District's mission and goals. 
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General Use Prohibitions/Guidelines/Etiquette 

 
Operation  of  the  District's  System  relies  upon  the  proper  conduct  and  appropriate 
use  of  System  users.  Students,  staff  and  others  granted  System  access  are 
responsible  for  adhering  to  the  following  prohibitions  and  guidelines,  which  require 
legal, ethical, and efficient utilization of the District's System: 

 
  Prohibitions: 

 
 Attempts  to  use  the  Distr ict 's  System  for  commercial or  

personal gain are strictly prohibited. 
 

 Attempts  to  use,  reproduce,  or  distribute  material  on 
the District's System in violation of copyright laws or 
applicable provisions of  use or license agreements are strictly 
prohibited. 

 
 Attempts to degrade, disrupt, or vandalize the  

District 's  equipment,  software,  materials,  or  data  or  those 
of  any  other  user  of  the  District's  System  or  any  of  the 
agencies  or  other  networks  connected  to  the   District's  
System  are  strictly  prohibited.  This  prohibition  includes  
attempts to gain unauthorized access to restricted 
information, networks, and other user's accounts or files. 

 
 Attempts to evade, change, or exceed resource quotas or 

disk usage quotas are strictly prohibited. 
 

 Attempts  to  intentionally  access  or  download  any  text  file 
or  picture  or  engage  in  any  conference  that  includes 
material  which  is  l ibelous,  obscene,  indecent,  vulgar,  

profane,  or  lewd  are  str ict ly  prohibited. 
 

 Attempts to advertise any product or service not permitted to 
minors by law are strictly prohibited. 

 
 Attempts  to intentionally  access  information   that 

constitutes  insult ing or f ighting  words,  the  very 
expression   of  which  injures or harasses others or 
presents a  clear and  present  likelihood that, either 
because  of  its  content  or  the  manner  of  distribution,  will 
cause a material and  substantial  disruption  of  the  proper 
and  orderly  operation  of  the  school  or  school  activities, 
will  cause  the  commission  of  unlawful  acts  or  violation  of 
lawful   Board   policies   and/or   administrative   regulations 
are strictly prohibited. 
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 Attempts  to  gain  access  to  any  service  via  the  District's 
System, which has a cost involved or attempts to incur other 
types  of  unauthorized  costs,  are  strictly  prohibited.  The  user 
accessing such services will be responsible for these costs. 

 

 Attempts to  post or publ ish personal s tudent 
contact  information, unless authorized by the IS Director 
and teacher, are strictly  prohibited. Personal   contact 
information   includes   photograph,   age,   home,   school,  or 
work addresses or phone numbers. 

 
 Attempts  to  arrange  student  meetings  with  anyone  on 

the District's System, unless authorized by the IS 
Director,  teacher,  and  with  prior parent approval, are strictly 
prohibited. 

 
 Guidelines/Etiquette: 

 
 System users  w i l l adhere   to  the same 

s tandards for communicating on line that are 
expected in the classroom and consistent  with Board 
policy and administrative regulations. 

 
 System  users  will  respect  other  people's  time  and 

Cyberspace.  Use  of  real -time  conference  features 
such  as  talk/chat/Internet  relay  chat  may  occur  only 
as   approved   by   the   teacher,   supervisor,   and   IS 
Director. System users will avoid downloading 
excessively large files and will remain on the System 
only  long  enough  to  get  needed  information  then 
exit the System. 

 

 System users will take pride in communications by 
checking spelling and grammar. 

 
 System users will respect the privacy of others by 

not reading the mail or files of others without their 
permission. 

 
 System users will cite all quotes, references, and sources. 

 
 System  users  will  adhere  to  guidelines  for 

managing  and  composing effective e-mail messages. 
 

 System  users  will  protect  password  confidentiality. 
Passwords are  not  to  be  shared  with  others.  
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 Using   another   user 's   account   or   password  or  
another may be  

IS  Director's  approval 
 
 
 

 System users will communicate only with such 
users and/or sites as authorized by the District. 

 
 System  users  will  be  forgiving  of  the  mistakes  of 

others, share their knowledge, and practice good 
mentoring techniques. 

 
 

 System users will report security problems to the 
supervisor and Support by e-mailing support©evit.com. 

 
Violations and Consequences 

 Students: 
 

 Students who violate general System user prohibitions shall be subject to 
discipline up to and including expulsion and/or revocation of  District 
System access up to and including permanent loss of privileges. 

 
 Violations of law will be reported to law enforcement officials. 

 
 Parents, students, and/or a representativ e may appeal 

disciplinary action in accordance with established District procedures. 
 

 Staff: 
 

 Staff  who  violate  general  System  user  prohibitions  shall  be  subject 
to  discipline  up  to  and  including  dismissal  in  accordance  with  Board 
policy, negotiated agreements, or applicable provisions of law. 

 
 Violations  of  the  law  will  be  reported  to  law  enforcement  officials. 

 
 Others: 

 
 Other  guest  users  who  violate  general  System  user  prohibitions  shall 

be  subject  to  suspension  of  System  access  up  to  and  including 
permanent revocation of privileges. 

 
 Violations  of  the  law  will  be  reported  to  law  enforcement  officials. 

 
Telephone/Membership/Other Charges 

 
The District assumes no responsibility or liability for any membership or phone 
charges  including,  but  not  l imited  to,  long  distance  charges,  per  minute  
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(unit)  surcharges,  and/or  equipment  or  line  costs  incurred  by  any  home  usage 
of the District's System. 

 
Any  disputes  or  problems  regarding  phone  services  for  home  users  of  the  District's 
System  are  strictly  between  the  System  user  and  his/her  local  phone  company 
and/or long distance service provider. 

 
 
 
Information Content/Third Party Supplied Information 

 

 
System  users  and  parents  of  student  System  users  are  advised  that  use  of  the 
District 's  System  may  provide  access  to  materials  that  may  be  considered 
objectionable  and  inconsistent  with  the  District's  mission  and  goals.  Parents 
should  be  aware  of  the  existence  of  such  materials  and  monitor  their  student's 
home usage of the District's System accordingly. 
Opinions,  advice,  services,  and  all  other  information  expressed  by  System  users, 
information  providers,  service  providers,  or  other  third  party  individuals  are  those 
of the providers and not the District. 

 
System  users  may  not  order  services  or  merchandise  from  other  individuals  or 
merchandise  from  other  individuals  and  agencies  that  may  be  accessed  through 
the  District's  System.  These  individuals  and  agencies  are  not  affiliated  with  the 
District.  The  District  makes  no  warranties  or  representation  whatsoever  with 
regard  to  any  goods  or  services  provided  by  the  sel ler .  Distr ict  staff  and 
administration shall not be a party to any such transactions. 

 
The  District  does  not  warrant  that  the  functions  or  services  performed  by  or  that the  

information  or  software  contained  on  the  System  will  meet  the  System  user's 
requirements  or  that  the  System  will  be  uninterrupted  or  error-free  or  that  defects 
will  be  corrected.  The  District's  System  is  provided  on  an  "as  is,  as  available" 
basis.  The  District  does  not  make  any  warranties,  whether  expressed  or  implied, 
including  without  limitation,  those  of  merchantability  and  fitness  for  a  particular 
purpose  with  respect  to  any  services  provided  by  the  System  and  any  information 

or software contained therein. 
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EXHIBIT  EXHIBIT 

USE  OF  TECHNOLOGY  RESOURCES  
IN INSTRUCTION 

 
STUDENT INTERNET ACCOUNT AGREEMENT 

 
 
1. Student Section (please print) 

 
Student Name:_______________________ Student I.D.:__________________ 

Program:     Teacher:    

Home High School: 
 
 
 

I  have  read  the  District's  Student  Internet  Policy  Handbook  and  Guidelines.  I 
agree  to  follow  the  rules  contained  in  Policy  IJNDB.  I  understand  that  violation  of 
the  rules  may  constitute  discipline  up  to  and  incl uding  expulsion  from  school 
and/or  suspension  or  revocation  of  System  access  and  related  privileges  and/or 
referral to law enforcement officials. 

 
Student Signature:________________________  Date:    

 
 
 
2. Sponsoring Teacher 

 
I  agree  to  sponsor  the  above  named  student  and  to  supervise  his/her  responsible 
use  of  the  District's  System  as  defined  by  the  District's  policies  and  administrative 
regulations while in school. 

 
Teacher's Name (please print):_________________________  Date:    

 
 
 

Teacher's Signature: 
 

 
 

2. Parent's/Guardian's Section 
 

I  have  read  the  District's  Student  Internet  Policy  Handbook  and  Guidelines.  I 
hereby  release  the  District,  its  personnel,  and  any  institutions  with  which  it  is 
affiliated,  from  any  and  all  claims  and  damages  of  any  nature  arising  from  my 
child's use of, or inability to use, the District's System, including, but not limited 
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to,  claims  that  may  arise  from  the  unauthorized  use  of  the  System  to  purchase 
products or services. I understand that I can be held liable for damages caused by my 
child's intentional misuse of the System. 

 
I  will  monitor  my  child's  use  of  the  System  and  his/her  potential  access  to  the 
Internet  and  will  accept  responsibility  for  supervision  in  that  regard  if  and  when 
my  student's  use  is  not  in  a  school  setting.  I  will  emphasize  to  my  child  the 
importance  of  following  the  rules  for  personal  safety  and  I  will  supervise  my  child's 
use of the System if my child is accessing the System from home. 

 

? I give my permission to issue: 
 

? An Internet account for my child (allows information searching and file transfer 
? A personal e-mail account (allows the sending and receiving of electronic mail. 

 

? I do not give my permission for my child to participate in the District's 
Electronic Communication System. 

 
Parent's/Guardian's 
Name (please print):    Phone:    

 
 
 
Home:     Address:    

 
 
 
Parent's/Guardian's Signature:    Date:    

 
 

SYSTEM ADMINISTRATOR USE: 
 

 
Network User Name:    

 
 
Network Temporary Password:    

 
 
Email User Name: _____________________Email Temporary Password:____________ 

 

 
System Administrator’s Initials:    Date Completed:    

 
 
 

Agreement must be renewed each School Year. 
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EXHIBIT EXHIBIT 
 

USE  OF  TECHNOLOGY  RESOURCES 
IN INSTRUCTION 

 
STAFF/GUEST INTERNET ACCOUNT AGREEMENT 

 
 

1. Staff/Guest Section (please print) 
 
 
 

Staff/Guest Name:    Job Title:    
 
 

District/Company    
 
 
I  have  read  and  agree  to  abide  by  the  Distr ict 's  Acceptable  Use  Pol icy.  I  
understand  that  my  use  of  the  Distr ict  Internet  account  is  only  for  specif ic 
educational purposes. 

 
The purpose for which this account is provided is: 

 
 
 
 
I  agree  to  limit  my  use  of  my  account  to  activities  related  to  the  above  stated 
purpose.  As  a  guest/staff  member  on  an  educational  system,  I  understand  that 
my free speech rights are limited. 

 
I  hereby  release  the  District,  its  personnel,  and  any  institutions  with  which  it  is 
affiliated, from any and all claims and damages of any nature arising from my use 
of,  or  inability  to  use,  the  District  system,  including,  but  not  limited  to  claims  that 
ma y  arise  from  the  unauthorized  use  of  the  System  to  purchase  products  or  
services.  I  understand  that  I  can  be  held  l iable  for  damages  caused  by  my 
intentional misuse of the System. 

 
I understand my account may be terminated as follows: 

 
? I may terminate my account by notifying the District. 

 

? My account may be terminated at any time upon written notice to me. In this 
event, I will be given the opportunity to remove my personal files. 

 
 
? If my account is unused for more than 90 days, it may be terminated and my personal 
files removed without notice. 



Staff/Guest  
S ignature:    Date:    

 
 
 

SYSTEM ADMINISTRATOR USE: 
 

 
Network User Name:    

 
 
Network Temporary Password:    

 
 
Email User Name: _____________________Email Temporary Password:____________ 

 
System Administrator’s Initials:    Date Completed:    

 
 
 

Agreement must be renewed each School Year. 
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EXHIBIT EXHIBIT 

USE  OF  TECHNOLOGY  RESOURCES 
IN INSTRUCTION 

 
INFORMATION FOR PARENTS 

 
 
Educational Purpose 

 

 
The Network has  been  established  for  a  limited  educational  purpose.  The  term 
"educational  purpose"  includes  classroom  activities,  career  development,  and 
limited high-quality personal research. 

 
The Network has  not been  established  as  a  public  access  service  or  a  public 
forum.  The  East  Valley  Institute  of  Technology  District No. 401, hereafter referred 
to  as  the  District,  has  the  right  to  place  reasonable  restrictions  on  the  materials 
students  will  access  or  post  through  the  System.  Students  are  also  expected  to 
follow the rules set forth in the District Student Code of Conduct rules and the law 
in their use of the Network. 
 
Students shall not use the Network for commercial purposes. This means they 
shall not offer, provide, or purchase products or services through the Network. 
 
Students shall  not use  the Network for  political  lobbying.  But,  they  may  use  the 
System  to  communicate  with  elected  representatives  and  to  express  their  opinion 
on political issues. 

 
Student Internet Access 

 
Secondary students may obtain an individual account with the approval of their 
parents/guardians and the School. 

 
Students  and  their  parents  must  sign  an  Account  Agreement  to  be  granted  an 
individual  account  on the Network. This Agreement will be renewed on an annual 
basis.  Parents/Guardians  of  secondary  students  may  withdraw  approval  at  any 
time. 

 
Post- secondary  students  may  obtain  an  individual  account  and  must  sign  an 
Account  Agreement  to  be  granted  an  individual  account  on  the Network. This 
Agreement will be renewed on an annual basis. 

 
Unacceptable Uses 

 

 
Personal Safety 
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  Users  will  not  post  personal  contact  information  about  themselves  or 

other  people.  Personal  contact  information  includes  address,  telephone,  school 
address, work address, et cetera. 

 
   Users will  not  use  chat  rooms  or  messaging  communications, 

i.e., AOL  Instant Messaging, when it is not school related or 
authorized by the teachers. 

 
  Users will not agree to meet with someone they have met on- 

line without their parent's approval and participation. 
 
  Users   wil l   promptly   disclose   to   their   teacher   or   other   school 

employee  any  message  they  receive  that  is  inappropriate  or  makes  them  feel 
uncomfortable. 

 
Illegal Activities 

 
  Users  will  not  attempt  to  gain  unauthorized  access  to  the  Network  or  to  any 

other computer system through the Network, or go beyond their 
authorized  access.  This  includes  attempting  to  log  in  through  another  person's 
account  or  accessing  another  person's  files,  or  engaging  in  "hacking".  These 
actions are illegal, even if only for the purpose of "browsing". 

 

  Users will not make deliberate attempts to disrupt the 
computer  system  performance  or  destroy  data  by  spreading  computer 
viruses or by any other means. These actions are illegal. 

 
  Users will  not use the Network  to engage in any other illegal 

act,  such  as  arranging  for  a  drug  sale  or  the  purchase  of  alcohol, 
engaging in  criminal gang activity, threatening the safety of others, et cetera. 

 
System Security 

 
  Users  are  responsible  for  the  use  of  their  individual  account  and 

should  take  all  reasonable  precautions  to  prevent  others  from  being  able  to  use 
their  account.  Under  no  conditions  should  a  user  provide  their  password  to 
another person. 

 

  Users  will  immediately  notify  the  IS  Department  (Support)  if  they 
have  identified  a  possible  security  problem.  However,  users  will  not  go looking 
for  security  problems,  because  this  may  be  construed  as  an  illegal  attempt  to 
gain access. 
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  Users will avoid the inadvertent spread of computer viruses by following 
the standard virus protection procedures established in Policy IJNDB. 

 
 
 

  Users will not download software into District computers without expressed 
permission from the IS Director. 

 
Inappropriate Language 

 
Restrictions  against  Inappropriate  Language  apply  to  public 

messages, private messages, and materials posted on Web pages. 
 

Users  wi l l  not  use  obscene,  profane,  lewd,  vu lgar ,  rude, 
inflammatory, threatening, or disrespectful language. 

 
Users will not  post information that, if acted upon, could cause 

damage or a danger of disruption. 
 

Users will not engage in personal attacks, including prejudicial or 
discriminatory attacks. 

 
Users  will  not  harass  another  person.  Harassment  is  persistently 

acting  in  a  manner  that  distresses  or  annoys  another  person.  If  a  user  is  told 
by a person to stop sending them messages, they must stop. 

 
Users will not  knowingly or recklessly post false or defamatory 

information about a person or organization. 
 
 
 
Respect for Privacy 

 
Users will not re-post a message that was sent to them privately 

without permission of the person who sent them the message. 
 

Users will not post private information about another person. 
 

 
Respecting Resources Limits 

 

 
  Users will use the System only for educational and 

professional  or  career  development  activities  (no  time  limit),  and  limited, 
high-quality program related personal research. 
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  Users will not download large files unless absolutely 
necessary.  If  necessary,  users  will  download  the  file  at  a  time  when  the 
System  is  not  being  heavi ly  used.  The  f i le  wi l l  be  removed  from  the 
System  at  the  earl iest  opportunity. 

 
  Users  wil l  not  post  chain  letters  or  engage  in  "spamming". 

Spamming is sending an annoying or unnecessary message to a large number 
of people. 

 
 
 
  Users  will  check  their  e - mail  frequently  and  delete  unwanted  messages 

promptly. 
 
  Users  will  subscribe  only  to  discussion  group  e -mails  that  are 

relevant  to  their  education  or  career  development  as  determined  by  the 
instructor. 

 
Plagiarism and Copyright Infringement 

 
  Users  will not plagiarize  works  that  they  find  on  the  Internet. 

Plagiarism is taking the ideas or writings of others and presenting them as if 
they were original to the user. 

 
  Users wil l respect the r ights of copyright owners. Copyright 

infringement  occurs  when  an  individual  inappropriately  reproduces  a  work  that 
is  protected  by  a  copyright.  I f  a  work  contains  language  that  specif ies 
acceptable use of that work, the users shall follow the expressed requirements.  If 
the  users  are  unsure  whether  or  not  they  can  use  a  work,  they  shall  request 
permission from the copyright owner. If there are questions, ask a teacher. 

 
Inappropriate Access to Material 

 
  Users  will  not  use  the  District  System  to  access  material  that  is 

profane  or  obscene  (pornography)  that  advocates  illegal  or  dangerous  acts,  or 
that advocates violence or discrimination towards other people (hate literature). 

 
  If  users  inadvertently  access  such  information  as  described  in  Policy  'ADS, 

then  they  shall  immediately  disclose  the  inadvertent  access  following  District 
procedures established in that policy. This will protect users against 
allegations that the policy has been intentionally violated. 
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  Parents  of  students  using  the  Network  should  instruct  users  if  there  are 

additional  materials  that  they  think  would  be  inappropriate  for  their  access.  The 
District  fully  expects  that  students  will  follow  their  parents'  instructions  in  this 
matter. 

 

Student Rights 
 

 
Free Speech 

 
  Users'  rights  to  free  speech,  as  set  forth  in  the  District  student 

conduct  regulations,  apply  also  to  their  communication  on  the  Internet.  The 
Network  is  considered  a  limited  forum,  and  therefore,  the  District  may  restrict 
the users' speech for valid educational reasons. The District will not restrict the 
users '  speech  on  the  basis  of  a  disagreement  wi th  the  opinions  being 
expressed. 

 
 
 
 
Search and Seizure 

 
Users should expect only limited privacy in the contents of their 

personal files on the District System and records of their on line activity. 
 

Routine  maintenance  and  monitoring  of  the  Network  may  lead  to 
discovery  that  a  user  may  have  violated  Policy  UNDB,  the  District  student 
disciplinary code, or the law. 

 
An  individual  search  wil l  be  conducted  if  there  is  reasonable 

suspicion  that  a  user  may  have  violated  Policy  IJN1DB,  the  District  student 
conduct  regulations,  or  the  law.  The  investigation  will  be  reasonable  and 
related to the suspected violation. 

 
Users' parents have the right at any time to see the contents of their 

child's/children's e-mail files. 
 
Due Process 

 
The  District  will  cooperate  fully  with  local,  state,  or  federal  officials  in 

any  investigation  concerning  or  relating  to  any  illegal  activities  conducted 
through the District System. 
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In  the  event  there  is  an  allegation  that  a  student  has  violated  the 
District's  Policy  IJN1DB  and  its  accompanying  regulation,  the  student  will  be 
provided  with  a  notice  and  opportunity  to  be  heard  in  the  manner  set  forth  in 
the student disciplinary code. 

 
Disciplinary actions will be tailored to meet specific concerns related to 

the  violation  and  to  assist  the  student  in  gaining  the  self-discipline  necessary  to 
behave  appropriately  on  an  electronic  network.  If  the  alleged  violation  also 
involves  a  violation  of  other  provisions  of  the  student  disciplinary  code,  the 
violation  will  be  handled  in  accordance  with  the  applicable  provision  of  the 
code.  Additional  restrictions  may  be  placed  on  the  use  of  the  student's  Internet 
account. 

 
Limitation of Liability 

 
The  District  makes  no  guarantee  that  the  functions  or  the  services  provided  by  or 
through  the  District  System  will  be  error-free  or  without  defect.  The  District  will 
not  be  responsible  for  any  damage  you  may  suffer,  including  but  not  limited  to, 
loss  of  data  or  interruptions  of  service.  The  District  is  not  responsible  for  the 
accuracy or quality of the information obtained through or stored on the System. 
The  District  will  not  be  responsible  for  financial  obligations  arising  through  the 
unauthorized  use  of  the  System.  Parents  can  be  held  financially  responsible  for 
any harm to the System as a result of intentional misuse. 
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COMPUTER INSTRUCTION 

 
Computers  shall  be  used  in  productive  ways  that  relate  clearly  to  the  educational 
needs of students. Emphasis shall be placed on the use of the computer as a tool 
in  the  instructional  process  to  help  them  write,  calculate,  solve  problems,  and 
gather  information.  The  computer's  role  shall  be  expanded  to  that  of  an  object  of 
ins t ruc t ion.  E lect ive  c lasses  a t  th is  leve l  sha l l  p rov ide  oppor tun i ty  for 
programming  and  computer  applications  related  to  the  world  of  work.  Students  at 
all  levels  shall  have  the  opportunity  to  develop  the  skills  necessary  to  function  in 
and contribute to society. 

 

Adopted: date of manual adoption 
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REGULATION REGULATION 

COMPUTER INSTRUCTION 
 

 
District goals for computer education are: 

 
  To utilize computers as tools in the instructional process and for the 

management of instruction. 
 
  To develop skills necessary to apply appropriate computer applications 

pertinent to an information society. 
 
 To develop an awareness and understanding of what computers can do effectively. 

 
  To develop an awareness for future trends and applications of computers in 

society. 
 

  To provide opportunities for intensive staff training in the use of 
computers in the educational setting. 
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FIELD  TRIPS  

 
Field  trips  must  be  planned  within  the  context  of  the  school  program  and  must  be 
appropriate  for  the  age  level,  grade  level,  and  curriculum.  Due  to  limitations 
imposed  by  local  conditions,  field  trips  may  be  limited  by  the  Superintendent.  All 
field  trips  must  be  specifically  approved  by  the  Superintendent  long  enough  in 
advance  so  that  arrangements  can  be  made  prior  to  the  trip.  Before  any  student 
is  taken  from  the  school  grounds  on  a  field  trip,  written  permission  must  be 
obtained  from  the  parents  or  legal  guardians.  Transportation  shall  be  provided 
only by District approved conveyances, driven by authorized personnel. 

 
In general, field trips shall be conducted within the normal school day and shall be 
limited  to  a  distance  of  not  more  than  seventy-five  (75)  miles  one  way  from  the 
school.  Longer  trips  or  overnight  trips  must  have  Governing  Board  approval.  The 
District  will  not  sponsor,  approve,  support,  or  encourage  field  trips  that  do  not 
meet  the  criteria  outlined  in  this  policy,  unless  the  Board  gives  approval  after  a 
presentation justifying the specific need for the exception. 

 

Adopted: date of manual adoption 
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REGULATION  REGULATION 

FIELD TRIPS 
 
Purpose 

 

 
Student  travel  may  be  approved  when  the  activity  provides  students  with  an 
educational  experience  directly  related  to  the  curriculum  goals  and  objectives 
adopted  by  the  Governing  Board.  The  activity  should  supplement,  extend,  or 
enrich the instructional program in a manner not possible to achieve on campus. 

 
General Information 

 
Generally, no group shall be approved for more than one (1) out-of-state trip per 
year, and no activity should be repeated yearly for any given group of students. 

 
Special  condit ions  may  require  out - of - state  travel  to  be  approved  by  the  
Superintendent, subject to later review and ratification by the Board. 

 
The  District  acknowledges  that  travel  may  be  organized  by  individuals  or  groups 
that  are  not  associated  with  or  approved  by  the  District.  Employees  of  the  District 
shall  not  engage  in  any  such  activities  while  acting  within  the  scope  of  District 
responsibilities.  Employees  shall  not  use  District  communications  or  symbols  or 
identify themselves as representatives of the District when organizing such travel. 

 
Planning,  fund  raising,  and  commitments  involving  travel  shall  be  kept  to  a 
minimum until appropriate administrative approval has been given. 

 
The  Distr ic t  does  not  encourage  t r ips  designed  pr imari ly  for  recreat ion, 
reinforcement,  or  recruitment  purposes.  Administrators  are  encouraged  to 
conduct positive reinforcement activities on the school campus. 

 
When students travel to take part in competitive events, participation shall be by 
invitation, schedule, or the result of performance in local competitions. 

 
S tudents  who  have  comple ted  g raduat ion  requ i rements  may  t rave l  as 
representatives  of  the  District  to  approved  activities.  The  graduated  students  shall 
meet all requirements of nongraduated students. 

 
Approval Procedure 

 
All  requests  for  student  travel  must  be  received  and  approved  by  the  appropriate 
administrator  a  minimum  of  ten  (10)  working  days  prior  to  the  travel  date.  Any 
request for travel must be accompanied by information relating to: 
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 Destination. 
 

 
 Purpose of the travel. 

 
 Itinerary showing the dates and times of the activities. 

 
 Financial requirements and the sources of the funds. 

 
 Student data, including but not limited to number of participants, sex, 

grade level, and related course. 

 Lodging and/or meal accommodations when necessary. 
 

 Transportation. 
 

 
 Substitute-teacher coverage. 

 
 
 
Financing 

 
 
Monies  to  fund  student  travel  may  be  derived  from  student  activities  monies, 
personal  funds,  or  District  budget  allocations.  Student  activities  monies  may  be 
used to defray the cost of student travel. 

 

 At  the  secondary  level  (grades  10  -  12),  students  may  find  it  necessary  to 
use   personal   funds   to   pay   the   difference   between   the   allocation   of 
student activities monies and the actual cost of the trip. 

 

 Monies  collected  for  student  travel  shall  not  be  in  excess  of  the  projected 
cost of the trip and shall be deposited in the appropriate student 
activities monies account. 

 
Pursuant  to  A.R.S.  15 -1241,  funds  may  be  accepted  from  the  State  Board  of 
Education  for  the  purpose  of  supporting  student  travel  to  national  academic 
competitions. 

 
Fund-raising  activities  for  the  purpose  of  financing  local  or  extended  student  travel 
mus t  be  approved  by  the  appropr ia te  adm in i s t ra to r .  The  appropr ia te 
adm in i s t ra to r  sha l l  r epo r t  a l l  app roved  f und - r a i s i ng  ac t i v i t i e s  t o  t he 
Superintendent. 

 
 
Instruction 
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Loss of instructional time for classes not associated with the travel activity shall be 
kept  to  a  minimum.  Extended  student  travel  activities  shall  not  exceed  two  (2) 
days  whi le  c lasses  are  in  sess ion.  Except ions  may  be  approved  by  the 
Superintendent. 

 
Parti cipation  in  travel  activities  where  students  bear  more  than  an  incidental 
financial  responsibility  is  voluntary.  Students  who  choose  not  to  participate  shall 
be  provided  with  other  educational  experiences  when  appropriate  and  should  not 
be  adversely  affected  in  terms  of  course  requirements,  grades,  or  eligibility  to 
participate in other activities. 

 

 
Parent/Guardian Permission for Trips 

 
I t  m ight  be  necessary  to  have  on  f i le  a  permiss ion  s l ip ,  s igned  by  the 
parent/guardian,  before  a  student  may  be  permitted  to  participate  in  a  travel 
activity. Please refer to Policy DOA for details. 

 

 
Supervision 

 
Adult supervision by certificated employees is required for all student travel. 

 
Both  male  and  female  chaperons  shall,  in  most  cases,  accompany  mixed  student 
groups on all overnight trips. Exceptions may be approved by the Superintendent. 

 
A chaperon/student ratio of 1:10 is desirable. 

 
Spouses,  classified  employees,  parents/guardians,  and  other  responsible  adults 
may   also   serve   as   chaperons   when   approved   by   the   appropriate   administrator. 
Noncertificated  chaperons  shall  receive  direction  from  and  be  responsible  to  the 
certificated individual who is coordinating the activity. 

 
The certificated employee coordinating the activity shall be responsible to maintain a 
file of parent/guardian permission forms until the activity is concluded. 

 
All  chaperons  are  expected  to  provide  close  supervision  to  students  and  to  conduct 
themselves in a manner beyond reproach throughout the travel activity. 

 
 
Transportation 

 
In most instances, District buses and/or other District vehicles shall be used for in- 
state  travel.  Generally,  District  buses  may  not  be  used  for  out-of- state  trips. 
Commercial  transportation  may  be  uti l ized  if  requested  by  the  certif icated 
employee  responsible  for  supervision  of  the  act ivi ty  and  approved  by  the 
appropriate administrator. 
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 Requests  for  District  transportation  shall  be  submitted  to  the  office  of  the 
director of business/human resources at least fifteen (15) days prior to the date of 
the  student  travel.  The  request  shall  be  signed  by  the  certificated  individual 
responsible  for  supervising  the  travel  and  the  appropriate  administrator.  The 
request  shall  also  include  the  account  number  or  other  source  of  funding  for 
the travel. 

 
 
 

 Requests  for  District  transportation  to  support  student  travel  may  be 
denied if other District-identified needs are of a higher priority. 

 
Normally,  the  use  of  school  buses  for  local  student  travel  is  limited  to  the  hours 
between  9:00  a.m.  and  1:30  p.m.  on  Monday  through  Friday.  Requests  that 
deviate from this guideline must be approved by the appropriate administrator. 

 
 Private  vehicles  owned  and  driven  by  District  employees  with  valid  drivers' 

licenses,   or   other   private   vehicles   owned   and   driven   by   nonemployee 
adults  with  valid  drivers'  licenses,  may  be  used  as  means  of  transporting 
students,  upon  approva l  by  the  appropr ia te  admin is t ra to r  and  the 
d i rec to r o f business/human  resources.  Prior  to  transporting  students, 
the  owner  of  the  private  vehicle  shall  have  on  file  in  the  office  of  the 
appropriate  administrator proof of a minimum liability coverage of $100,000.00 - 
$300,000.00. 

 
 District   employees   must   possess   valid   Arizona   operators'   licenses   to 

transport students in District-owned cars or vans. 
 
Students  are  expected  to  use  District  transportation  when  provided  unless  other 
arrangements  are  made  by  parents/guardians  and  approved  by  the  appropriate 
administrator.  Students  may  use  personal  vehicles  to  transport  themselves  to 
curriculum-related  or  extracurricular  activities  when  there  is  valid  justification,  and 
only under the following conditions: 

 
 Parents/guardians of students who drive must provide written permission, with 

justification, to the appropriate administrator for approval and the files. 
 
No  student  shall  be  given  permission  by  any  employee  to  use  said  student's 
personal vehicle to leave campus for the purpose of securing class materials. 
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F I E L D  T R I P S  
 

O V E R   7 5   M I L E S   O N E   W A Y / O V E R N I G H T / 

OUT-OF-STATE FIELD TRIP REQUEST 

MUST  BE  SUBMITTED  TO  THE  PRINCIPAL  NO  LESS  THAN 
SEVEN (7) WORKING DAYS PRIOR TO THE BOARD MEETING 

 

 
 
 
Group    Related Course    

 
 
Event    

 
 
Location    Dates of travel    

 
 
Certificated supervisor of travel    

 
 
Purpose as related to educational goals and objectives    

 
 
 
 
 
 
 
 
 
Total number of students traveling: 

 
_______Male    Female Chaperon/student ratio:     

 
 

Itinerary 
 

 
Departure from    Day/date/time    

 
 
Return to    Day/date/time    

 
 
Approximate miles to destination    

 
 
Total days away    Total school days away    
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Financial Requirements 

Total cost per student    Total cost paid by student account    
 
 
Student activity accounts number(s) from which expenses will be paid    

 
 
 
 
 

Lodging 
 

 
Name of hotel/motel    

 
 
Address    Phone #    

 
 
 

Transportation 
 
 
District vehicle: ? Bus ? Van ? Car 

 

Commercial transportation    
 

Contact person    Phone #    
 
Private vehicle type    License plate # 
Registered to     Driver's license # 

 
Operator of a private vehicle must have on file with the unit administrator 
proof of a minimum $100,000 - $300,000 liability coverage. 

 
Attachments 

 

? 1. List of chaperons, their positions, travel costs, and funding source (list if 
only one).     

 
 
 
 
 
 
? 2. Itinerary showing dates, times, and activities. 
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? 3. Brochures and other information. 
 

? 
 

4. 
 

Individual teacher travel requests. 
 

? 
 

5. 
 

Student organization minutes approving expenditure of student funds.
 

? 
 

6. 
 

Substitute teacher required? 0 Yes 0 No. 
 

? 7. Name of substitute teacher, if known    
 
 
Date submitted to principal    

 
 
Signature of certificated supervisor of travel 

 
 
Date    

 
 

Approval 
 
 

Approved Not Approved Date 
 
 
Principal 

 
 
Superintendent   __ 

 
 
Governing Board 

 
 
Administrative Response    
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COMMUNITY RESOURCE PERSONS / SPEAKERS 
 
The  District  recognizes  that  one  of  the  greatest  resources  of  the  school  is  to  be 
found  in  the  people  of  the  community  who  have  special  knowledge  and  particular 
talents  to  contribute  to  the  school  program.  Therefore,  the  use  of  community 
resources  and  c i t izens  to  serve  in  fur ther ing  the  educat ional  program  is 
encouraged.  Staff  members  s hould  study  the  needs  of  the  school,  survey  the 
resources  available  in  the  school  community,  weigh  their  probable  usefulness,  and 
then  present  to  the  Principal  for  approval  any  staff-developed  plans  for  using 
those  community  resources.  The  Principal  will  consider  all  such  plans, on both 
their merit and their implications, as if they were to be carried out  throughout the 
District.  Use  of  outside  personnel  and  resources  would  be  under  procedures 
authorized by the Principal. 

 
Adopted: November 13, 2008 
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SCHOOL VOLUNTEERS 

 
Volunteers  can  make  many  va luable  cont r ibut ions  to  the  s tudents  and 
educat ional  p rog rams  o f  t he  D is t r i c t .  A  vo lun tee r  p rog ram  i s  approved 
sub jec t  t o  su i tab le  rules,  safeguards,  and  regulat ions  as  developed  by 
the  Superintendent.  

 
 
The  Super in tenden t  sha l l  p romote  approp r ia te  annua l  recogn i t i on  o f 
vo lun tee r  services.  

 
Adopted: date  of  man ual  adopt ion  

 
LEGAL  REF.:  A.R.S. 13-3716 

15-512 
23-901.06 

 
CROSS  REF.:  GCFC   -  Professional  Staff  Certification  and 

Credentialing  Requirements  (f ingerprint ing  requirements) 
GDFA   -   Support  Staff  Qualifications  and  Requirements  

(f ingerprint ing  requirements)  
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REGULATION REGULATION 

SCHOOL VOLUNTEERS 
 

 

General guidelines for volunteers: 
 

 
  Volunteers shall not replace paid school staff members. The presence of 

volunteers does not mean that fewer employees shall be hired. 
 

Volunteers,  in  all  instances,  shall  work  under  the  direct  supervision  of 
school  personnel.  When  volunteers  work  directly  with  students,  the  activities 
shall be under the direct supervision of a teacher or administrator. 

 
  Because  school  personnel  are  responsible  for  the  instruction,  safety,  and 

discipline  of  students,  there  are  several  tasks  that  are  not  to  be  performed  by 
volunteers.  Volunteers  shall  not  provide  the  curriculum  or  the  teaching  plan, 
diagnose  student  needs  or  evaluate  achievement,  or  counsel  or  discipline 
students. Volunteers shall not have access to student cumulative records. 

 
New  community  volunteers  (those  who  do  not  currently  have  students 

a t tend ing  school )  a re  requ i red  to  complete  a  screen ing  fo rm  before 
consideration  is  given  for  volunteer  positions  in  the  District.  This  process 
includes a reference check. 

 
The director of business/human resources shall: 

 
 Publicize needs for, recruit, and identify volunteers. 

 
  Conduct appropriate orientation and in-service training programs and help 

volunteers to feel and become part of the District by providing 
information, advice, and assistance. 

 
  Assist the school and offices in locating individuals who possess 

special talents and abilities needed by the school. 
 
  Periodically   report   to   the   Superintendent   and   the   Governing   Board 

regarding   progress   and   problems   of   community   participation,   and   recommend 
appropriate  steps  to  ensure  optimum  benefit  by  community  participants  in 
school programs. 

 
The District will comply with A.R.S. 15-512. 
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REPORT CARDS / PROGRESS REPORTS 

Student Progress Reports 
 
It  is  essential  that  students'  progress  in  school  be  fully  communicated  to  their 
parents. 

 
The  school  will  report  students'  progress  to  the  students  and  to  their  parents  or 
guardians as appropriate. The reports will be clear, concise, and accurate, and will 
provide  a  basis  of  understanding  among  teachers,  parents,  and  students  for  the 
benefit  of  the  individual  students.  The  Superintendent  will  develop  progress  report 
forms or cards in accordance with this policy. 

 
The following specific requirements are established: 

 

 
 Parents  will  be  informed  regularly,  and  at  least  four  times  a  year,  as  to  the 

progress their children are making in school. 
 

 Parents  will  be  alerted  and  conferred  with  as  soon  as  possible  when  a 
student's  performance  or  attitude  becomes  unsatisfactory  or  shows  marked  or 
sudden  deterioration.  The  progress  of  all  students  will  be  reviewed  at 
the  midpoint of each grading period. 

 
 Insofar  as  possible,  distinctions  will  be  made  between  a  student's  attitude  and 

academic performance. 
 

 At comparable levels, the school will strive for consistency in grading and reporting 
except as this is inappropriate for certain classes or certain students. 

 
 When  no  grades  are  given  but  evaluation  is  made  informally  in  terms  of  the 

student's  own  progress,  such  evaluation  will  be  a  realistic  appraisal  of  the  skills 
developed by the student. 

 
 When  grades  are  given,  school  staff  members  will  take  particular  care  to 

explain  to  parents  the  meaning  of  marks  and  symbols  as  they  apply  to  student 
achievement. 
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Adopted: date of manual adoption 
L E G A L  REF.: A.R.S. 15-709 

15-746 
15-767 
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PARENT CONFERENCES 

 
Parent/teacher   conferences   may   be   conducted.   The   Superintendent   will   establish 
procedures  for  such  conferences.  In  addition  to  scheduled  opportunities,  parents 
shall  have  opportunities  to  arrange  conferences  with  teachers  at  other  times 
during the year. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-901 

 
CROSS REF.: IKAB - Report Cards/Progress Reports 
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HOMEWORK  

 
The development of study skills and self-discipline are integral and indispensable 
elements of a quality educational process. 

 
Homework  should  be  assigned  consistent  with  the  maturity,  special  needs, 
potential,  and  achievement  level  of  the  individual  student.  It  should  not  carry  the 
stigma  of  punishment.  Its  assignment  should  be  specifically  addressed  to  the 
objectives  of  the  instructional  program,  and,  in  addition,  students  should  develop 
responsibility  for  actively  pursuing  knowledge  without  immediate  supervision 
outside as well as within the classroom. 

 
Students,  regardless  of  their  intellectual  capacity,  should  understand  that  mastery 
of  skills  is  not  always  possible  within  the  time  constraints  of  the  classroom.  Each 
student  should  leave  the  District  with  a  firm  foundation  for  pursuing  knowledge 
and developing skills on an independent basis. 

 
The Superintendent is responsible for procedures that will achieve objectives 
through homework, including, but not limited to, the following: 

 
  Intervention that changes deficient performance to performance that meets 

acceptable standards. 
 
  Reinforcement  and  mastery  of  critical  skills  and  concepts.  Special 

emphasis will be placed on the mastery of basic skills. 
 
  Challenge through exploration of concepts and skills that complement and 

elaborate those introduced in the classroom. 
  Feedback from the teacher through correction and clarification of all 

outside assignments. 

Adopted: date of manual adoption 
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EVALUATION OF INSTRUCTIONAL PROGRAMS 

 
The  Distr ict  shal l  maintain  an  instruct ional  improvement  system  for  the 
purpose of evaluat ing the ef fect iveness of ex is t ing programs. The 
purposes  of  the  evaluat ion  process  shall:  

 

 
 Provide  data  for  improving  program  content  and  process.  

 
  Determine  i f  the  staff  is  meeting  expectat ions  as  prescribed  in  the 

Arizona Revised Statutes, Sta te Board of Education pol icies and 
regulat ions,   and   Distr ict   Governing   Board   policies   and   administrative 
regulations.  

 
Determine  i f  the  Distr ict  is  meeting  program 

expectat ions.  Adopted:  date  of  manual  adopt ion 

LEGAL  REF.:  A.R.S. 15-321 
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TEACHING METHODS 

 

 
(Lesson Plans) 

 
 
 
The Board considers written lesson plans a useful tool to ensure continuity of 
instruction. 

 
The  Superintendent  shall  establish  procedures  that  set  forth  the  requirements  for 
lesson  plans  and  for  their  preparation  and  review.  Such  procedures  shall  reflect 
current  standards  of  the  profession  and  shall  have  as  their  primary  objective  the 
best possible educational program for the students of the District. 

 
To  facilitate  more  effective  instruction,  lesson  plans  should  be  prepared  sufficiently 
in  advance  of  the  class  presentation  to  allow  plan  books  to  be  inspected  and 
compared to the guidelines established by the Superintendent. 

 
Teachers shall make thorough preparation for all daily lessons and shall prepare 
their plans to reflect such preparation. 

 
Adopted: date of manual adoption 
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REGULATION REGULATION 

 
TEACHING METHODS 

 

 
(Lesson Plans) 

 
 
 
Guidelines for the implementation of this administrative regulation shall include: 

 

 
 

 Lesson plans shall be developed and shall reflect the scope and sequence 
of the courses of instruction. Acceptable alternatives may be approved by the 
principal. 

 
 

 Lesson  plans  should  include  information  pertinent  to  the  effective 
implementation of a lesson. When commercially prepared plans are in 
use, lesson plans may simply refer to the appropriate aspects of such plans. 

 
 

 While teachers are required to be thoroughly prepared for each daily 
lesson, plans may be prepared for each lesson or on a long-term basis 
(i.e., unit of work), whichever is most appropriate. Material to be used in a 
lesson(s) - such as duplicated material, cassette tapes, films, filmstrips, 
transparencies - may serve as an integral part of the plan. 

 
 

 Lesson plans for individualized programs should be consistent with the 
general overview and purpose of the instructional program. The progress 
of individual student(s) must be a consideration in the plan. 

 
 Teachers are to provide adequate directions for substitutes, the purpose of 

which  shall  be  to  co ntinue,  i f  possible,  the  ongoing  program  or,  i f  
more  appropriate, a meaningful educational alternative that relates to the 
subject area. 

 
 Copies of lesson plans must be available for substitute teachers. 

 
 
 
 
 
 
 
 
 
 
E.V.I.T. SCHOOL DISTRICT NO. 401 Page 1 of 1 



I - 8 0 0 0 © I M B  
TEACHING  ABOUT  CONTROVERSIAL  /  SENSITIVE  ISSUES  

 
Democrat ic  t radi t ion  of ten  involves  deal ing  wi th  controvers ia l  issues. 
Knowledge  and  understanding  of  such  issues  are  an  indispensable  part  
of  educat ion.  

 
 
T h e  t e a c h e r  h o l d s  a p o s i t i o n   o f  a u t h o r i t y a n d r e s p e c t i n  t h e 
c l a s s r o o m a n d communi ty , and by v i r tue of that posi t ion has great 
in f luence  in  the  format ion  of  the  va lues  o f  a l l  s tudents .  I t  must  be  c lear 
tha t persona l v iews are  no t  a par t  o f   the   instruct iona l   program   and 
must  be  tempered  by  the  responsib i l i ty  to  mainta in  professionalism.  

 
 
To  ensure  that  controvers ia l  issues  are  deal t  wi th  fa i r ly  and  object ive ly , 
and   wi th   ins t ruc t ion   as   the i r   goa l ,   such   issues   may   be   a   par t   o f   the 
cur r icu lum  as  long  as  the  fol l owing  policies  are  observed:  

 
 
 Teachers  should  inst ruct  s tudents  in  the  pr inc ip les  and  techniques  

of the scient i f ic method and provide opportunit ies for pract ice in 
apply ing  establ ished  facts  to  specific  problems.  

 

 
T e a c h e r s  s h o u l d  s e e k  t o  d e v e l o p  i n  s t u d e n t s  t h e  i d e a l s  o f 

t r u t h  a n d  honesty.  
 
  Al l personnel should seek to create an atmosphere in which 

d i f ference  of  opinion  can  be  voiced  wi thout  fear  and  host i l i ty  and  wi th 
mutual  respect  for  a l l  viewpoints. 

 

 
Cons t i t u t i ona l gua ran tees o f due p rocess and f reedom o f 

speech  w i l l  c o n t i n u e  t o  b e  o b s e r v e d  a s  t o  s t u d e n t s  a n d  t e a c h e r s 
a l i k e  w h e n  t h e y  a r e  involved  in  a  controversial  issue.  

 

 
  Teachers shou ld  encourage the suspens ion o f judgment  and 

conc lus ions  unt i l al l relevant  and  signif icant  facts have been 
assembled,  cr i t ical ly  examined,  and  checked  for  accuracy.  

 
  Teachers  should  seek  to  develop  in  s tudents  a  sense  of 

responsib i l i ty  for  their  beliefs,  opinions,  att i tudes,  and  actions.  
 
  Teachers  shou ld  p lace  ma jo r  emphas is  upon  "why"  and  "how"  to 

th ink  rather  than  "what"  to  think.  
 
Adopted: date  of  manual  adopt ion  
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FLAG  DISPLAYS  

 
 
The  school  shall  display  the  American  f lag  and  the  Arizona  state  f lag  in 
appropriate  locations. 

 
Adopted: date  of  manual  adopt ion  

 

 
LEGAL  REF.:  A.R.S. 15 - 506  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
E.V.I.T. SCHOOL DISTRICT NO. 401 Page 1 of  1 



I  -  8  5  5  0 © I   M  G  
ANIMALS  IN  SCHOOLS  

 
 
The  Supe r in tenden t  may  es tab l i sh  p rocedu res  f o r  app rop r i a te l y  and 
humane ly b r i n g i n g l i v e  a n i m a l s i n t o  a c l a s s r o o m .  S u c h 
p r o c e d u r e s  s h a l l f o r b i d t h e transporting of  l ive  animals on school 
buses.  

 
 
Seeing - eye and serv ice dogs are permi t ted on school buses and in 
c lassrooms  to  per form  the  funct ions  for  which  they  are  t ra ined.  A  dog's 
laminated  ident i f icat ion  card  may  be  requested  for  veri f icat ion.  

 
Adopted: date  of  manual  adopt ion  

 
LEGAL  REF.:  A.R.S. 11-1024 

A.A.C. R17 - 9 - 104  
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REGULATION  REGULATION 

ANIMALS IN SCHOOLS 
 
An imals  may  be  b rought  in to  the  c lassroom  fo r  educat iona l  purposes. 
However ,  they  must  be  appropr ia te ly  and  humane ly  cared  fo r  and p roper l y  
hand led .  Any  p e r s o n  w h o  w i s h e s  t o  b r i n g  a n  a n i m a l  i n t o  t h e c l a s s r o o m  
m u s t  r e c e i v e  p r i o r  pe rm iss i on  f r om  t he  Supe r i n tenden t .  
T h e  f o l l o w i n g  g u i d e l i n e s  s h a l l  a p p l y  t o  animals  in  the  schools:  

 
 

 Prior  to  grant ing  permission,  teachers  should  check  wi th  the  school 
f i rs t - a id  e mployee  regard ing  any  known  a l le rg ies  among  s tudents  
in  the  c lassroom.  I f  a l le rg ies  exist ,  parents  must  be  contacted  for  
further  direct ion.  

 
 

 Animals  shall  not  be  transported  on  school  buses.  
 

 Teachers  must  assume  pr imary  respons ib i l i t y  fo r  the  humane  and 
proper  treatment  of  any  animals  in  the  classroom.  

 
 Only   the   teacher   or   s tudents   des ignated   by   the   teacher   are   to 

handle  the  animals. 
 

 I f  an imals  are  to  be  kept  in  the  c lassroom  on  days  when  c lasses 
are  no t  in  sess ion,  the  teacher  must  make  arrangements  for  thei r 
care  and  safety.  

 
 Staf f members or  s tudents  who have been b i t ten by an animal 

shal l  repor t  s u c h i n c i d e n t t o t h e D e a n o f   S t u d e n t s a n d t h e 
f i r s t - a i d e m p l o y e e i m m e d i a t e l y .  T h e Super in tendent should  
n ot i fy the publ ic heal th author i t ies i f the in jury  mer i ts medica l 
fo l low - up.   Publ ic  heal th author i t ies  should determine the  
appropr ia te   act ion   and   per iod   of   conf inement   for   an   animal   i f   an 
in jury resul ts. Any animal involved in a serious injury  must be 
impo unded unti l authorizat ion for release  is granted by health  
authori t ies.  

 
 

 A n i m a l s  s h a l l  b e  r e t a i n e d  i n  c o n t a i n e r s  a p p r o p r i a t e  t o  m i n i m i z e 
t h e  potential  for  endangering  the  health  and  safety  of  individuals.  

 
 A n i m a l s s h a l l h a v e a d i r e c t r e l a t i o n s h i p t o t h e D i s t r i c t ' s 

a p p r o v e d  curriculum. 
 

 Animals  shal l  be  handled  in  a  manner  so  as  to  min imize  the  
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potent ia l  for  legal  l iabi l i ty  in  the  event  of  an  injury  to  a  student  or  an 
adult.  

 
Animals  owned  by  the  District  are  the  legal  responsibil ity  of  the  employees 
assigned  the  responsibility  for  their  use  and  care.  The  use  of  animals  from  other 
sources  shall  not  be  encouraged.  However,  if  used,  the  above  criteria  must  be 
satisfied. 

 
Any time animals or insects are used in classrooms, students and others involved 
shall  be  instructed  as  to  restrictions,  limitations,  and/or  dangers  in  their  handling 
and care. 
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CLASS INTERRUPTIONS 

 
The Super in tendent sha l l es tab l ish regu la t ions  l imi t ing c lass 
in ter rupt ions , w i th p a r t i c u l a r  e m p h a s i s  o n u s e o f c o m m u n i c a t i o n 
d e v i c e s  a n d  i n t e r r u p t i o n s  b y  salespersons  or  visi tors.  

 
Adopted: date  of  manual  adopt ion  
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REGULATION REGULATION 

 

CLASS  INTERRUPTIONS  
 
It will be the responsibility of the principal to limit the clerical duties of classroom 
teachers  as  much  as  possible  and  to  reduce,  to  a  minimum,  interruptions  of 
classroom programs. Teachers should not be called out of their classrooms for 
te lephone  ca l l s ,  sa lespersons,  or  v is i tors .  Except ions  may  be  made  in 
emergencies. The classroom setting shall not be interrupted by the use of the 
interschool communication system unless authorized by the principal. 
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J-0050 JA 
STUDENT POLICIES GOALS / PRIORITY OBJECTIVES 

 
The Superintendent will establish an environment conducive to the best learning 
achievement for each student through meeting the following goals: 

 
 To individualize the learning program in order to provide appropriately for 
each student. 

 
To protect and observe the legal rights of students. 

 
 To  enhance  the  self-image  of  individual  students  through  helping  them  feel 
respected  and  worthy,  and  through  a  learning  environment  that  provides 
positive encouragement. 

 
 To  provide  an  environment  of  reality  in  which  students  can  learn  personal 
and  civic  responsibility  for  their  actions  through  meaningful  experiences  as 
school citizens. 

 
 To deal with students in matters of discipline in a just and constructive 
manner. 

 
 To provide, in every way feasible, for the safety, health, and welfare of 
students. 

 
 To promote regular attendance and good work. 

 

Adopted: date of manual adoption 
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EQUAL EDUCATIONAL OPPORTUNITIES 

 
The  r ight  of  a  student  to  part ic ipate  ful ly  in  c lassroom  instruct ion  shal l 
not be abridged   or   imp aired   because   of   race,   color,   religion,   sex,   age, 
national  origin, and disability,  or  any  other  reason  not  related  to  the  student's 
individual capabilities. 

 
The right of students to participate in extracurricular activities shall be 
dependent  only upon  the i r maintain ing the minimum academic and 
behavioral   s tandards   established  by  the  Board  and  their  individual  ability  in  the 
extracurricular activity. 

 
Adopted: November 13, 2008 

 
LEGAL REF.: 20 U.S.C. 794, Rehabilitation Act of 1973, Section 
504 20 U.S.C. 1401, Individuals with Disabilities Education Act 
20 U.S.C. 1681, Education Amendments of 1972, Title IX 

(P.L. 92-318) 
20 U.S.C. 1703, Equal Educational Opportunities Act 
20 U.S.C. 2000, Civil Rights Act of 1964, as amended in 

1972, Title VI, Title VII 
Arizona Constitution, Act XI, Sec. 6 

 
CROSS REF.:   AC - Nondiscrimination 

ACA - Sexual Harassment 
GBA - Equal Employment Opportunity 
IHBA - Special Educational Programs and 

Accommodations for Disabled Students 
KED - Public Concerns/Complaints about Facilities 

or Services 
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Student Violence/Harassment/intimidation/Bullying 
 
It is District policy to strive for a learning environment for students that is free 
from harassment. The District will take appropriate and effective actions, within 
defined legal parameters, to achieve this goal. 
 
If a student believes he or she has been subject to harassment under this policy, 
the student should report the behavior to a teacher, counselor, or school 
administrator. For the purpose of this policy harassment may, depending on all 
the circumstances, be defined as: 
 
Bullying:  Bullying may occur when a student, or group of students, engages in 
any form of behavior that includes such acts as intimidation and/or harassment 
that: 

 has the effect of physically harming a student, damaging a student's 
property, or placing a student in reasonable fear of harm or damage to 
property 

 is sufficiently severe, persistent or pervasive that the action, behavior, or 
threat creates an intimidating, threatening, or abusive environment in the 
form of physical or emotional harm  

 occurs when there is a real or perceived imbalance of power or strength, 
or may constitute a violation of law 

 

Bullying of a student, or group of students, can be manifested through written, 
verbal, physical, or emotional means and may occur in a variety of forms 
including, but not limited to: 
 

 verbal, written/printed or graphic exposure to derogatory comments, 
extortion, exploitation, name calling, or rumor spreading either directly 
though another person, group or through cyber-bullying 

 exposure to social exclusion or ostracism 
 physical contact including, but not limited to, pushing, hitting, kicking, 

shoving, or spitting, damage to or theft of personal property 
 
Cyber-bullying:   
Cyber-bullying is, but not limited to, any act of bullying committed by use of 
electronic technology or electronic communication devices, including telephonic 
devices, social networking and other internet communications, on school 
computers, networks, forums and mailing lists, or other District-owned property, 
and by means of an individual’s personal electronic media and equipment. 
Cyber-bullying may include threats, hate speech, ridicule or posting false 
statements to humiliate a student.  
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Harassment:   
Harassment is intentional behavior by a student, or group of students, that is 
disturbing or threatening to another student or group of students.  Intentional 
behaviors that characterize harassment include, but are not limited to, stalking, 
hazing, social exclusion, name calling, unwanted physical contact and 
unwelcome verbal or written comments, photographs and graphics. Harassment 
may be related, but not limited to, race, religion, color, national origin, sex, 
disability, gender identity or sexual orientation, cultural background, economic 
status, size or personal appearance.  Harassing behaviors can be direct or 
indirect and by use of social media.  
 
Intimidation:  
Intimidation is intentional behavior by a student, or group of students, that places 
another student, or group of students, in fear of harm of person or property.  
Intimidation can be manifested emotionally or physically, either directly or 
indirectly, and by use of social media.  
“Bullying” as used in this policy refers to “harassment, intimidation, and bullying.” 
 
Prohibitions and Discipline 
Students are prohibited from bullying on school grounds, school property, school 
buses, at school bus stops, at school sponsored events and activities, and 
through the use of electronic technology or electronic communication on school 
computers, networks, forums or mailing lists. 
 
Disciplinary action may result from bullying which occurs outside of the school 
and the school day when such bullying results in a substantial physical, mental, 
or emotional negative effect on the victim while on school grounds, school 
property, school buses, at school bus stops, or at school sponsored events and 
activities or when an act(s) interferes with the authority of the school system to 
maintain order.  All suspected violations of law will be reported to local law 
enforcement. 
 
Reporting Incidents of Bullying 
A student who is experiencing bullying, or believes another student is 
experiencing bullying, is to report the situation to the principal or another school 
employee.  A school employee, who becomes aware of or suspects a student is 
being bullied, shall immediately notify the school administrator and make a report 
in writing.  School personnel shall maintain confidentiality of the reported 
information.   
 
The initial notification of an alleged incident may be provided verbally.  A detailed 
written description of the incident and any other relevant information must be 
provided on Complaint Form Appendix A and submitted to administration within  
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one (1) school day of the verbal report.  Should the principal be the employee 
who observes, is informed of, or suspects a student is experiencing bullying, the 
principal shall document the incident or concern in writing.  Failure by an 
employee to report a suspected case of bullying known to the employee may 
result in disciplinary action up to suspension without pay or dismissal pursuant to 
Board Policies GCQF. 
 
Reprisal by any student or staff member directed toward a student or employee 
related to the reporting of a case of bullying or a suspected case of bullying shall 
not be tolerated, and the individual(s) will be subject to the disciplines set out in 
applicable District policies and administrative regulations. 
 
If a bullying incident is reported, the administration shall provide to the student 
who has allegedly been bullied a written copy of student rights, protections and 
support services available to the student and shall notify the student’s parent(s) 
of the report.  
 
Knowingly submitting a false report under this policy shall subject the student to 
discipline up to and including suspension or expulsion.  Where disciplinary action 
is necessary pursuant to any part of this policy, relevant District policies shall be 
followed. 
 
Investigating Incidents of Bullying 
The administration shall investigate all reports of bullying.  If the principal 
determines that bullying has occurred, discipline will be administered pursuant to 
Board Policies.  The administration will meet with the alleged victim on 
completion and disposition of the investigation to review the findings of the 
investigation and, if bullying has occurred, notify the victim of the action taken.  
Regardless of the outcome of the investigation, the principal will meet with the 
alleged perpetrator to review the findings of the investigation and, if bullying has 
occurred, notify the perpetrator of the discipline that will be administered.   
 
Subject to the restrictions of the Family Educational Rights and Privacy Act 
(FERPA) set out in policy JR, the parent(s) or guardian(s) of the involved 
students shall also be informed of the findings of the investigation. 
The Superintendent shall establish procedures designed to protect the health 
and safety of students who are physically harmed as the result of bullying.  
These will include, when appropriate, procedures for contacting emergency 
medical services, law enforcement agencies or both.   
 
Law enforcement authorities shall be notified any time District officials have a 
reasonable belief that an incidence of bullying is a violation of the law. 
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Documentation of all incidents reported pursuant to this policy shall be 
maintained by the District for not less than six (6) years.  In the event the District 
provides documentation of reported incidents to persons other than school 
officials or law enforcement, all individually identifiable information shall be 
redacted.  Restrictions established by FERPA on disclosure of personally 
identifiable student information must be observed at all times. 
 
Disseminating Information on Bullying 
The Superintendent shall establish procedures for the dissemination of 
information to students, parents and guardians.  The information will include, but 
is not limited to, Governing Board policies, incident reporting, support services 
(proactive and reactive) and student's rights.  The dissemination of this 
information shall: 
 

 occur during the first (1st) week of each school year 
 be provided to each incoming student during the school year at the time of 

the student’s registration 
 be posted in each classroom and in common areas of the school 
 be summarized in the student handbook and on the District website 

 
The Superintendent shall establish procedures for the dissemination of 
information to District employees including, but not limited to: 
 

 Governing Board policy  
 preventive measures  
 incident reporting procedures  
 available support services for students (both proactive and reactive), and 

student rights   
 

Information will be provided to staff members at the beginning of each 
instructional year and on the first day of employment for new employees.  

 

Adopted: December 12, 2011 
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BULLYING PREVENTION AND INTERVENTION INCIDENT REPORTING FORM  
 
1.   Name of Reporter/Person Filing the Report: __________________________________________________________  
 (Note: Reports may be made anonymously, but no disciplinary action will be taken against an alleged aggressor solely on the  
 basis of an anonymous report.)  

2.   Check whether you are the: Target of the behavior Reporter (not the target) 

3.   Check whether you are a: Student Staff member (specify role)  _______________________________ 

Parent Administrator Other (specify) ______________________ 

Your contact information/telephone number:_________________________________________________________  

4.   If student, state your program: _________________________________________________   Grade: ____________  

5.   If staff member, state your work site:  _______________________________________________________________  
 
 
6.   Information about the Incident:  

Name of Target (of behavior): ____________________________________________________________________  

Name of Aggressor (Person who engaged in the behavior): ___________________________________________ 

Date(s) of Incident(s):  __________________________________________________________________________ 

Time When Incident(s) Occurred:  ________________________________________________________________ 

Location of Incident(s) (Be as specific as possible): _________________________________________________ 
 
 
7.   Witnesses (List people who saw the incident or have information about it):  

Name: _________________________________________ Student Staff Other ________________________ 

Name: _________________________________________ Student Staff Other ________________________ 

Name: _________________________________________ Student Staff Other ________________________ 
 

8.  Describe the details of the incident including names of people involved, what occurred, and what each person did and 
said, including specific words used.  Please use additional space on back if necessary.  

 
 
 
 
 
 

 
 
 
 
 
 
FOR ADMINISTRATIVE USE ONLY  

9.  Signature of Person Filing this Report: ___________________________________________ Date: _______________  
(Note: Reports may be filed anonymously.)  

10:  Form Given to: __________________________________   Position: ______________________ Date:  ___________  

Signature: ______________________________________________________ Date Received:  _______________ 
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II. INVESTIGATION  
1.   Investigator(s):___________________________________________________ Position(s):______________________ 

2.   Interviews: 

□ Interviewed aggressor Name: ___________________________________ 

□ Interviewed target Name: ___________________________________ 

□ Interviewed witnesses Name: ___________________________________ 

Name: ___________________________________ 

3.   Any prior documented incidents by the aggressor? □ Yes □ No 

Date: ___________________  

Date: ___________________  

Date: ___________________  

Date:   ___________________  

If yes, have incidents involved target or target group previously? □ Yes □ No 

Any previous incidents with findings of BULLYING, RETALIATION □ Yes □ No 

Summary of Investigation:  
 
 
 
 
 
 
 
 
 
 
 
 

(Please use additional paper and attach to this document as needed)  

III. CONCLUSIONS FROM THE INVESTIGATION  

1.  Finding of bullying or retaliation: 

□ YES 

□ Bullying  

□ Retaliation 

2.  Contacts:  

 □ Target’s parent/guardian    Date: ______________ 

□ NO 

□ Incident documented as ___________________________  
□ Discipline referral only ____________________________ 

 

□ Aggressor’s parent/guardian    Date: ________________  

□ Law Enforcement     Date: ___________________ 

3.  Action Taken: 

□ Loss of Privileges □ Detention □ Suspension 

□ Community Service □ Education □ Other ________________________________ 

4.   Describe Safety Planning:  _____________________________________________________________________________  

 Follow-up with Target:  scheduled for __________________________   Initial and date when completed: _________  

 Follow-up with Aggressor:  scheduled for _______________________  Initial and date when completed: _________  
 

Report forwarded to Principal: Date__________________  Report forwarded to Superintendent:  Date_________________  
(If principal was not the investigator)  

 

Signature and Title: ___________________________________________________________   Date: _________________  
 
 
 

E.V.I.T. SCHOOL DISTRICT NO. 401                                                          Page 2 of 2 
 



J-0261 JBB-R 
 
 
REGULATION REGULATION REGULATION 

 

HARASSMENT OF STUDENTS 

Compliance Officer 

The  Superintendent  shall  be  the  compliance  off icer.  Any  person  who  feels 
un lawfu l ly  d iscr iminated  against  or  to  have  been  the  v ic t im  o f  un lawfu l 
discrimination  by  an  employee  or  student  of  the  District  or  who  knows  of  such 
d iscr iminat ion  aga ins t  another  person  should  f i le  a  compla in t  w i th  the 
Superintendent.  If  the  Superintendent  is  the  one  alleged  to  have  unlawfully 
discriminated,  the  complaint  shall  be  filed  with  the  President  of  the  Governing 
Board. 

 
Complaint Procedure 

 
The District is committed to investigating each complaint and to taking appropriate 
action  on  all  confirmed  violations  of  policy.  The  Superintendent  shall  investigate 
and  document  complaints  filed  pursuant  to  this  regulation  as  soon  as  reasonable. 
In  investigating  the  complaint,  the  Superintendent  will  maintain  confidentiality  to 
the  extent  reasonably  possible.  The  Superintendent  shall  also  investigate  
incidents of policy violation that are raised by the Governing Board. 

 
If  after  the  initial  investigation  the  Superintendent  has  reason  to  believe  that  a 
violation  of  policy  has  occurred,  the  Superintendent  shall  determine  whether  to 
hold  an  administrative  hearing  and/or  to  recommend  bringing  the  matter  before 
t he  Board.  If  there  is  reason  to  believe  that  the  Superintendent  has  violated  
policy, the complaint shall be make to the President of the Governing Board. 

 
If the person alleged to have violated this regulation is a student, the due process 
provisions  of  the  District's  policy  3K  shall  apply.  If  the  person  alleged  to  have 
violated this regulation is a teacher or administrator, the due process provisions of 
the  District's  policy  GCQF  shall  apply,  except  that  the  supervising  administrator 
may  be  assigned  to  conduct  the  hearing.  In  cases  of  serious  misconduct, 
dismissal or suspension proceedings in accordance with A.R.S. 15-539 et seq. may 
be  initiated.  If  the  person  alleged  to  have  violated  this  regulation  is  a  classified 
employee,  the  Superintendent  may  impose  discipline  under  Policy  GDQD  if  the 
evidence  so  warrants.  The  Superintendent  also  may  impose  a  suspension  without 
pay, or recommend dismissal, or other appropriate discipline. 

 

If  the  Superintendent's  investigation  reveals  no  reasonable  cause  to  believe  that 
th is  regulat ion  has  been  v iolated,  the  Superintendent  shal l  so  inform  the 
complaining party in writing. 
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EXHIBIT  EXHIBIT 

HARASSMENT OF STUDENTS 
 

COMPLAINT FORM 
 

(To be filed with the compliance officer as provided in JFCL-R) 
 

Please Print: 
 

Name:    Date:    
 

Address    
 

Telephone     EVIT Class    
 

Incident information: 
This incident involved: (check all that apply) 

 
 

    Sexual harassment    Harassment about race, ethnicity, or color 
 
 
   Harassment about religion   Harassment about gender 

 

 
   Harassment about disability   Harassment about sexual orientation 

 
 
Date and location of alleged incident: 

 
Name of the person you believe did the harassing:    

 
Describe  the  incident  as  clearly  as  you  can  using  specif ic  words  or  actions  
you  heard or observed: 

 
 
 
 
 
 

List any witnesses:  
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I hereby certify that the information I have provided in this complaint is true, 
correct and complete to the best of my knowledge. 

 
Complainant's signature     Date     

 

 
Received by    Date    
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STUDENT ATTENDANCE 

 
The parent or guardian is  charged by law with responsibi l i ty for the 
student 's  consistent  school  attendance.  The  Superintendent  will  enforce  the 
laws  regarding  attendance,  with  consideration  for  the  var iables  that  affect 
children and  families. The Superintendent wil l place emphasis  on  the 
prevention  and  correction  of  the  causes of absenteeism. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-346 

15-771 
15-802 
15-804 
15-805 
15-806 
15-807 
15-826 
15-843 
15-872 
15-873 

 
 
CROSS REF.:  JH  -  Student  Absences  and  Excuses  
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REGULATION  REGULATION 

STUDENT ATTENDANCE 
 
Attendance Records 

 

 
Each  t ime  a  class  meets,  the  teacher  shall  check  and  formally  record  the 
attendance of all students assigned to the class. The name of any absent student 
shall  be  entered  on  the  prescribed  attendance/absence  report  and  be  submitted  to 
the office. 

 
A master list of student absences will be prepared daily from attendance reports 
received in the office. 

 
The school administrator is accountable for assuring that accurate and timely daily 
records of student membership and attendance are maintained. 
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COMPULSORY ATTENDANCE AGES 

Every child between the ages of six (6) and sixteen (16) years shall attend a 
school and shall be provided instruction in at least the subjects of reading, 
grammar, mathematics, social studies, and science. The person who has 
custody of the child shall choose a public, private, charter, or home school as 
defined in A.R.S. 15-802 to provide instruction. 

The parent or person who has custody of the child shall do the following: 

 If the child will attend a public, private, or charter school, enroll the 
child and ensure that the child attends the public, private, or charter 
school for the full time that school is in session. If the child attends a 
school that is operated on a year-around basis, the child shall regularly 
attend during school sessions that total not less than one hundred 
eighty (180) school days or two hundred (200) school days ,  as  
appl icab le ,  o r  the  equiva len t  as  approved  by  the  
Superintendent of Public Instruction. 

 If the child will attend a private school or home school, file an affidavit of 
intent with the County School Superintendent stating that the child is 
attending a regularly organized private school or is being provided 
instruction in a home school, in accord with A.R.S. 15-802. 

 If the child will attend home school, the child has not reached eight (8) 
years of age by September 1 of the school year, and the person who has 
custody of the child does not desire to begin home instruction until the 
child has reached eight (8) years of age, file an affidavit of intent 
pursuant to A.R.S. 15-802 stating that the person who has custody of 
the child does not desire to begin home school instruction. 

A person is excused from the duties prescribed above if it is shown to the 
satisfaction of the school principal or the school principal's designee: 

 The child is in such physical or mental condition that attendance at a 
public school is inexpedient or impracticable. 

 The child has completed the high school courses necessary for 
completion of grade ten (10) as prescribed by the State Board of 
Education. 

 The child has presented reasons for nonattendance at a public school 
which are satisfactory to the school principal or the school principal's 
designee. For purposes of this paragraph, the principal's designee may 
be the School District Governing Board. 
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EXHIBIT EXHIBIT 

 The child is over fourteen (14) years of age and is, with the consent of 
the person who has custody of the child, employed at some lawful wage- 
earning occupation. 

 The child is an enrollee in a work training, career education, vocational, 
or manual training program that meets the educational standards 
established and approved by the Department of Education. 

 The child was either suspended and not directed to participate in an 
alternative education program or expelled from school as provided in 
law. 

 The child is enrolled in an education program provided by a state 
educational or other institution. 

E.V.I.T. SCHOOL DISTRICT NO. 401 Page 2 of 2 

J-0581                JEA-E



 

ENTRANCE AGE REQUIREMENTS 

 

Special Preschool 
 

A child evaluated and recommended for special services for a disability in 
accord with statute, and who has reached the third (3rd) birthday, may be 
admitted to preschool. If otherwise eligible, the District may admit a child 
who is within ninety (90) days of reaching age three (3) years if it is 
determined to be in the best interest of the individual. The Superintendent 
shall make such determination based upon one (1) or more consultations with 
parent(s), guardian(s), the child, and the multidisciplinary placement team. 
 

Kindergarten and First Grade 

For admission to kindergarten, children must be five (5) years of age prior to 
September 1 of the current school year. If a full-day kindergarten is 
provided, the parent of a student eligible for full-day kindergarten shall be 
offered the opportunity to choose either a half-day or a full-day kindergarten 
program. The District shall provide an academically meaningful half-day 
kindergarten program in each District school where the half-day student 
enrollment is sufficient to fill a class with approximately the same number of 
students as the District-wide kindergarten classroom average. 
 

Children may be admitted to first grade who are six (6) years of age, or shall be 
deemed six (6) years of age if they reach such age prior to September 1 of the 
current school year. 
 

The Board may admit children who have not reached the required age as 
prescribed above if it is determined to be in the best interest of the children, and 
such children must reach the required age of five (5) for kindergarten and 
six (6) for first grade by January 1 of the current school year. 
 

For a child who has not reached six (6) years of age (five [5] for kindergarten) 
before September, the determination of whether to admit shall be based upon 
one (1) or more consultations with the parent(s) or guardian(s), the child, the 
teacher, the school principal, and/or professional consultants. 
 

When a child who has not reached age five (5) prior to September 1 was 
admitted for early enrollment in kindergarten, and the child then repeats 
kindergarten in the following year, the District is not eligible to receive basic 
state aid for the child's second year. When a child who has not reached age five 
(5) prior to September 1 was admitted for early enrollment in kindergarten 
but does not remain enrolled the District may receive a portion of basic 
state aid on behalf of that child in the subsequent year. The District may charge 
tuition for any child who is ineligible for basic state aid pursuant to A.R.S. 15-
821.  

J-0600                    JEB
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High School 

A high school graduate with a recognized diploma may be refused admission. 

Students between the ages of sixteen (16) and twenty-one (21) years shall be 
admitted to high school. A student under sixteen (16) years of age who does not 
hold an eighth-grade certificate of promotion may be admitted to high 
school under the following conditions: 

• The student must meet competency requirements in the adopted 
standards for promotion of students from the eighth (8th) grade as 
determined by the State Board of Education in the areas of reading, 
writing, mathematics, science, and social studies. 

The Superintendent will develop procedures for the student to demonstrate 
competency in the standards adopted by the State Board of Education. 

Residency Verification 

In accordance with guidelines and forms adopted by the Arizona Department of 
Education the District shall require and maintain verifiable documentation of 
residency in the State of Arizona for pupils who enroll in the District.  

Adopted: February 13, 2012 
LEGAL REF.: A.R.S. 15-701 15-771 

15-701.01 15-821 
15-703 15-901 
15-766 15-901.02 
15-767 
Section 78, Arizona Laws 2009, HB 2011 

A.A.C. R7-2-301 

CROSS REF.: JF - Student Admissions 
JHD - Exclusions and Exemptions from School Attendance                            
JLC - Student Health Services and Requirements 
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J-0650  JF 

STUDENT ADMISSIONS 

Over  Twenty - Two  (22)  Years  of  Age  or  Older  
 
 
A  person  over  twenty-two  (22)  years  of  age  may  be  admitted  on  a  tuition  basis 
contingent  upon  satisfactory  completion  of  the  admission  process,  availability  of 
classroom capacity, and satisfaction of the following conditions: 

 
 Applicants must: 

 
 Submit a copy of their official high school transcript with proof of high school 

graduation; or 
 

 Submit a copy of their general education diploma (GED) or GED 
transcript. If there is no high school diploma or GED, they must enroll at the 
same time in a GED preparatory program. 

 
 

 Submit a  signed  permission sl ip  and agreement  to   permit  a 
background  check  of  prior  residency  and  any  criminal  activity,  certifying  on 
the  prescribed  notarized  forms  whether  they  are  awaiting  trial  on  or  have 
ever  been  convicted  of  or  admitted  in  open  court  or  pursuant  to  a  plea 
agreement,  committing  any  of  the  criminal  offenses  listed  in  Arizona  or  similar 
offenses  in  any other jurisd iction. Admission may be denied or 
at tendance  terminated  i f  a  record  contradic t ing  the  s tatement  g iven  
is  found. 

 
 Each  appl icant  must  meet  the  academic  e l ig ib i l i ty  prerequis i tes  for 

any program   for   which   they   may   apply   as   established   and   applied 
uniformly  to  all  admitted students. 

 
Adopted:  November  13,  2008  

 
LEGAL REF.: A.R.S. 15-828 

42 U.S.C. 11301, McKinney-Vento Homeless Assistance Act of 2001 
 
CROSS REF.: IKEB - Acceleration 

JFAA - Admission of Resident Students 
JFAB - Admission of Nonresident Students 
JFABD - Admission of Homeless Students 
JFB - Open Enrollment 
JG - Assignment of Students to Classes 

and Grade Levels JLCB - Immunizations  of Students 
JLH - Missing Students 
JR - Student Records 
JRCA - Request for Transfer of Records 
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EXHIBIT EXHIBIT 

STUDENT ADMISSIONS 
 
 
 
Name Date of Birth 
I,   ,  being  duly  sworn,  do  hereby  certify  that  I  have  never  been 
convicted  of  or  admitted  in  open  court  or  pursuant  to  a  plea agreement committing, 
and am not now awaiting trial for committing, any of the following criminal offenses in 
the state of Arizona or similar offenses in any other jurisdiction: 

 

 
Sexual abuse of a minor 

 
Incest 

 
First- or second-degree murder 

 
Kidnapping 

 
Arson 

 
Sexual Assault 

 
Sexual exploitation of a minor 

 
Felony offenses involving contributing to the 
delinquency of a minor 

 
Felony offenses involving sale, 

distribution, or transportation of, 
offer to sell, transport, or 

distribute 
or conspiracy to sell, transport, or 
distribute marijuana or dangerous 
or narcotic drugs 

Felony offenses involving the possession or use of 
marijuana, dangerous drugs or narcotic drugs 
Misdemeanor offenses involving the 
possession or use of marijuana or 

dangerous drugs 
 
Burglary in the first degree 
 
Burglary in the second or third degree 
 
Aggravated or armed robbery 
 
Robbery 
 
A dangerous crime against children as defined in A.R.S. 13- 
604.01 
 
Child Abuse 
 
Sexual conduct with a minor 

Molestation of a child 

Manslaughter 

Assault or Aggravated assault 
 
Exploitation of minors involving drug 

offenses 
 
 
 

Signature Date signed 
 
Subscribed, sworn to, and acknowledged before me by ________________________________________, 

This_______ day of ___________________, 20__. 

in   County, Arizona. 

My Commissions Expires     

Notary Public    
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A  D  M  I  S  S  I  O  N O  F  

RESIDENT STUDENTS 
 
A  student  who  is  a  resident  of  the  Joint  Vocational  District,  is  under  twenty-two 
(22)  years  of  age,  is  registered  in  a  public  high  school  within  the  District,  and 
meets  other  prerequisites  shall  be  admitted  without  payment  of  tuition  to  the 
school. 

 
The following students are residents of the District: 

 
 A  student  who  is  in  the  legal  custody  of  a  natural  or  adoptive  parent  or 
other  person  to  whom  custody  has  been  granted  by  a  court  order  and  who 
resides with the parent or other person in the District. 

 

 A  student  who  is  an  emancipated  minor  and  whose  place  of  residence  is  in 
the  Dis t r i c t .  When  determin ing  whether  a  minor  is  emancipated,  the 
Superintendent  will  consider  such  factors  as  whether  the  student  is  married, 
financially  independent,  and  residing  away  from  the  family  domicile  with 
parental consent. 

 

 A student who is 18 years of age or older and whose place of residence is in 
the District. 

 

 A student who is homeless, and who attended a school in the District at the 
time of becoming homeless. 

 
The  residency  of  a  student,  natural  or  adoptive  parent,  or  other  person  to  whom 
custody  of  the  student  has  been  granted  by  court  order  shall  be  based  upon 
evidence  of  the  individual's  physical  presence  and  intent  to  remain  in  the  District. 
Such  evidence  of  residency  may  include,  without  limitation,  landlord - tenant 
agreements, rent receipts, and receipts for utility payments. 

 

Adopted:  September  13,  2004  
 

LEGAL REF.: A.R.S. 15-816 et seq. 
15-821 
15-823 
15-824 

42 U.S.C. 11301, McKinney-Vento Homeless Assistance 
 

 
Act of 2001 

 
CROSS REF.: IKEB - Acceleration 

JFAB - Admission of Nonresident Students 
JFABD - Admission of Homeless Students 
JFB - Open Enrollment 
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JG - Assignment of Students to Classes and Grade Levels JLCB - Immunizations of 
Students 
JLH - Missing Students 
JR - Student Records 
JRCA - Request for Transfer of Records 
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TUITION / ADMISSION OF 
NONRESIDENT STUDENTS 

 
For  purposes  of  open  enrollment  a  "nonresident  pupil"  means  a  student  who 
resides  in  this  state  and  who  is  enrolled  in  or  is  seeking  enrollment  in  the  high 
school  of  a  district  other  than  the  high  school  of  a  district  in  which  the  student 
resides.  A  student  who  is  not  a  resident  of  the  East  Valley  Institute  of  Technology 
(EVIT)  District  but  is  a  resident  of  Arizona  and  who  is  admitted  to  the  high  school 
of  an  EVIT  attendance  district  under  open  enrollment  established  by  state  law  and 
District policy shall be admitted to EVIT without payment of tuition. 

 
A  person  over  twenty-two  (22)  years  of  age  may  be  admitted  on  a  tuition  basis 
contingent  upon  satisfactory  completion  of  the  admission  process,  availability  of 
classroom capacity, and satisfaction of admission criteria. 

 

 
"Residence" Defined 

 

 
The residence of a student is the residence of the person having legal custody of 
the student, except as provided in A.R.S. 15-823 through A.R.S. 15-825. 

 

Residency  of  the  parent/guardian  or  surrogate  may  be  determined  by  showing  the 
individual's  presence  and  intent  to  remain  in  the  District.  Docume ntation  of 
residency  may  include,  but  is  not  limited  to,  landlord-tenant  agreements,  rent  or 
lease receipts, and receipts for utility payments. 

 
Adopted: September 13, 2004 

 
LEGAL REF.: A.R.S. 8-201 

15-816 through 15-816.07 
15-821 

15-823  through 15-825 
42 U.S.C. 11301, McKinney-Vento Homeless Assistance 

 
Act of 2001 

 
CROSS REF.: IKEB - Acceleration 

JFABD - Admission of Homeless Students 
JFB - Open Enrollment 
JG - Assignment of Students to Classes and Grade Levels 
JLCB - Immunizations of Students 
JLH - Missing Students 
JR - Student Records 
JRCA - Request for Transfer of Records 

 
 
 

E.V.I.T. SCHOOL DISTRICT NO.  401 Page 1 of  1 



J - 1 3 0 0 © J F C  
STUDENT WITHDRAWAL FROM SCHOOL / DROPOUTS 

 
A  withdrawal  form  shall  be  presented  to  the  parent  or  legal  guardian  of  a  student 
who  may  or  must  withdraw  from  school.  The  withdrawal  form  shall  include  space 
for  the  reason  for  withdrawal  and  the  signature  of  an  official  of  the  school  from 
which the student has withdrawn. 

 
Reasons for withdrawal may include: 

 
 Parents or legal guardians moving from the District or to an area served by 
another school within the District. 

 
 Parents requesting the withdrawal of students who have passed their 
sixteenth birthday. 

 
 Expulsion or long-term suspension by the Board. 

 
Upon withdrawal, the student shall check in all books and other District property 
through the office of the school that was attended. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-827 

15-828 
15-829 

 
 

CROSS REF.: JF - Student Admissions 
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STUDENT ABSENCES AND EXCUSES 

 
The  regular  school  attendance  of  a  child  of  school  age  is  required  by  state  law. 
Regular  school  attendance  is  essential  for  success  in  school;  therefore,  absences 
shall  be  excused  only  for  necessary  and  important  reasons.  Such  reasons  include 
illness,  bereavement,  other  family  emergencies,  and  observance  of  major  religious 
holidays of the family's faith. 

 
In  the  event  of  a  necessary  absence  known  in  advance,  the  parent  is  expected  to 
inform  the  school;  if  the  absence  is  caused  by  emergency,  such  as  illness,  the 
parent is expected to telephone the school office. 

 
When  Absent  from  School  

 
 
State  law  mandates  that  the  school  record  reasons  for  all  student  absences. 
Therefore,  when  a  student  is  absent,  it  will  be  necessary  for  the  parent  to  call  the 
school on or before the day of the absence in order to advise the school as to the 
reason  for  the  absence.  When  it  is  impossible  to  call  on  the  day  of  the  absence, 
the  school  should  be  notified  on  the  morning  the  student  returns,  in  time  for  the 
student  to  obtain  an  admission  slip  prior  to  the  student's  first  class.  All  absences 
not verified by parental or administrative authorization will remain unexcused. 

 
If a parent does not have access to a phone, either at home or at work, a note will 
be accepted for verification purposes. 

 
For absences greater than one day in length, the school should be notified each 
day of the absence. 

 

 
Al l  personnel  wil l  sol ici t  cooperation  from  parents  in  the  matter  of  school 
attendance and punctuality, particularly in regard to the following: 

 
 

 The scheduling of medical and dental appointments after school hours 
except in cases of emergency. 

 
 

 The scheduling of family vacations during school vacation and recess 
periods. 

 
The  school  may  require  an  appointment  card  or  a  letter  from  a  hospital  or  clinic 
when  the  parent  has  not  notified  the  school  of  an  appointment  of  a  medical  or 
dental nature. 

 
School administrators are authorized to excuse students from school for necessary 
and justifiable reasons. 
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Adopted:  December 13, 2008 

 
 
 
 
LEGAL  REF.: A.R.S.  15-346 

15-802 
15-806 
15-807 
15-843 
15-873 
15-902 

 
CROSS  REF.:  JE  -  Student  Attendance  
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TRUANCY 

 
A  child  between  the  ages  of  six  and  sixteen  failing  to  attend  school  during  the 
hours  school  is  in  session  is  truant  unless  excused  pursuant  to  A.R.S.  15-802,  15- 
803, or 15-901. 

 
Truant  means  an  unexcused  absence  for  at  least  one  class  period  during the day. 
This includes absence from any class, study hall, or activity during the school day 
for  which  the  student  is  scheduled.  It  also  includes  any  after  school  special  help 
session or disciplinary session that the student has been directed to attend. 

 
Unexcused  absence  for  at  least  five  school  days  within  a  school  year  constitutes 
habitual  truancy.  The  Superintendent  will  establish  procedures  to  identify  and  deal 
with  unexcused  absences,  beginning  with  notification  of  parents.  Continued 
violat ion  may  le ad  to  suspension  from  school,  with  re- admittance  only  with 
permission from the Superintendent's office. 

 
Adopted: date of manual adoption 

 
LEGAL REF. A.R.S. 8-201 

15-802 
15-803 
15-804 
15-805 
15-841 
15-843 

 
CROSS REF.: JEA - Compulsory Attendance Ages 
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EXCLUSIONS AND EXEMPTIONS FROM SCHOOL ATTENDANCE 

 
 

(Chronic Health Conditions) 
 
 

The  District  will  provide  appropriate  educational  opportunities  for  any  student 
identified by a licensed physician or podiatrist as having a chronic health condition 
that  will  affect  regular  school  attendance.  Homework  will  be  made  available  in  a 
timely  manner  to  ensure  that  such  students  have  the  opportunity  to  successfully 
complete  assignments  and  avoid  losing  credit  because  of  their  absence  from 
school.  The  assigned  teacher(s)  shall  have  the  responsibility  to  provide,  in  a 
timely  manner,  homework  for  students  designated  as  having  chronic  health 
conditions.  Further,  students  with  chronic  health  conditions  shall  be  provided 
flexibility  in  physical  education  activity  requirements  so  that  they  may  participate 
in the regular physical education program to the extent that their health permits. 
Staff members responsible for physical education activities programs shall develop 
and implement such guidelines. 

 
The Superintendent shall develop regulations for meeting the requirements of this 
policy. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-346 

15-761 
15-843 
15-902 
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REGULATION REGULATION 
 

EXCLUSIONS  AND  EXEMPTIONS 
FROM SCHOOL ATTENDANCE 

 
(Chronic Health Conditions) 

Identification/Referral Process 

Staff members shall be informed of procedures to follow in serving "students with 
chronic  health  conditions."  Teachers  will  review  registration  data  and  make  note 
of  any  students  who  were  previously  served  as  students  with  chronic  health  
conditions. 

 
Registration  forms,  enrollment  data,  and  attendance  registers  will  identify  certified 
students  with  chronic  health  conditions  who  are  eligible  for  modified  instructional 
services. 

 
The screening procedures used to screen kindergarten students and new enrollees 
for  possible  referral  to  special  education  or  compensatory  programs  will  provide  an 
indication  of  whether  students  with  high  absenteeism  have  health  conditions  that 
may be considered chronic if they are due solely to illness, disease, or accident. 
Students can be identified or referred at any time during the school year. 

 
The person responsible for collection of attendance data shall be informed of these 
available  services  and  should  be  given  direction  for  noting  whether  a  student's 
frequent  absences  are  due  to  il lness,  disease,  or  an  accident.  Registration, 
enrollment, and attendance procedures shall indicate eligible students with chronic 
health  conditions  for  documenting  ADM  adjustments  with  the  Arizona  Department 
of Education, School Finance Section. 

 
When  a  student  is  identified  as  possibly  requiring  services  as  a  student  with  a 
chronic  health  condition  (via  registration,  screening  procedures,  attendance  data, 
or parent referral), a medical certification form with a letter of explanation shall be 
sent  to  the  parents,  to  be  returned  within  thirty  (30)  days.  The  teacher  and 
parent  shal l  meet  within  f i f teen  (15)  days  fol lowing  return  of  the  medical 
certification. 

 
Upon referral of a student for medical certification, the school first-aid employee, if 
applicable,  shall  be  consulted  to  include  any  medical  data  in  the  student’s 
health  records  (i.e.,  the  annual  report  that  identifies  types  of  chronic  illnesses 
monitored). 
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Eligibility Criteria 
 
 

The parents shall submit a written medical certification to the District, which will include: 
 

 
 Medical diagnosis. 

 
 Medical prognosis. 

 
 Physical l imitat ions affect ing physical educat ion act iv i t ies and 

requirements. 
 

 Anticipated surgeries, treatment, or hospitalizations that, although not 
expected  to  cause  sufficient  absences  to  require  homebound  services, 
may interfere with regular school attendance. 

 
 Physician's signature and date signed. 

 
The appropriate instructional services needed are to be recommended by the teacher 
a f te r consu l ta t i on w i th the pa ren t acco rd ing to the fo l l ow ing 
considerations: 

 
 The  nature  of  the  health  condition  relevant  to  the  student's  anticipated 

activity level during absences (based on review of the medical certification). 
 

 The student's academic capacity. 
 

 The   teacher's   recommendations   for   service   delivery   based   on   course-work 
difficulty and the student's ability to learn independently. 

 
 The  amount  of  face-to-face  instruction  time  required  by  the  student  for 

optimum continuous learning outside the regular classroom. 
 

 The most appropriate service delivery in order to maint ain integration in the 
career  and  technical  education program as much as possible. 

 
After  the  teacher  and  the  parent  have  discussed  the  student 's  needs,  an 
instructional  agreement  will  be  recommended  by  the  parent  and  the  teacher 
specifying  the  delivery  and  return  of  homework  assignments  and  anticipated 
contact  time  with  the  teacher  to  assist  the  student  in  completing  required  course 
w o r k   du r i ng   absences .   Th is   ag reemen t ,   t oge the r   w i t h   t he   t eache r ' s 
recommendation  for  appropriate  instructional  services,  will  be  forwarded  to  the 
administration  for  review  and  modification,  if  necessary,  prior  to  signature  by  the 
parent, teacher, and Superintendent. 
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If the absences of a student who is classified and has served as a student with a 
chronic  health  condition  amount  to  three  school  months  (or  60  school  days), 
another  medical  certification  shall  be  obtained  and  reviewed  by  the  teacher  and 
the  parent.  They  shall  discuss  the  appropriate  service  delivery  necessary  for 
continuous  learning.  If  homebound  services  are  appropriate,  the  policies  for 
referral shall be followed, which may entail: 

 
 Obtaining parental consent to evaluate. 

 
 Obtaining medical certification. 

 
On a yearly basis, the District shall review instructional needs of any student with a 
chronic  health  condition.  An  updated  medical  certification  shall  be  obtained  for 
each school year to verify  the  need  for  continuing  instructional  modifications  and 
ADM  adjustments,  if  applicable.  However,  the  student  may  be  recertified  at  any 
time to reevaluate appropriate services needed. 

 

 
Miscellaneous Provisions 

 
Homework assignments will be provided  during absences  of  students  with  chronic 
health  conditions,  and  credit  will  be  given  for  course  work  completed  within 
established time lines. 

 
Students  with  chronic  health  conditions  will  be  given  credit  for  completed  course 
work if frequent absenteeism is due to chronic health conditions as certified by a 
licensed physician. 

 
The  counselors  who  schedule  students  with  chronic  health  conditions  will  take  into 
consideration  the  anticipated  days  of  absence  (noted  on  the  medical  certification 
form)  and  the  feasibil ity  of  completing  courses  requiring  laboratory  work  or 
vocational workshops. 
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EXHIBIT  EXHIBIT 

E X C L U S I O N S  A N D  E X E M P T I O N S  
FROM SCHOOL ATTENDANCE 

 
 
Dear     

 
 
This  letter  is  to  inform  you  that  the  School  District  makes  special  arrangements  for 
homework  assignments  for  certain  students  who  have  "chronic  (recurring)  health 
conditions."  As  a  result  of  frequent  absences  from  school  because  of  illness  or  an 
accident,    may be eligible to receive modified instructional services 
provided for "students with chronic health conditions." 

 
A  form  is  enclosed  asking  your  family  physician  to  state  how  this  health  condition 
is  affecting  school  attendance.  If  your  physician  believes  the  condition  to  be 
"chronic"  and  anticipates  frequent  absences  for  the  school  year  (but  fewer  than  60 
school  days,  as  for  homebound  services),  please  ask  the  physician  to  fill  out  the 
medical certification form and return it to the school. 

 
If       is eligible as a "student with a chronic health condition," the 
school  will  make  sure  that  you  receive  homework  and  contact  with  a  teacher  during 
necessary absences. The teacher will work out an agreement for homework 
assignments  with  you  to  assure  receipt  of  credit  for  completed  homework. 

 
If you have any questions, please contact me at 

 
Sincerely, 
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EXHIBIT  EXHIBIT 

E X C L U S I O N S  A N D  E X E M P T I O N S  
FROM SCHOOL ATTENDANCE 

 
MEDICAL  CERTIFICATION  OF  STUDENTS  WITH 

CHRONIC  HEALTH  CONDITIONS  
(Obtained from a licensed physician or podiatrist) 

 
 
 
 
 
Student's name Parent's name Address 

 
 
 
 
District School Grade level 

 
 
 
Date of birth Phone number Date of initial consultation 

 
 
 
Medical diagnosis:    

 

 
 
 
 
 
 
 
Medical Prognosis:    

 

 
 
 
 
Physical limitations affecting physical education activities:    

 
 
Anticipated absences due solely to illness, disease, or accident (include 
surgeries, treatments, or hospitalizations that may interfere with school 
attendance during the ________year):    
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Example 1: 's physical condition may result in frequent 
absences in the school year that may exceed ten (10) consecutive school days per 
semester, but I do not anticipate that       will be absent enough days 
to require special education homebound services. 

 
Example 2: will require three hospitalizations of approximately 
four (4) days' duration each and three to five (3  -  5)  treatments  of  one  day each 
during the school year. 

 
Other relevant information: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Type or print physician's name and licensed title 
 
 
 
 
Date Physician's signature and title 
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EXHIBIT EXHIBIT 

 

E X C L U S I O N S  A N D  E X E M P T I O N S 
FROM SCHOOL ATTENDANCE 

 
INSTRUCTIONAL  AGREEMENT  FOR  STUDENTS  WITH 

CHRONIC HEALTH CONDITIONS 
 

School year      
 
 
 
 
 
Student's name Grade level Date 

 
 
 
Parent's name Address  

 
 
Person responsible for Position School 

 
Homework coordination 

 

 
Eligibility checklist: 
   1. Medical certification of chronic health condition (diagnosis, 
prognosis, and inability to attend school regularly). 

  2. Medical certification of physical limitations for physical education. 
 

   3. District office has noted chronic condition on attendance register. 
 

  4. If applicable, the school nurse informed of student’s chronic 
health condition. 

  5. Student’s teacher(s) informed of student’s chronic health 
condition. 

  6. If applicable, school counselor informed of student’s chronic 
health condition. 

  7. Physical education activities/requirements adapted according to 
medical certification. 

  8. Certificated teacher to provide homework and contact with 
  ___ during absences for the school year as follows: 
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  9. Parent/guardian agrees to return completed Signature 
homework to the school for absences during the school year as follows: 

 
 
 
 
 
 
 
Approved:    

Superintendent's signature 
 
 
Annual review of instructional agreement: 

 
? Number of excused ? Promotion requirements ? Transcripts & 

 
absences due to met via completed home- attendance rec- 
chronic condition  work for excused absences  ord attached 

 
For the   school year, ? should / ? should not be registered as having a 
chronic health condition. 

 
 
 
 
Superintendent's signature Parent's signature 

 
 
 
Date 
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STUDENT RIGHTS AND RESPONSIBILITIES 

 

 
This policy sets forth guidelines by which student rights are to be determined 
consistent with law. 

 
The  Board  has  the  authority  and  responsibility  to  establish  reasonable  rules  and 
regulations  for  the  conduct  and  deportment  of  students  of  the  District.  At  the 
same  time,  no  student  shall  be  deprived  of  equal  treatment  and  equal  access  to 
the  educational  program,  due  process,  and  free  expression  and  association  in 
accordance with these guidelines. 

 
Attendant  upon  the  rights  established  for  each  student  are  certain  responsibilities, 
which  include  respect  for  the  rights  of  others,  obedience  to  properly  constituted 
school authority, and compliance with the rules and regulations of this District. 

 
Students who have reached the age of eighteen years possess the full rights of 
adults and may authorize school matters previously handled by their parents. 

 
The  Superintendent  shall  develop  and  promulgate  administrative  procedures 
consistent  with  law  and  Board  policy  to  ensure  that  student  rights  under  varying 
conditions are properly described. 

 

Such procedures shall be reviewed annually and updated when required. 
 
Adopted: date of manual adoption 

 
 
LEGAL REF.: A.R.S. 15-341 

15-841 
15-842 
15-843 
15-844 

 
CROSS REF.: JKD -  Student Suspension/Expulsion/Due-Process Rights 

JLI - Student Safety 
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REGULATION  REGULATION 

STUDENT RIGHTS AND RESPONSIBILITIES 
All students are entitled to enjoy the basic rights of citizenship that are recognized 
and  protected  by  laws  of  this  country  and  state  for  persons  of  their  age  and 
maturity. Each student is obligated to respect the rights of classmates, teachers, 
and other school personnel. The school shall foster a climate of mutual respect for 
the rights of others. Such environment will enhance both the educational purpose 
for which the District exists and the educational program designed to achieve that 

purpose. 
 
 
All District personnel shall recognize and respect the rights of students, just as  all 
students  shall  exercise  their  rights  responsibly,  with  due  regard  for  the  equal 
rights  of  others  and  in  compliance  with  the  rules  and  regulations  established  for 
the  orderly  conduct  of  the  educational  mission  of  the  District.  Students  who 
violate the rights of others or who violate rules and regulations of the District or of 
their  school  are  subject  to  appropriate  disciplinary  measures  designed  to  correct 
their own misconduct and to promote adherence by them and by other students to 
the responsibilities of citizens in the school community. 

 
The  following  basic  guidelines  of  rights  and  responsibilities  shall  not  be  construed 
to  be  all-inclusive,  nor  shall  it  in  any  way  diminish  the  legal  authority  of  school 
officials and the Governing Board to deal with disruptive students. 

 
 
Rights: 

 
 Students have the right to a meaningful education that will be of value to 
them for the rest of their lives. 

 
 Students  have  the  right  to  a  meaningful  curriculum  and  the  right  to  voice 
their  opinions,  through  representatives  of  the  student  government,  in  the 
development of such a curriculum. 

 
 Students have the right to physical safety, safe buildings, and sanitary 
facilities. 

 
Students  have  the  right  to  consultation  with  teachers,  counselors, 

administrators,  and  anyone  else  connected  with  the  school  if  they  so  desire, 
without fear of reprisal. 

 
 

Students have the right to free elections of their peers in student 
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government,  and  al l  students  have  the  r ight  to  seek  and  hold  off ice  
in  accordance  with  the  provisions  of  the  student  government  constitution 
and in keeping with the extracurricular guidelines of the District. 

 
 Students  have  the  right  to  be  made  aware  of  administrative  and/or  faculty 
committee   decisions   and   to   be   aware   of   the   policies   set   forth   by   the 
Governing Board and school. 

 
 Legal  guardians  or  authorized  representatives  have  the  right  to  see 
the  personal files, cumulative folders, or transcripts of  their children who are 
under the age of 18 years. School authorities may determine the time and manner 
of presentation of this information. 

 
 Students' academic performance shall be  the prime criterion  for 
academic grades; however, noncompliance with  school  rules and 
regulations may affect grades (e.g., unexcused absences). 

 
 Students shall not be subjected to unreasonable or excessive punishment. 

 
 

 Students  have  the  right  to  be  involved  in  school  activities,  provided 
they meet  the  reasonable  qual i f icat ions  of  sponsoring  organizat ions, 
state  organizations, and school regulations. 

 
 Married  students  share  these  rights  and  responsibilities,  including 
the  opportunity  to  participate  in  the  full  range  of  activities  offered  by  the 
school, and shall be subject to the rules and regulations of the school. 

 
 

Responsibilities: 
 

Students have the responsibil ity to respect the rights of all 
persons  involved  in  the  educational  process  and  to  exercise  the  highest 
degree of self-  discipline   in   observing   and   adhering   to   school   rules   and 
regulations. 

 

 
Students  have  the  responsibility  to  take  maximum  advantage  of 

the educational   opportunities   available   and   seek   to   achieve   a   meaningful 
education. 

 
 All  members  of  the  school  community,  including  students,  parents, 
and  school staff members, have the responsibility to promote regular 
attendance at school. 
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 Students have the responsibility to protect school property, equip- 
ment, books, and other materials issued to or used by them in the 
instructional process. Students will be held financially responsible for any loss 
or intentional damage caused to school property. 

 
 
 
 Students have the responsibility to complete all course assignments 

to the best of their ability and to complete make-up work after an absence. 
Students have the responsibility to help maintain the cleanliness and 
safety of the school buildings and property. 

 
  Students have the responsibility to present themselves in class at the 

prescribed time and with the necessary materials. 
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STUDENT INVOLVEMENT IN DECISION MAKING 

 
A  primary  task  of  the  school  is  to  create  a  stimulating  learning  climate  that 
develops active involvement of students in their education and develops a spirit of 
inquiry.  This  climate  is  created  when  students  work  together  with  school  staffs  in 
such activities as planning and evaluating school programs. 

 
The District encourages student involvement that will enhance: 

 
 Achievement of the course goals, improvement of the courses of study, and 
planning of classroom activities. 

 
 Freedom of expression, recognizing that every privilege and right has a 
corresponding responsibility. 

 
 Student participation in assembly programs and school-sponsored forums 
of interest. 

 
 Participation in student government organizations that provide students 
with a voice in school affairs. 

 
Cocurricular or extracurricular activities that broaden their educational 

experiences. 
 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-321 
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STUDENT GOVERNMENT 

 
The organization of a student council in the school is encouraged. 

 
Student  government  is  expected  to  be  "of  the  students,  by  the  students,  for  the 
students,"  representing  the  students  in  the  school  in  communications  with  the 
administration and in the organization of student activities. 

 
Members  of  the  student  council  are  to  be  elected  democratically.  The  rights  and 
responsibil it ies  of  the  council  should  be  clearly  set  forth  by  the  school.  The 
student council must have a faculty advisor. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-341 
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STUDENT CONDUCT 

 
The Superintendent will establish regulations governing the conduct of students in 
school,  traveling  to  and  from  school,  and  at  school  functions.  In  establishing  these 
regulations,  the  Superintendent  may  consult  with  student  or  staff  committees.  In 
addition  to  compliance  with  regulations  established  by  the  Superintendent, 
students  are  expected  to  obey  all  rules  and  regulations  adopted  by  the  Governing 
Board, and to obey any order given by a member of the faculty or staff relating to 
school activities. 

 
A student shall be defined as any person who is regularly enrolled in good standing 
in an educational program provided by or approved by the District and carried on in 
premises owned or controlled by the District. 

 
Students  in  school  buildings,  on  school  grounds,  using  District  property  for  any 
purposes,  or  attending  a  District-sanctioned  event  shall  not  engage  in  improper 
behavior, including but not limited to the following: 

 
Any  conduct  intended  to  obstruct,  disrupt,  or  interfere  with  teaching, 

research,  service,  administrative  or  disciplinary  functions,  or  any  activity 
sponsored or approved by the Board. 

 
 Physical abuse of or threat of harm to any person on District owned or 
controlled property or at District sponsored or supervised functions. 

 
 Damage  or  threat  of  damage  to  property  of  the  District,  regardless  of  the 
location,  or  to  property  of  a  member  of  the  community  or  a  visitor  to  the 
school, when such property is located on District controlled premises. 

 
Forceful  or  unauthorized  entry  to  or  occupation  of  District  facilities, 

including both buildings and grounds. 
 

 Unlawful  use,  possession,  distribution,  or  sale  of  tobacco,  alcohol,  or  drugs 
or  other  i l legal  contraband  on  Distr ict  property  or  at  school - sponsored 
functions. 

 
Conduct or speech that violates commonly accepted standards of the 

District and that, under the circumstances, has no redeeming social value. 
 

 Failure to comply with the lawful directions of District officials or any other 
law  enforcement  officers  acting  in  performance  of  their  duties,  and  failure  to 
identify  themselves  to  such  officials  or  officers  when  lawfully  requested  to  do 
so. 

 
Knowing violation of District rules and regulations. Proof that an alleged 
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violator  has  a  reasonable  opportunity  to  become  aware  of  such  rules  and 
regulations shall be sufficient proof that the violation was done knowingly. 

 
• Any conduct constituting a breach of any federal, state, or city law or duly 
adopted policy of the Board. 

 
Carrying or possessing a weapon on school grounds. 

 
In addition to  the  general  rules  set  forth  above,  students  shall  be  expected  to  obey 
all  policies  and  regulations  for  student  conduct  adopted  by  the  Board.  Students 
shall  not  engage  in  any  activities  prohibited  herein,  nor  shall  they  refuse  to  obey 
any  order  given  by  a  member  of  the  faculty  or  staff  who  is  attempting  to  maintain 
public order. 

 
Any  student  who  violates  these  policies  and  regulations  may  be  subject  to 
warning,  reprimand,  probation,  suspension,  or  expulsion,  in  addition  to  other  civil 
and  cr iminal  prosecu t ion.  These  punishments  may  be  in  addi t ion  to  any 
customary discipline that the District presently dispenses. 

 
The authority of the Superintendent to establish regulations covering students 
may be delegated to principals for their individual areas. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A. R. S. 13-2911 

15-341 
15-507 
15-521 
15-841 
15-842 
15-843 

 

 
CROSS REF.: JK - Student Discipline 

JKD - Student Suspension/Expulsion/Due-Process Rights 
KFA - Public Conduct on School Property 
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STUDENT DRESS 

 
The  Board  recognizes  that  each  student's  mode  of  dress  and  grooming  is  a 
manifestation  of  personal  style  and  individual  preference.  The  Board  will  not 
interfere  with  the  right  of  students  and  their  parents  to  make  decisions  regarding 
their  appearance  except  when  their  choices  affect  the  educational  program  of  the 
schools or the health and safety of others. 

 
The  Board  authorizes  the  Superintendent  to  devel op  and  enforce  school 
regulations prohibiting student dress or grooming practices that: 

 
 Present a hazard to the health or safety of the student or to others in the 
school. 

 
Materially  interfere  with  school  work,  create  disorder,  or  disrupt  the 

educational program. 
 

 Cause  excessive  wear  or  damage  to  school  property. 

Prevent students from achieving their educational objectives. 

 Represent membership in a gang. 
 
Obscene language or symbols, or symbols of sex, drugs, or alcohol on clothing are 
expressly prohibited. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-341 

 

 
CROSS REF.: JICF - Secret Societies/Gang Activity 
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REGULATION REGULATION 

 

STUDENT  DRESS  
 
The District encourages students to take pride in their attire as it relates to the school 
sett ing. Students should dress in a manner that, in addit ion to the 
following  guidelines,  takes  into  consideration  the  educational  environment, 
professional  attire  worn  in  the  workplace,  and  the  safety,  health,  and  welfare  of 
self and others. 

 
 Only  tailored  shorts  and  skirts  that  are  hemmed  may  be  worn  in  grades 

kindergarten through twelve. 
 

 Bare midriffs, halter tops, and spaghetti straps are not acceptable. 
 

 Bare  feet  are  never  acceptable.  In  the  interests  of  student  safety,  shoes 
must  be  worn  at  all  times.  Closed  shoes  are  to  be  worn  in  any  program  where 
open-toed shoes would present unsafe practices. 

 
 Jewelry  shall  not  be  worn  if  it  presents  a  safety  hazard  to  self  and/or 

others. 
 

 Profane or defamatory writing on clothing or jewelry is not acceptable. 
 

 No bandannas of any color, size, or shape may be carried or displayed in any 
classroom  or  at  any  school  activity.  This  also  includes  simulations  of  anything 
representing "colors." 

 
 No  hats  may  be  worn  in  a  classroom,  except  for  properly  approved 

occupational safety headgear required for special classes. 
 

 Gang-related personalization is not permitted on hats, on items of clothing, or 
on  one's  person.  This  includes  anything  worn  or  carried  on  campus,  as  well  as 
items with price tags attached. 

 
 Obscene  language  or  symbols,  or  symbols  of  drugs,  sex,  or  alcohol  on 

clothing are expressly prohibited. 
 
Exceptions for special activities or health considerations may be preapproved by 
the administrator. 

 
Students who volunteer for extracurricular activities are subject to the 
standards of dress as defined by the sponsors of such activities. 
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CARE OF SCHOOL PROPERTY BY STUDENTS 

 
Each  student  is  expected  to  take  pride  in  the  physical  appearance  of  the  school. 
Teachers  and  students  should  be  observant  at  all  times  to  prevent  damage  or 
destruction  of  school  property.  Any  marking  or  marring  of  school  property  should 
be reported to the office at once. 

 
No  student  shall  damage  or  deface  any  property  belonging  to  the  District.  The 
type  of  discipline  that  may  be  imposed  for  damage  to  school  property by students 
depends upon the circumstances. Students may be subject to suspension or other 
discipline for willful damage or destruction of school property. 

 
If  any  minors  engage  in  conduct  that  results  in  damage  to  District  property,  the 
District  may  institute  formal  charges  for  the  purpose  of  having  the  court  order  the 
minors,  or  their  parents,  to  make  ful l  or  part ial  resti tut ion  to  the  Distr ict  in 
accordance  with  law.  Students  who  have  reached  the  age  of  eighteen  years  will 
be held personally responsible for damages and restitution. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 12-661 

15-727 
15-842 

 

 
CROSS REF.: JKD -  Student Suspension/Expulsion/Due-Process Rights 

JO - Student Fees, Fines, and Charges 
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SECRET SOCIETIES / GANG ACTIVITY 

 
Gangs  that  initiate,  advocate,  or  promote  activities  that  threaten  the  safety  or 
well - being  of  persons  or  property  on  school  grounds  o r  disrupt  the  school 
environment  are  harmful  to  the  educational  process.  The  use  of  hand  signals, 
graffiti,  or  the  presence  of  any  apparel,  jewelry,  accessory,  or  manner  of  dress  or 
grooming  that,  by  virtue  of  its  color,  arrangement,  trademark,  symbol,  or  any 
other  attribute  indicates  or  implies  membership  or  affiliation  with  such  a  group  is 
prohibited  because  of  the  disruption  to  educational  activities  that  results  from  such 
activities  or  dress.  It  is  the  District's  position  that  such  activities  and  dress  also 
present  a  clear  and  present  danger  to  other  District  students  and  to  District  staff 
members. 

 
Any  activity  involving  an  initiation,  hazing,  intimidation,  assault,  or  other  activity 
related  to  group  affiliation  that  is  likely  to  cause  or  does  cause  bodi ly  danger, 
physical  harm,  or  personal  degradation  or  disgrace  resulting  in  physical  or  mental 
harm to students or others is prohibited. 

 
Any  student  wearing,  carrying,  or  displaying  gang  paraphernalia  and/or  exhibiting 
behavior  or  gestures  that  symbolize  gang  membership,  or  causing  and/or 
participating  in  activities  that  intimidate  or  adversely  affect  the  educational 
activities  of  another  student,  or  the  orderly  operation  of  the  schools,  shall  be 
subject to disciplinary action. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 12-661 

13-1202 
13-2911 
15-341 
15-342 
15-507 
15-521 
15-841 
15-842 
15-843 

A.G.O. 178-103 
178-218 
180-055 
184-036 

A.A.C. R7-2-401 
R7-2-405 
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REGULATION  REGULATION 

SECRET SOCIETIES / GANG ACTIVITY 

For the purpose of District policy, a gang is a group of three or more people who: 

Interact together to the exclusion of others; 

Claim a territory or area; 
 

Have a name; 
 

Have rivals/enemies; and 
 

 Exhibit antisocial behavior - often associated with crime or a threat to the 
community. 

 
The type of dress, apparel, activities, acts, behavior or manner, or grooming 
displayed, reflected, or participated in by the student shall not: 

 
 Lead  school  officials  to  believe  that  such  behavior,  apparel,  activities,  acts, 
or  other  attributes  are  gang  related  or  would  disrupt  or  interfere  with  the  school 
environment or activity and/or educational objectives; 

 
 Present a physical safety hazard to self, students, staff members, or other 
employees. 

 
 Create  an  atmosphere  in  which  the  well-being  of  a  student,  staff  member, 
or  other  person  is  hindered  by  undue  pressure,  behavior,  intimidation,  overt 
gesture, or threat of violence; or 

 
 Imply  gang  membership  or  affiliation  by  written  communication,  marks, 
drawing,  painting,  design,  or  emblem  upon  any  school  or  personal  property  or 
on one's person. 

 
If  the  student's  dress  is  in  violation  of  this  regulation  or  a  District  policy,  the 
principal  will  ask  the  student  to  make  the  appropriate  correction.  If  the  student 
refuses,  the  parent/guardian  may  be  notified  and  asked  to  make  the  necessary 
correction. The principal will take appropriate corrective and disciplinary action. 
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HAZING 

 
There  shal l  be  no  hazing  of  any  student  enrol led  in  the  Distr ict  schools. 
Hazing  is  d e f i n e d  a s  a n y  a c t  t h a t  i n j u r e s ,  d e g r a d e s ,  o r  d i s g r a c e s  - 
o r  t e n d s  t o  i n j u r e ,  degrade,  or  d isgrace  -  any  student.  

 
Adopted:  date  of  manual  adopt ion  

 
LEGAL  REF.:  A.R.S. 15-341 
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TOBACCO USE BY STUDENTS 

 
The possession or use of tobacco products is prohibited in the following 

locations: School grounds. 

School buildings. 

School parking lots. 

School playing fields. 

School buses and other District vehicles. 
 

• Off-campus school-sponsored events. 
 
The  Superintendent  may  establish  procedures  necessary  to  implement  this 
policy.  Disciplinary  penal ties  for  the  possession  or  use  of  tobacco  or  similar 
products  may  inc lude ,  bu t  a re  no t  l im i ted  to ,  suspens ion  o f  the  s tudent 
f rom  schoo l  o r  a  recommendation  for  expulsion  when  there  is  evidence  of 
repeated  and  continuous  violation of this policy. 

 
Under the provisions of A.R.S.  36- 798.03, a person who violates the 
prohibition is  guilty of committing a petty offense. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 13-3622 

15-341 
36-798.03 

20 U.S.C. 6083 
 
CROSS  REF.:  GBED   -   Smoking  by  Staff  Members  

KFAA - Smoking on School Premises at Public Functions 
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D R U G  A N D  A L C O H O L  
USE BY STUDENTS 

Students on school property or at school events shall not knowingly breath, 
inhale or drink a vapor-releasing substance containing a toxic substance, nor 
shall a student sell, transfer or offer to sell or transfer a vapor-releasing 
substance containing a toxic substance to a person under eighteen (18) years  of 
age.  

The nonmedical use, possession, distribution or sale of 

 alcohol 

 drugs, 

 synthetic drugs,  

 counterfeit drugs, or 

 imitation drugs, 

on school property or at school events is prohibited. Nonmedical is defined as 
"a purpose other than the prevention, treatment, or cure of an illness or 
disabling condition" consistent with accepted practices of the medical 
profession. 

Students in violation of the provisions of the above paragraph shall be subject 
to removal from school property and shall be subject to prosecution in 
accordance with the provisions of the law. 

Students attending school in the District who are in violation of the 
provisions of this policy shall be subject to disciplinary actions in accordance 
with the provisions of school rules and/or regulations. 

For purposes of this policy, "drugs" shall include, but not be limited to: 

 All dangerous controlled substances prohibited by law. 

 All alcoholic beverages. 

 Any prescription or over-the-counter drug, except those for which 
permission to use in school has been granted pursuant to Board policy. 

 Hallucinogenic substances. 

 Inhalants. 
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 Synthetic, counterfeit or imitation drugs.  

 A compound or substance, regardless of its contents, compound or 
substance, that produces in the user an experience, effect and/or 
display of effects that mimic the experience, effect and/or display 
of effects produced by substances controlled or prohibited by law, 
or that is represented as producing in the user such experiences  
or effects.  

Medical Marijuana 

The conditions which follow are applicable to a District student who holds an 
identification as a medical marijuana cardholder issued by the Arizona 
Department of Health Services for the medical use of marijuana as set out in the 
Arizona Revised Statutes (A.R.S.).  

The District will not refuse to enroll a student or otherwise penalize a 
student for being a medical marijuana cardholder unless failure to do so  
would cause the school to lose a monetary or licensing benefit under federal 
law or regulations.  

A student medical marijuana cardholder is subject to, without bias, the same 
code of conduct and disciplinary standards applicable to all students 
attending the school.  

A student medical marijuana cardholder shall not:  

 undertake any task under the influence of marijuana that would 
constitute negligence.  

 possess or engage in the medical use of marijuana,  

 on a school bus, 

 on the grounds of any preschool, elementary school or secondary 
school.  

J-3050                 JICH

 smoke marijuana,  

 on any form of public transportation, or 

 in any public place.  
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 operate, navigate, or be in actual physical control of any motor vehicle,  
aircraft or motorboat while under the influence of marijuana,  

 except that a registered qualifying student cardholder shall not  
be considered to be under the influence of marijuana solely  
because of the presence of metabolites or components of 
marijuana that appear in insufficient concentration to cause  
impairment.  

 use marijuana in any manner not authorized by Title 36, Chapter 28.1  of 
the Arizona Revised Statutes, or  

 offer to give, sell, or dispense medical marijuana to another student or 
other individual on school property, in school-provided vehicles, at 
school events, or when functioning as a representative the school.  

If District officials have a reasonable belief a student may be under the 
influence, in possession of or distributing medical marijuana in a manner not 
authorized by the medical marijuana statutes law enforcement authorities 
will be informed.  

Student who violates any portion of this policy may be subject to warning, 
reprimand, probation, suspension, or expulsion, in addition to applicable 
civil and criminal prosecution. 

Adopted: February 13, 2012 

LEGAL REF.: A.R.S. 4-101  
4-241 
4-244 
13-3401 through 13-3461  
15-345 
36-2801 et seq., Arizona Medical Marijuana Act 

20 U.S.C. 7101 et seq., Safe and Drug-Free Schools and 
Communities Act 

JICH — Drug and Alcohol Use by Students  
JLC - Student Health Services and Requirements 
JLCD - Administering Medicines to Students 
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REGULATION  REGULATION 

D R U G  A N D  A L C O H O L  
USE BY STUDENTS 

 
Drug Abuse Prevention 

 
The  fol lowing  administrat ive  procedures  are  to  be  used  to  implement  the  
Governing Board policy on drug abuse prevention: 

 
 It  shall  be  the  responsibility  of  all  school  employees  to  report  to  the 

principal  or  other  administrator  in  charge  all  suspected  instances  of  the 
use, possession, or sale of drugs. 

 
 Distribution or sale of drugs: 

 
 When  it  is  reasonably  certain  that  a  student  is  involved  in  the 

distribution or sale of drugs, law enforcement authorities and 
parent(s) or legal guardian(s) shall be contacted. 

 
 A student who has been determined to be involved in the distribution 

of  drugs  shall  be  reported  to  the  law  enforcement  authorities  and 
shall be subject to suspension or expulsion. 

 
 Possession of drugs: 

 

 Law   enforcement   authorities   shall   be   contacted   when   the   principal 
determines  that  drugs  to  be  used  for  non  medical  purposes  are 
found in  the  possess ion  of  a  s tudent .  The  pr inc ipa l  may  a lso 
contact law enforcement authorities to help make such a 
determination. Students who  are  in  possession  of  drugs  to  be  used 
for non medical purposes may be suspended or expelled. 

 
 A  student  who  has  been  suspended  for  a  drug-related offense for a 

second  time  wil l  be  referred  to  the  Superintendent  for  further 
action  (A.R.S. 15-843). 

 
 Under the influence of drugs: 

 
 A student who is reasonably suspected of being under the influence of 

drugs shall be referred to an administrator in charge of discipline. 
 

 The parent(s) or legal guardian(s) of a student who is determined to 
be  under  the  influence  of  drugs  shall  be  contacted.  The  student 
may be suspended or expelled. 

 
E.V.I.T. SCHOOL DISTRICT NO. 401 Page 1 of 5  



J-3061 JICH-R 
 
 
 
 

 A  student  who  has  been  involved  in  a  drug- related  offense  for 
a  second  time  will  be  referred  to  the  Assistant  Superintendent 
for  further  action  (A.R.S. 15-843). 

 
 Student who seeks help: 

 
 The  District  does  not  condone  the  non  medical  use  of  drugs.  The 

need  for  the  availability  of  help  to  those  who  use/abuse  drugs  is 
recognized.  It  is  the  position  of  the  District  that  communications 
between  students  and  professional  staff  members  will  be  held  in 
trust  unless  it  becomes  evident  that  withholding  information  may 
result  in  harm  or  injury  to  the  student  or  others.  Staff  members 
shall refer students who seek help to an administrator. 

 
 Involvement with medical drugs (medication): 

 
 A student who needs access to medical drugs in school shall leave 

them, in the original container, with the first -aid employee. 
Permission and  written directions from a physician concerning their 
use shall be left with the first-aid employee. 

 
 Students who are in possession of medically approved drugs, but have 

not followed the directions described above, shall be 
disciplined  in  accordance with school disciplinary policies. 

 
 Students who distribute such drugs to others will be considered as 

distributing drugs for non medical purposes. 
 

 Parental involvement: 
 

 When the Dean of Discipline questions a student who is 
reasonably  sus pected  of  having  violated  the  school  drug  policy, 
reasonable  efforts  shall  be  made  to  notify  the  student's  parents  or 
legal guardian that such questioning has taken place. 

 
 Reasonable  efforts  shall  be  made  to  notify  the  parents  or  legal 

guardian  of  a  stud ent  who  has  been  determined  to  have  violated 
the  school drug policy. 

 
 Medical services: 

 
o A student who is reasonably suspected of being under the 

influence of drugs while school is in session shall be referred to an 
administrator.  Such  cases  shall  be  treated  like  any  other  medical 
problem. 
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 When  there  is  reasonable  suspicion  that  any  student  is  under  the 
influence   of   drugs   while   at   a   school   activity   and   health 
services  are  unavailable,  it  shall  be  the  responsibility  of  the 
supervisor on duty to call for appropriate assistance. 

 
 Return to school: 

 
 When a student has returned from a suspension for using drugs 

for non medical purposes, reasonable efforts should be 
made  by  school  personnel and parent(s) or legal guardian(s) to 
prevent  the  problem  from  recurring.  The  process  could  include, 
but not necessarily be limited to, the following: 

 
  Utilization of community-based programs. 

 

 
  In-school group or individual counseling. 

 
  An ef for t by the  profess ional s taf f to 

 he lp the student emphasize the positive
 alternative to drug-use behavior. 

 

 Student neglect, child abuse, or child maltreatment: 
 

 A  s taf f  member  who  bel ieves  that  a  parent  or  other  adul t  
is contributing to drug - using behavior of a student shall 
confer  with  the  principal. 

 
 Such a conference does not change the duty of the staff 

member  to  ensure  that  the  case  is  referred  to  the  appropriate 
child protective services for further investigation. 

 
 Drug education: 

 
 Substance  abuse  prevention  shall  be  combined  with  health,  science, 

citizenship, or a similar program. 
 

 In addition to the established curriculum, the principal shall direct the 
use  of  other  educational  information,  including,  but  not  necessarily 
limited to, assemblies, speakers, printed materials, class discussions, 
and bulletin board materials. 

 
 Student counseling. 

 
 Counseling  should  emphasize  drug  abuse  prevention  as  well  as 

treatment,  and  an  effort  should  be  made  to  make  i t  available  
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to all students who desire the service. 
 

 Counseling  should  emphasize  drug  abuse  prevention  as  well  as 
treatment,  and  an  effort  should  be  made  to  make  i t  available  
to  all  students who desire this service. 

 

 
 Counseling may be done individually or in groups.  

 

 
 

When  a  student  seeks  out  an  employee  other  than  
 

a  counselor 
to   discuss   a   drug   problem,   the   particular   staff   member   shall 
advise  the  counselor. 

 
   Staff education: 

 
 Within the first 30 days of each school year, the Superintendent shall 

arrange a meeting that will include information on drug abuse 
prevention. The  program  wil l  be  conducted  by  personnel  trained  
in  drug  abuse  prevention  and  will  include ,  but  not  necessarily  be 
limited to, District policies and procedures, identification of 
commonly used drugs, and an  approach that recognizes the dignity and 
worth of each student. 

 

 Parent and community education: 
 

 At  least  once  annually,  the  District  shall  sponsor  a  program  for  the 
community on i ts drug abuse prevent ion  programs.  In 
addi t ion to  presentat ions   by school staf f members, the 
program   may   include   representatives  of  law  enforcement  agencies 
and medical professions. 

 

 Additionally,  the  District  may  offer  programs  in  parent  effectiveness 
training. 

 
 News  releases  and  other  forms  of  communications  may  be  used  to 

educate parents and the community, using regular school channels 
for  such  pu rposes .  Such  commun ica t i ons  w i l l  be  approved 
by  the  Superintendent. 

 
Confidentiality 

 
In  order  to  preserve  the  rights  of  those  in  a  counseling  relationship,  the  counselor 
will  inform  the  individual  that  information  within  the  school  setting  cannot  always 
be  kept  confidential.  In  some  cases  it  will  be  referred  to  the  appropriate  individual 
or agency. Such cases may include those that endanger the welfare of the student 
or others. 

 
The student shall be advised that school records include data concerning school 
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achievement,  test  results,  and  attendance.  School  records  are  protected  by 
federal  and  state  statutes  and  do  not  include  information  concerning  drug 
involvement. 
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EXHIBIT  EXHIBIT 

D R U G  A N D  A L C O H O L  
USE BY STUDENTS 

 
In order to comply with federal funding requirements, the District shall: 

 
Gather  information  relat ive  to  local  community  drug  and  alcohol 

counseling,  rehabilitation,  and  reentry  programs  that  are  available  to  students 
and make such information available to parents and students. 

 
 Annually  distribute  a  copy  of  standards  of  conduct  and  the  statement  of 
disciplinary  sanctions  that  apply  to  alcohol  and  drug  violations.  A  copy  of  all 
rules  pertaining  to  discipline,  suspension,  and  expulsion  shall  be  distributed  to 
students,  parents,  and  transfer  students  at  the  time  of  initial  enrollment  and 
annually at the beginning of school. 

 
Indicate  in  a  statement  (which  could  accompany  the  copy  of  conduct 

standard  and  sanctions)  that  the  use  of  illicit  drugs  and  the  unlawful  possession 
and use of alcohol are wrong and harmful. 

 
The District should perform a biennial review of the programs to: 

 
Ensure that disciplinary sanctions for students are consistently enforced. 

 
 Determine program effectiveness and implement change to the program if 
needed. 
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WEAPONS IN SCHOOL 
 
No  student  shall  carry  or  possess  a  weapon  or  simulated  weapon  on  school 
premises  without  authorization  by  a  school  administrator.  No  student  shall  use  or 
threaten  to  use  a  weapon  or  simulated  weapon  to  disrupt  any  activity  of  the 
District. 

 

Any  employee  who  observes  any  person  in  possession  of  a  weapon  or  simulated 
weapon  on  school  premises  shall  immediately  report  the  matter  to  the  school 
administrator.  A  school  administrator  who  observes  or  receives  a  report  of  a 
student  possessing  a  weapon  on  school  premises  shal l  immediately  take 
appropriate  safety  and  disciplinary  actions  in  accordance  with  District  policies and 
shall  immediately  report  a  violation  of  this  policy  to  a  peace  officer,  pursuant  to 
A.R.S.  15 -515,  if  the  weapon  is  a  deadly  weapon  or  the  student  is  a  minor  in 
possession of a firearm. 

 

A  student  who  violates  this  policy  by  carrying  or  possessing  a  firearm  shall  be 
placed  in  an  alternative  education  program  for  a  period  of  not  less  than  one  year, 
suspended  for  a  period  of  not  less  than  one  year,  or  expel led  and  not  be 
readmitted  within  a  one -year  period,  if  ever.  The  Governing  Board,  in  its  sole 
discretion, may modify the one-year duration of such disciplinary action on a case- 
by-case basis. 

 

A student who violates this policy by any means other than carrying or possessing 
a  firearm  shall  be  subject  to  disciplinary  action,  including  but  not  l imited  to 
expulsion.  Disciplinary  action  against  a  student  with  one  or  more  disabilities  shall 
be  applied  on  a  case-by-case  basis  in  accordance  with  District  policies  and  state 
and federal special education laws. 

 

For the purposes of this policy: 
 

 Weapon means any of the following: 
 

 A firearm. 
 

 A knife, other than a folding pocket knife with a blade length of 
not more than 2-1/2 inches that cannot be locked in an open position. 

 

 A destructive device. 
 

 A dangerous instrument. 
 

  Simulated  weapon  means an instrument displayed or represented as a 
weapon. 

 Firearm means any of the following: 
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 Any loaded or unloaded gun that will, that is designed to, or that may 
readily be converted to expel a projectile by the action of an explosive. 

 The frame or receiver of any such firearm. 
 Any firearm muffler or silencer. 
 Any explosive, incendiary, poison gas, bomb, grenade, rocket having 

a  propellant  charge  of  more  than  four  ounces,  missile  having  an 
explosive charge of more than one-fourth ounce, mine, or similar device. 

 Any  combination  of  parts  that  could  be  readily  assembled  to  form  a 
firearm. 

 Destructive device means: 
 

 Any device other than a firearm that will, or is designed to, or may be 
readily converted to expel a projectile by any means of propulsion, 
such as a BB/pellet gun, slingshot, bow, or crossbow. 

 

 Any  collection  of  parts  that  could  be  readily  assembled  to  form  a 
destructive device. 

 Dangerous  instrument  means  anything  other  than  a  firearm,  knife,  or 
destructive  device  that  is  carried  or  possessed  by  a  student  for  the 
purpose of  being used or being available for use to cause death or inflict 
serious physical injury. 

 School premises means the school, school grounds, school buses, or any 
premises,  grounds,  or  vehicles  used  for  school  purposes  and  includes 
premises where school-sponsored events are   held   away   from   District 
property. 

 Deadly  weapon  means  any  weapon  designed  for  lethal  use,  including  a 
firearm. 

Adopted: November 13, 2008 
LEGAL REF.: A.R.S. 13-2911 15-341 15-841 

13-3102 15-342 15-843
13-3111 15-515  

20 U.S.C. 3351 
CROSS REF.: JI - Student Rights and Responsibilities 

JIC - Student Conduct 
JIH - Interrogations, Searches, and Arrests 
JK - Student Discipline 
JKD - Student Suspension/Expulsion/Due-Process Rights 
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MARRIED STUDENTS 

 
Married  students  must  report  any  name  changes  to  their  guidance  counselors  or 
the  pr incipal  i f  school  records  are  to  ref lect  the  marr ied  name  on  school 
transcripts.  A  student's  marital  status  does  not  reduce  the  requirements  or 
opportunities of the educational system in the District. 

 
Adopted: date of manual adoption 
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STUDENT INTERROGATIONS, SEARCHES, AND ARRESTS 

 
Interviews 

 
If  a  peace  officer  appears  on  campus  requesting  to  interview  a  student  attending 
the  school,  the  school  administrator  shall  be  notified  and  the  school  office  shall 
contact  the  student's  parent(s).  The  parent(s)  will  be  asked  if  they  wish  the 
student  to  be  interviewed  and,  i f  so,  wi l l  be  requested  to  be  present  or  to 
authorize  the  inter view  in  their  absence.  A  parent  may  be  present  during  an 
interview  except  when  interviews  are  conducted  by  a  child  protective  services 
worker pursuant to A.R.S. 8-303 and 8-802. 

 

If  the  parent(s)  cannot  be  reached,  the  peace  officer  should  be  requested  to 
contact  the  parent(s)  and  make  arrangements  to  question  the  student  at  another 
time and place. 

 
I f  a  student  is  taken  into  custody  (arrested),  the  arresting  off icer  shall  be 
requested  to  notify  the  student's  parents  or  guardian.  The  arresting  officer  will  be 
asked  to  complete  and  sign  a  "Form  for  Signature  of  Arresting  Officer."  School 
personnel  shall  make  every  reasonable  effort  to  make  sure  parents  have  been 
notified  that  a  student  has  been  taken  into  custody.  The  personnel  of  the  District 
shall cooperate fully with the police. 

 

Searches 
 
The  administration  has  the  right  to  search  and  seize  property,  including  school 
property  temporarily  assigned  to  students,  when  there  is  reason  to  believe  that 
some  material  or  matter  detrimental  to  health,  safety,  and  welfare  of  the  student 
(s) exists. 

 
Items  provided  by  the  District  for  storage  (e.g.,  lockers,  desks)  of  personal  items 
are  provided  as  a  convenience  to  the  student  but  remain  the  property  of  the 
school  and  are  subject  to  i ts  control  and  supervision.  (Students  have  no 
reasonable  expectancy  of  privacy,  and  lockers,  desks,  storage  areas,  etc.,  may  be 
inspected  at  any  time  with  or  without  reason,  or  with  or  without  notice,  by  school 
personnel.) 

 

Adopted: date of manual adoption 
 
LEGAL REF.: A.R.S. 8-303  13-3881 

8-304  13-3883 
8-802 

A.G.O. 177-211 
188-062 
191-035 
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EXHIBIT EXHIBIT 

 

S T U D E N T I N T E R R O G A T I O N S , 
SEARCHES,  AND  ARRESTS  

 
 

ACKNOWLEDGMENT CONCERNING USE 
OF STUDENT LOCKERS 

 
 
 
I  acknowledge  and  understand  that:  

 
 Student  lockers  are  the  property  of  the  Distr ict.  

 
 Student  lockers  remain  at  al l  t imes  under  the  control  of  the  Distr ict.  

 
 I  am  expected  to  assume  full  responsibil i ty  for  my  school  locker.  

 

 
 The  Dist r ic t  reta ins  the  r ight  to  inspect  s tudent  lockers  for  any 
reason  at  a n y  t i m e  w i t h o u t  n o t i c e ,  w i t h o u t  s t u d e n t  c o n s e n t ,  a n d 
w i t h o u t  a  s e a r c h  warrant.  

 
 
 

Student  
 
 
 
 

Date 
 
 
 

Locker Number 
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EXHIBIT EXHIBIT 

 

S T U D E N T  I N T E R R O G A T I O N S , 
SEARCHES, AND ARRESTS 

 
F O R M  F O R  S I G N A T U R E  O F 

ARRESTING OFFICER 
 
 
 
I, ___________________________________, a duly sworn peace officer and member of 
the   Department,   division, have 
asked that ____________________________, a student in the 
   School, be surrendered to me, and 
pursuant thereto have taken said student into my custody and am assuming full 
responsibility for the student’s arrest. 

 
 
 
 
 
Date Signature  
 

Time 
 

Badge Number 
 
 
 

School Action 
 
Date and time parents notified (if more than one attempt is made, include 

such information here) 

 
 
 
 
 
 
 

Signature of Administrator 
 
1 copy for School Records 
1 copy for Parent Mailing 
1 copy for Police Officer 
1 copy for Witnessing Administrator 
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EXHIBIT  EXHIBIT 

S T U D E N T   I N T E R R O G A T I O N S ,  
SEARCHES, AND ARRESTS 

 

 
FORM FOR SIGNATURE 

OF INTERVIEWING 
OFFICER 

 
 
I,   ,  a  duly  sw orn  peace  off icer  and 
member  of  the     Department,  
  division,  have  asked  that  _________________,  a 
student  in  the     School,  be 
made  avai lable  for  interview.  

 
 
Date     Signature     

 

 
 
Time     Badge  Number     

 

 
 

School Action 
 
 

Date and time parents notified ( if more than one attempt is made, include such 
information here)    

 

 
 
 
 
 
 
 
 
 

Signature of Administrator 
 
 
1 copy for School Records 
1 copy for Parent Mailing 
1 copy for Police Officer 
1 copy for Witnessing Administrator 
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S T U D E N T  C O N C E R N S ,  C O M P L A I N T S ,  
AND GRIEVANCES 

The Superintendent is directed to establish procedures whereby students with 
sufficient concern may present a complaint or grievance regarding a violation 
of their constitutional rights, equal access to programs, discrimination, or 
personal safety provided that: 

 The topic is not the subject of disciplinary or other proceedings under 
other policies and regulations of this District, and 

 The procedure shall not apply to any matter for which the method of 
review is prescribed by law, or the Governing Board is without authority 
to act. 

A complaint/ or grievance may be raised regarding one (1) or more of the 
following: 

 Violation of the student's constitutional rights. 

 Denial of an equal opportunity to participate in any program or activity 
for which the student qualifies not related to the student's individual 
capabilities. 

 Discriminatory treatment on the basis of race, color, religion, sex, age, 
national origin, or disability. 

 Concern for the student's personal safety. 

Refer to Board Policy JICK for procedures applying to a complaint or grievance 
that alleges incidences of student violence, harassment, intimidation, or 
bullying.  
 

The accusation must be made within thirty (30) calendar days of the time the 
student knew or should have known that there were grounds for the complaint 
or grievance. The initial complaint or grievance should be made using form JII-
EA: however,  a verbal complaint or grievance may be made to any school staff 
member. The receiving staff member shall immediately inform an 
administrator of the complaint or grievance.  

J-3600                     JII
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When the initial complaint or grievance is submitted in a manner other than on 
the prescribed form, the administrator shall obtain from the student the  
particulars of the accusation and complete form JII-EA immediately 
thereafter. The administrator shall especially note all student-provided  
particulars determined by the Superintendent to be necessary for the 
complaint or grievance to be investigated. Any question concerning whether a 
complaint or grievance falls within this policy shall be determined by the 
Superintendent. 
 

If the receiving school administrator is included in the allegation, the complaint 
or grievance shall be transmitted to the next higher administrative supervisor. 
Failure by the staff member to timely inform a school administrator or next 
higher administrative supervisor of a student's allegation may subject the staff 
member to disciplinary action. The staff member shall preserve the 
confidentiality of the subject, disclosing it only to the appropriate school 
administrator or next higher administrative supervisor or as otherwise required 
by law. 
 

A student or the student's parent or guardian may initiate the complaint process 
by completing exhibit JII-EA.  
 

A complaint or grievance may be withdrawn at any time. Once withdrawn, the 
process cannot be reopened if the resubmission is longer than thirty (30) 
calendar days from the date of the occurrence of the alleged incident.  

J-3600                     JII
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Retaliatory or intimidating acts against any student who has made a complaint under 
this policy and its corresponding regulations, or against a student who has testified, 
assisted or participated in any manner in an investigation relating to a complaint or 
grievance, are specifically prohibited and constitute grounds for a separate complaint. 
 
To assure that students and staff are aware of its content and intent, a notice of this 
policy and procedure shall be posted conspicuously in each school building and shall 
be made part of the rights and responsibilities section of the student handbook. Forms 
for submitting complaints are to be available to students, staff and parents or 
guardians in the school offices. 
 
Disposition of all complaints or grievances shall be reported to the Superintendent  
and the compliance officer for discrimination if other than the Superintendent. The 
Superintendent will determine if the policies of the District have been appropriately 
implemented and will make such reports and/or referrals to the Board as may be 
necessary. 
 
The Superintendent shall develop procedures for the maintenance and confidentiality 
of documentation related to the receipt of a student's complaint, or grievance, findings 
of the investigation, and disposition of the matter. The documentation shall not be 
used to impose disciplinary action unless the appropriate school official has 
investigated and determined there was an actual occurrence of the alleged incident. 
 
Knowingly submitting a false report under this policy shall subject the student to 
discipline up to and including suspension or expulsion. Where disciplinary action is 
necessary pursuant to any part of this policy, relevant District policies shall be 
followed. 
 
When District officials have a reasonable belief or an investigation reveals that a 
reported incident may constitute an unlawful act, law enforcement authorities will be 
informed. 
 
Adopted: February 13, 2012  
 
LEGAL REF.: A.R.S. 15-341 
 
CROSS REF.: AC - Nondiscrimination/Equal Opportunity 

ACA - Sexual Harassment 
GBEB - Staff Conduct 
JB - Equal Educational Opportunities 
JIC - Student Conduct 
JICFA -= Hazing 
JICK — Student Violence, Harassment, Intimidation or  Bullying 
JK - Student Discipline 
JKD - Student Suspension 
JKE - Expulsion of Students 
KE - Public Concerns and Complaints 
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REGULATION  REGULATION 

STUDENT CONCERNS, COMPLAINTS, 
AND GRIEVANCES 

A student who complains or grieves regarding constitutional rights, equal 
access to programs, discrimination, or personal safety issues may complain 
directly to a school administrator., or to a school staff member within  thirty 
(30) days of an alleged occurrence. The initial complaint or grievance  should 
be made using form JII-EA, however, a verbal complaint or grievance  may be 
made. When a school staff member receives the information, the staff member 
will immediately inform a school administrator. If the complaint or grievance 
involves a school administrator the staff member shall forward the complaint or 
grievance to the next administrative level. 
 
Complaints and grievances related to student violence, harassment,  
intimidation or bullying are to be filed in accordance with Governing Board 
Policy JICK.  

At a minimum the complaint or grievance shall contain the identifying 
information on the complainant and such specificity of names, places and 
times as to permit an investigation to be carried out. The written complaint/ 
grievance should contain a requested solution and the submission should be 
signed and attested to by the complainant. However, an unsigned form will be 
processed in the same manner as a signed form. 

The complaint or grievance will be investigated by a school administrator, a 
supervising administrator, or another person approved by the 
Superintendent. The student shall be contacted not later than the school day 
following the date the school administrators, or the administrator's immediate 
supervisor receives the information. The procedures to be followed are: 

• An investigation of the reported incident or activity shall be made within 
ten (10) school days when school is in session or within fifteen (15) days 
during which the school offices are open for business when school is not in 
session. Extension of the time line may only be by necessity as 
determined by the Superintendent. 
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 The investigator shall meet with the student who submitted the 
complaint or grievance at or before the end of the time period and shall 
discuss the conclusions and actions to be taken as a result of the 
investigation. Confidentiality of records and student information shall 
be observed in the process of making such a report. 

 The investigator shall prepare a written report of the findings and a copy of 
the report shall be provided to the principal and/or the Superintendent as 
circumstances warrant. 

 A confidential record of each complaint and grievance made pursuant to 
Policy JII shall be maintained at the District office. The record shall 
include a copy of the complaint  or grievance filed by a student, findings of 
the investigation, and the disposition of the matter. 

 Unless a determination has been made by the appropriate investigating 
official that the reported incident actually occurred, the record shall not be 
used for the imposition of discipline. 

Where disciplinary action is necessary, District policies shall be followed. 

When District officials have a reasonable belief or an investigation reveals 
that a reported incident may constitute an unlawful act, law enforcement 
authorities will be informed. 
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EXHIBIT        EXHIBIT 

STUDENT CONCERNS, COMPLAINTS, 

AND GRIEVANCES 

COMPLAINT FORM 

(To be filed with a school administrator or the administrator's 
immediate  supervisor, or a school staff member 

who will forward this form to the school administrator or 
the administrator's  immediate supervisor) 

Additional pages may be attached if more space is needed. 

 
Please print: 
 
Name        Date        
 
Address             
 
Telephone    Another phone where you can be reached    
 
During the hours of            
 
E-mail address            
 
I wish to complain against: 
 
Name of person, school (department), program, or activity      
             
             
 
Address             
 
Specify your complaint by stating the problem as you see it. Describe the incident, 
the participants, the background to the incident, and any attempts you have made 
to solve the problem. Be sure to note all relevant dates, times, and places.   
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EXHIBIT              EXHIBIT 
 
If there is anyone who could provide more information regarding this, please list 
name(s), address(es), and telephone number(s). 
 
Name    Address    Telephone Number 
             
             
             
 
The projected solution 
 
Indicate what you think can and should be done to solve the problem. Be as 
specific as possible. 
 
             
             
             
             
             
             
             
             
             
             
             
             
             
 
I certify that this information is correct to the best of my knowledge. 
 
              
Signature of Complaint     Date Signed 
 
 
             
Administrator or professional staff member receiving initial complaint Date initial complaint received 
 

The investigator shall give one (1) copy to the complaint and retain one (1) copy 
for the file. 
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EXHIBIT EXHIBIT 

S T U D E N T  C O N C E R N S ,  C O M P L A I N T S ,  
AND GRIEVANCES 

(To be displayed in school buildings 
and in student handbooks) 

Students may present a complaint or grievance regarding one (1) or more of the following: 

 Violation of the student's constitutional rights. 
 

 Denial of an equal opportunity to participate in any program or activity for which the 
student qualifies not related to the student's individual capabilities. 

 

 Discriminatory treatment on the basis of race, color, religion, sex, age, national 
origin, or disability. 

 

 Concern for the student's personal safety. 

Complaints and grievances related to allegations of student violence, harassment,  
intimidation or bullying are to be filed in accordance with Board Policy JICK.  

Provided that: 

 The topic is not the subject of disciplinary or other proceedings under other policies and 
regulations of this District, and 

 The procedure shall not apply to any matter for which the method of review is 
prescribed by law, or the Governing Board is without authority to act. 

The guidelines to be followed are: 

 The accusation must be made within thirty (30) calendar days of the time the student 
knew or should have known that there were grounds for the complaint/grievance. 

 The complaint/grievance shall be made only to a school administrator or a school staff 
member. 

 The person receiving the complaint will gather information for the complaint form. 

 All allegations shall be reported on forms with the necessary particulars as determined 
by the Superintendent. Forms are available in the school office. 

 The person receiving the complaint shall preserve the confidentiality of the subject, 
disclosing it only to the appropriate school administrator or next higher administrative 
supervisor or as otherwise required by law. 
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EXHIBIT                     EXHIBIT 

Any question concerning whether the complaint/ or grievance falls within this policy shall be 
determined by the Superintendent. 

A student or the student's parent or guardian may initiate the complaint process by completing 
Exhibit JII-EA. 

A complaint or grievance may be withdrawn at any time. Once withdrawn, the process 
cannot be reopened if the resubmission is longer than thirty (30) calendar days from the date of 
the occurrence of the alleged incident. False or unproven complaint documentation shall not 
be maintained. 

Retaliatory or intimidating acts against any student who has made a complaint under the 
District policy and its corresponding regulations, or against a student who has testified, 
assisted or participated in any manner in an investigation relating to a complaint or 
grievance, are specifically prohibited and constitute grounds for a separate complaint. 

Knowingly submitting a false report under this policy shall subject the student to discipline up to 
and including suspension or expulsion. Where disciplinary action is necessary pursuant to any 
part of this policy, relevant District policies shall be followed. 

When District officials have a reasonable belief or an investigation reveals that a reported 
incident may constitute an unlawful act, law enforcement authorities will be informed. 
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STUDENT ORGANIZATIONS 

 
The Superintendent may approve the establishment of student organizations 
appropriate to grade levels within the District. 

 
School activities shall not be held on Sundays unless they have been cleared with 
the Superintendent. 

 
Adopted: date of manual adoption 
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STUDENT SOCIAL EVENTS 

 
An  integral  part  of  the  education  process  is  the  learning  derived  from  participation 
in  school-sponsored  social  activities.  Such  activities  shall  have  certificated  school 
personnel as sponsors at all events. 

 
The  Superintendent  may require the school to develop rules and regulations 
concerning such activities. 

 
Adopted: date of manual adoption 
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STUDENT PERFORMANCES / EXHIBITS / COMPETITION 

 
Any  s tudent  or  group  of  s tudents  p lanning  to  g ive  publ ic  per formances 
representing  the  District  shall  first  secure  permission  from  the  principal.  Such 
performances  shall  be  in  keeping  with  the  general  goals  and  objectives  of  the 
educational program and the following: 

 
 Funds, if collected, shall be credited to the appropriate student activities 
fund account. 

 
 The participation in the project will not deprive students of time needed in 
acquiring basic skills. 

 
 The regular schedule will not be interrupted unless the majority of the 
students benefit through their participation. 

 
 The activity shall contribute to the educational program. 

 

Adopted: date of manual adoption 
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STUDENT FUND - RAISING ACTIVITIES 

Fund-raising activities by students on school premises or elsewhere as 
representatives of the school will be permitted only for the types of 
fund-raising activities approved by the Governing Board and when connected 
with specific school activities approved by the Superintendent. 

Participation in contests or fund-raising activities shall be governed by the 
following criteria: 

 The aim of the activity shall benefit youth in educational, civic, social, 
and ethical development. 

 The activity shall not be detrimental to the regularly planned 
instruction. 

The proceeds of all fund-raising activities shall be deposited in the Student 
Activity Fund, and funds from such activities shall be used only as specified in 
the Uniform System of Financial Records. 

Adopted: February 13, 2012 

LEGAL REF.: A.R.S. 15-1121 through 1123 

CROSS REF.: DIC — Financial Reports and Statements 
JJF — Student Activities Funds  
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STUDENT  ACTIV IT IES  FUNDS  

 
Upon  recommendation  by  the  Superintendent,  the  Board  will  designate  a  student 
activities  treasurer.  The  Superintendent  shall  assure  the  establishment  and 
maintenance  of  a  "Student  Activity  Fund"  as  defined  in  A.R.S.  15-1121  through 
A.R.S. 15-1124. 

 
 
When appropriate, and upon recommendation by the Superintendent, the Board 
may designate an assistant activities treasurer for each school. 

 
The  Superintendent  shall  require  the  establishment  of  appropriate  procedures 
whereby  all  persons  having  any  duties  relating  to  such  funds  are  advised  of  the 
requirements  and  responsibilities  therefor.  All  such  persons  shall  be  held  strictly 
accountable for the manner in which these guidelines are followed. 

 
The  Superintendent  shall  ensure  that  an  accurate,  detailed  record  of  all  revenues 
and  expenditures  of  the  student  activities  fund  is  kept.  The  record  shall  be  made 
in  such  form  as  the  Board  prescribes.  Copies  of  the  record  shall  be  presented  to 
the Board not less than once during each calendar month. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-1121 et seq. 

 
CROSS REF.: DIB - Types of Funds/Revolving Funds 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

E.V.I.T. SCHOOL DISTRICT NO.  401 Page 1 of  1 



J-4111 JJF-R 
 
 
REGULATION REGULATION 

 
 
 
 

STUDENT ACTIVITIES FUNDS 

Operational Procedures for Student Activities 

The  Student  Activities  Fund  Requisition,  properly  drawn  and  duly  approved,  is  the 
basic  documentation  for  all  acquisitions  from  student  activities  funds.  Care  should 
be  exercised  in  the  initiation  of  requisitions.  The  forms  must  be  legible,  preferably 
typewritten  or  printed,  and  with  official  organization  nam es  affixed  thereon. 
Proper  account  numbers  are  essential  and,  if  not  known,  can  be  provided  by  the 
student  funds  bookkeeper  at  the  District  business  office.  Descriptions  of  requests 
must be comprehensive and adequate to assure proper handling. 

 
State  Use  Taxes  

 
State use taxes apply to most out-of-state purchases and are in lieu of state sales 
tax.  When  the  vendor  does  not  charge  sales  tax  on  the  invoice,  use  tax  is  paid 
directly to the State Tax Commission. 

 

 
Commitments to Vendors 

 

 
It  is  not  permissible  for  sponsors  and  advisers  or  student  members  of  student 
organizations  to  make  commitments  directly  to  vendors  in  the  name  of  an 
organization  or  school.  Availability  of  materials  or  services  and/or  prices  may  be 
ascertained,  but  the  District  provides  adequate  business  services  to  facilitate  all 
procurement. 

 
 All commitments to vendors must be approved by purchase order. 

 
 Commitments  made  by  an  individual  without  proper  approval  may  result  in 

personal liability. 
 
Student Activities Revolving Fund - High School Only 

 
The  revolving  fund  should  be  used  only  for  emergencies,  and  only  if  the  vendor 
will  not  or  cannot  provide  an  invoice.  If  an  emergency  arises  requiring  a  purchase 
from  a  vendor  that  will  accept  a  purchase  order  and  provide  an  invoice,  the 
purchasing  department  shall  issue  a  purchase  order  number.  The  only  exception 
would  be  emergency  expenditures  under  $40.00.  Under  no  circumstances  can  the 
revolving fund be used for wages, salaries, or personal compensation of any kind. 
Money  should  be  advanced  only  by  the  District's  office  as  quickly  as  possible,  and 
no  later  than  one  (1)  week  after  the  date  of  the  act ivi ty.  Periodical ly,  the  
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REGULATION REGULATION 

 
 
 
completed  requisitions  and  receipts  should  be  submitted  to  the  student  funds 
office  along  with  a  master  requisition  requesting  reimbursement  to  the  revolving 
fund.  The  revolving  fund  must  be  redeposited  with  the  student  funds  office  at  the 
close of the school year so that the books can be closed. 

 

 
Requests for Checks 

 
It  is  recognized  that  a  few  instances  may  exist  where  requests  for  checks  are 
practical  and  procedurally  proper.  An  invoice  or  contract  is  necessary  in  order  to 
request a check. 

 

 
Cash Advances for Activities 

 
Students or teachers should not have large amounts of cash on hand. 

Most businesses will accept purchase orders and bill the District. 

The  only  time  it  may  be  necessary  to  request  a  cash  advance  would  be  to  do 
business  with  a  store  that  will  not  accept  a  purchase  order.  Also,  some  purchases 
are so small that it is not economically feasible to use a purchase order. 

 
Cash  advances  for  activities  should  not  exceed  $200.00.  Expenditures  should  be 
limited  to  small  purchases  not  in  excess  of  $40.00  for  each  store.  Exceptions 
require  approval.  Purchases  must  be  limited  to  supplies  and  are  not  to  be  used 
for equipment or labor. 

 
Cash  advances  for  activities  must  be  requisitioned,  with  checks  made  payable  to 
sponsors.  It  is  the  responsibility  of  the  sponsor  to  submit  to  the  appropriate 
administrator  receipts  for  all  expenditures.  Unspent  money  shall  be  credited  back 
to the account. 

 
Cash advances must be documented and completed within one (1) week after the date of 
the activity. 

 
The appropriate administrator will be responsible for the safekeeping and proper 
handling off cash advances. 

 
 
Capital  Outlay  Items  

 

 
A  request  for  capital  outlay  items  must  be  supported  by  a  copy  of  the  minutes  of 
the  meeting  authorizing  the  purchase.  The  requisition  must  be  approved  by  the 
supervisor and the Principal and Superintendent. 
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Postage 

 
Student  activity  clubs,  organizations,  student  governments,  and  student  councils 
are  required  to  provide  their  own  postage.  It  is  not  appropriate  to  use  the  District 
postage meter. 

 
The commingling of student and District funds is not permitted. 

 
Student Activity Payroll Procedures 

 

 
Every  two  weeks,  the  student  activities  office  will  prepare  a  payroll.  By  Monday  of 
the payroll week, the payroll forms should be submitted to that office. Particular 
attention should be paid to the following: 

 
 Employee names should be listed alphabetically. 

 
 If an employee is new to the District, a W -4 form must be attached. 

 
 All   information   on   the   form   must   be   complete,   including   employee 

numbers,  unless  the  employee  is  new  to  the  District  and  has  not  been 
assigned a number. 

 

 
Budgeting Student Activities 

 

 
Each year, the student council shall prepare a budget. The budget is used as a 
guide in planning, and not as any form of control by the financial services office. 

 
 
Proper Receipts 

 
Whenever  possible,  a  store  receipt  should  be  obtained.  If  the  store  does  not 
provide  a  sales  receipt,  then  one  should  be  made  up  according  to  the  instructions 
listed below. The store name must be stamped on the receipt. 

 
Instructions for receipts to support cash advances or reimbursements: 

 
 Cash register tapes alone are not acceptable. 
 An itemized sales receipt should be requested at the start of checkout. 
 If the store will not provide an itemized sales receipt, one of the District's 

receipts should be completed as described in the following instructions: 
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 The store name should be rubber-stamped (an endorsement stamp 
shall be accepted), not handwritten. 

 
 The current date should be shown. 

 
 "East Valley Institute of Technology" should be shown. 

 
 Purchases should be itemized, listing the cost of each item. 

 
 The subtotal should be shown, to which should be added the amount 

of tax and the total cost. 
 

 The store clerk should sign the receipt and indicate "paid." 
 

 The cash register tape should be attached. 
 

 If proper receipts are not obtained, the payee of the cash advance shall be 
held responsible. 

 
 If problems or questions arise, the student funds office should be called. 

 

 
 
Field Trips 

 

 
Student  activit ies  funds  may  be  used  to  f inance  f ield  tr ips  i f  the  fol lowing 
guidelines are observed: 

 
 District guidelines regarding field trips must be observed. 

 
 Field trip requests must be reviewed and approved or disapproved by the 

Superintendent. 
 

 Approved transportation requests must be forwarded to the director of 
business/human resources. 

 
 The cost of field trips shall be in accordance with current District policy. 
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CONTESTS FOR STUDENTS 

 
Student  participation  in  contests  shall  be  limited  to  activities  and  events  that  relate 
to  the  educational  needs  and  interests  of  students  and  do  not  promote  private  or 
commercial  interests.  The  Superintendent  shal l  establ ish  procedures  and 
regulations governing participation in such contests. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-1241 

A.A.C. R7-2-313 
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CONTESTS FOR STUDENTS 
 
Participation  in  contests  shall  be  optional  and  shall  be  kept  within  reasonable 
bounds.  The  following  statements  shall  be  a  guide  for  determining  participation  in 
contests: 

 
 The primary educational aims and the needs and interests of the students 
must be a consideration at all times. 

 
The  school  and  its  students  shall  not  be  used  to  promote  private  or 

commercial interests. 
 

 All materials or activities initiated by private sources shall be judged on 
grounds of their: 

 
 Direct contribution to educational values. 

 
 Factual accuracy. 

 
 Good taste. 

 
Consideration  shall  be  given  in  all  cases  to  protecting  students  and 

teachers against unreasonable added work and responsibilities. 
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INTERSCHOLASTIC SPORTS 

General 

The purpose of interscholastic athletics is both educational and recreational. 
The school sports program should encourage participation by as many 
students as possible and should always be conducted with the best interests 
of the participants as the first consideration. 

District participation in interscholastic athletics shall be subject to approval 
by the Board. This shall include approval of membership in any leagues, 
associations, or conferences, and of any new agreements with other schools 
for a series of games or events. 

The following rules shall be observed for participation by individual students: 

 For each type of sport in which the student engages, the parents or 
guardian must give written consent. 

 The student must be determined by a physician to be physically fit for 
the sport. 

The Superintendent shall set up other rules for participation, such as those 
governing academic standing, in accordance with policies of the District and 
pertinent regulations and recommendations of the state interscholastic 
athletic association. 

Health and Safety of Participants 

The health and safety of participants in interscholastic athletic activities 
must receive careful consideration. 

The Board shall develop, in consultation with the Arizona Interscholastic 
Association (AIA) guidelines, information and forms to inform and educate 
coaches, pupils and parents of the dangers of concussions and head injuries  
and the risks of continued participation in athletic activity after a concussion.  
Before a student participates in an athletic activity, the student, the 
student's parents, and the coaches shall participate in a District program to  
educate program participants of the danger of concussions, head injuries, and 
the risk of continued participation in athletic activity after a concussion.  
Students and parents shall sign the AIA form (Exhibit JJIB-E) at least once 
each school year stating awareness of the nature and risk of concussion. The  
District shall retain documentation of the participation of all affected  
coaching staff members in the program. For the purpose of this policy,  
athletic activity does not include:  
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 dance 

 rhythmic gymnastics, 

 competition or exhibitions of academic skills or knowledge or other 
similar forms of physical noncontact activities,  

 civic activities or academic activities, whether engaged in for the 
purpose of competition or recreation.  

A student who is suspected of sustaining a concussion in a practice session, a 
game, or other interscholastic athletic activity shall be immediately removed 
from the athletic event. A coach from the student's team or an official or 
licensed health care provider may remove a student from play. A team  
parent may also remove his or her own child from play. A student may 
return to play on the same day if a health care provider rules out a suspected  
concussion at the time the student is removed from play. On a subsequent  
day, the student may return to play if the student has been evaluated by and  
receives written clearance to resume participation in athletic activity from a  
health care provider who has been trained in the evaluation and  
management of concussions and head injuries as prescribed by A.R.S. 15-341.  
 
A group or organization that uses property or facilities owned or operated by  
the District for athletic activities shall comply with the policies of the Board  
related to concussions and head injury. This requirement does not apply to 
teams based in another state participating in athletic events in Arizona.  

A District employee, team coach, official, team volunteer or a parent or 
guardian of a team member is not subject to civil liability for any act,  
omission or policy undertaken in good faith to comply with the requirements  of 
this policy or for decisions made or actions taken by a health care provider.  
Further, the District and its employees and volunteers are not subject to civil  
liability for any other person's or organization's failure or alleged failure to 
comply with the requirements of this policy.  
 
Participants must be provided access to water at all times during practice 
sessions, games, or other interscholastic athletic activities. 
The Superintendent shall require that regulations for health and safety of 
participants in interscholastic athletics be developed, implemented, and 
enforced. Such regulations may, at the discretion of the Superintendent, be 
incorporated into this policy as an administrative regulation. 
E.V.I.T. SCHOOL DISTRICT NO. 401 Page 2 of 3 

J-4350                  JJIB



 

Adopted: February 13, 2012 
 
LEGAL REF.: A.R.S. 15-341 

         15-802.01 
A.G.O. 186-095 
A.A.C. R7-2-808 

 
CROSS REF.:  JJJ –Extracurricular Activity Eligibility 

                          KF –Community Use of School Facilities 
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REGULATION                     REGULATION 

INTERSCHOLASTIC SPORTS 

District Students 

The Superintendent shall establish a program that will be presented prior to 
the start of any athletic activity each year and as needed throughout the 
school year to educate students, parents/guardians of students, and coaches  
who participate or coach athletic activities of the danger of concussions, head 
injuries, and the risk of continued participation in athletic activity after a 
concussion. The program shall comply with the guidelines, information and  
forms developed in consultation with the Arizona Interscholastic Association.  
Information related to attending a District-established program and the  
requirements to attend a District-established program prior to participation 
in an athletic event will be made available by the principal to students,  
parents/guardians of students, and coaches prior to the start of athletic  
activities each school year and throughout the school year.  

School principals shall be responsible for the implementation of the program  
at the school site and shall ensure that no student participates in an athletic 
activity prior to the student and the student's parents/guardians having  
annually attended the District's established program as verified by their 
signatures. Further, the principals shall be responsible for the participation  
and documentation of all coaches in the program prior to beginning a 
coaching assignment.  
Signature verification of all program participants shall be provided on the  
District-approved form (JJIB-E), submitted to the school principal, and filed  in 
the school office.  

The principals shall advise all staff members assigned to the school of the 
requirements of Policy JJIB and this regulation.  

Groups or Organizations  

The principals shall ensure that all groups or organizations using property or 
facilities owned or operated by the District for athletic activities shall comply 
with Governing Board Policy JJIB related to concussions and head injury.  
All groups or organizations who request use of District-owned or -operated 
property or facilities shall submit to the principal a written document 
describing the group's or organization's program and verifying that the 
program is and shall continue to be compliant with A.R.S. 15-341 and Board 
Policy JJIB. The submitted document must be signed by an official 
authorized by the group or organization, dated and submitted with the 
District's Community Use of School Facilities form to the principal a 
minimum of two (2) weeks prior to the requested first use date.  
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REGULATION       REGULATION 

Records Compliance 

All documentation related to Board Policy JJIB will be maintained pursuant 
to management standards adopted by the Arizona State Library, Archives  
and Public Records and Board Policy EHB, Data/Records Retention.  
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INTERSCHOLASTIC SPORTS  

(Mild Traumatic Brain Injury (MTBI) / Concussion)  

STATEMENT AND ACKNOWLEDGEMENT FORM  

I .      (student), acknowledge that I have to be an active p a r t i c i p a n t  
i n  m y  o w n   health and have the direct responsibility for reporting all of my injuries and illnesses to 
the school staff (e.g., coaches, team physicians, athletic training staff). I further recognize that my physical 
condition is  dependent upon providing an accurate medical history and a full disclosure of any 
symptoms, complaints, prior injuries and/or disabilities experienced before, during or after athletic 
activities.  
By signing below. I acknowledge:  

 My institution has provided me with specific educational materials including the CDC  
Concussion fact sheet (http://www.cdc.gov/concussion/HeadsUp/vouth.html) on what a 
concussion is and has given me an opportunity to ask questions.  

 I have fully disclosed to the staff any prior medical conditions and will also disclose any future  
conditions.  

 There is a possibility that participation in my sport may result in a head injury and/or 
concussion. In rare cases, these concussions can cause permanent brain damage, and even 
death.  

 A concussion is a brain injury which I am responsible for reporting to the team physician or  
athletic trainer.  

 A concussion can affect my ability to perform everyday activities, and affect my reaction times 
balance 

 sleep, and classroom performance.  
 Some of the symptoms of concussion may be noticed right away while other symptoms can show  up 

hours or days after the injury.  
 If I suspect a teammate has a concussion. I am responsible for reporting the injury to the school 

staff.  
 I will not return to play in a game or practice if I have received a blow to the head or body that  

results in concussion related symptoms.  
 I will not return to play in a game or practice until my symptoms have resolved AND I have 

written clearance to do so by a qualified health care professional.  
 Following concussion the brain needs time to heal and you are much more likely to have a 

repeat concussion or further damage if you return to play before your symptoms resolve.  

Based on the incidence of concussion as published by the CDC the following sports have been identified as 
high risk for concussion: baseball, basketball, diving, football, pole vaulting, soccer, softball, spirit line 
and wrestling.  
 
I represent and certify that I and my parent/guardian have read the entirety of this document and fully 
understand the contents, consequences and implications of signing this document and that I agree to be  
bound by this document.  
 
Student Athlete:  
 
Print Name:  Signature:                                       
Date:                                           
 
Parent or legal guardian must print and sign name below and indicate date signed.   
Print Name: Signature:                         
Date:        

Reproduction of AIA FORM 15.7-C 02111 which may be used in lieu of this document.  
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STUDENT DISCIPLINE 

 
The  Superintendent  shall  recommend  policies  and  develop  procedures  for  the 
discipl ine  of  students  that  comply  with  A.R.S.  15 - 843.   These  policies  and 
procedures  will  apply  to  all  students  traveling  to,  attending,  and  returning  from 
school,  and  while  visiting  another  school  or  at  a  school -sanctioned  activity  and 
may  include  a  wide  range  of  penalties  that  may  be  imposed  for  violations.  When 
suspension  or  expulsion  is  involved,  notice,  hearing,  and  appeal  procedures  shall 
conform to applicable legal requirements. 

 
Teachers  are  authorized  to  temporarily  remove  a  student  from  a  class.  A  teacher 
may  temporarily  remove  a  student  to  the  principal,  or  to  a  person  designated  by 
the school administrator, in accord with: 

 

 Rules established for the referral of students. 
 

 The conditions of A.R.S. 15-841, when applicable. 
 
The Superintendent shall establish such rules as are necessary to implement the 
temporary removal procedure. 

 

Information concerning a student's disciplinary record will be held in the strictest 
confidence. 

 
Disciplinary actions taken will be recorded in an administrative log, and all types of 
suspensions or expulsions will be recorded in a separate file for each student. 

 

Adopted: date of manual adoption 
LEGAL REF.: A.R.S. 13-403 et seq. 

15-341 
15-342 
15-841 
15-842 
15-843 
15-844 

A.A.C. R7-2-807 
 

CROSS REF.: MC - Student Conduct 
JI<A - Corporal Punishment 
JKD - Student Suspension/Expulsion/Due-Process Rights 
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REGULATION  REGULATION 

STUDENT  DISCIPLINE  
 

 
 
 
A student may be subject to disciplinary action when the student: 

 
 Engages in conduct that is disorderly, i.e., intentionally causing public 
inconvenience, annoyance, or alarm, or recklessly creating a risk thereof, by: 

 
 Fighting or engaging in violent behavior. 

 
 Making unreasonable noise. 

 
 Using abusive or obscene language or gestures. 

 
 Obstructing vehicular or pedestrian traffic. 

 
 Creating a hazardous or physically offensive condition by any act that 
serves no legitimate purpose. 

 
 Engages  in conduct  that  is  insubordinate,  i.e.,  failing  to  comply  with  the 
lawful  directions  of  a  teacher,  school  administrator,  or  other  school  employee  in 
charge of the student. 

 
Endangers the safety, morals, health, or welfare of others by any act, 

including but not limited to: 
 

 Selling, using, or possessing alcohol, drugs, or other controlled 
substances or drug paraphernalia. 

 
 Selling, using, or possessing weapons, fireworks, or other dangerous 
instruments or contraband. 

 
 Selling, using, or possessing obscene materials. 

 
 Using profane, vulgar, or abusive language (including ethnic slurs). 

 
 Gambling. 

 
 Hazing. 

 
 Engaging in lewd behavior. 

 
Engages in any of the following forms of academic misconduct: 
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 Lateness for, missing, or leaving school or class without permission or 
excuse. 

 
 Cheating  (including  but  not  limited  to  copying,  using  unauthorized 
help  sheets  and  the  like,  illegally  obtaining  tests  in  advance,  substituting 
for a test-taker, and other forms of unauthorized collusion). 

 
 Plagiarism. 

 
 Engages in conduct violative of the Board's rules and regulations for the 
maintenance of public order on school property. 

 
Has a record of excessive absenteeism. 

 
   Is believed to have or actually has committed a crime. 

 
Reasonableness  of  use  of  physical  force  in  self-defense,  defense  of  others,  and 
defense  of  property  will  be  considered  as  a  mitigating  factor  in  determining 
penalties  for  misconduct.  The  threat  or  use  of  physical  force  by  a  student  is  not 
reasonable  (i)  when  made  in  response  to  verbal  provocation  alone,  (H)  when 
assistance  from  a  school  staff  member  is  a  reasonable  alternative,  or  (iii)  when  the 
degree  of  physical  force  used  is  disproportionate  to  the  circumstances  or  exceeds 
that  necessary  to  avoid  injury  to  oneself  or  to  others  or  to  preserve  property  at 
risk. 

 
Permissible Penalties 

 
The range of penalties that may be imposed for violations of student discipline 
rules include, but are not limited to, the following: 

 
   Verbal warning. 

 

   Written warning. 
 

   Written notification to parents. 

Probation. 

   Detention. 
 

   Suspension from transportation. 

Suspension from athletic participation. 

   Suspension from social or extracurricular activities. 
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   Suspension of other privileges. 
 

   Exclusion from a particular class. 
 

   In-school suspension. 
 

 Involuntary transfer. 
 

 Suspension. 
 

 Expulsion. 
 
Depending  upon  the  nature  of  the  violation,  student  discipline  shall  be  progressive, 
i.e.,  generally,  a  student's  first  violation  should  m erit  a  l ighter  penalty  than 
subsequent  violations.  A  District  employee  or  agent  should  take  into  account  all 
other  relevant  factors  in  determining  an  appropriate  penalty.  The  above  penalties 
may be imposed either alone or in combination. 

 
Student Disciplinary Proceeding 

 

 
Each school will establish a procedure that at a minimum will provide the principal, or 
the  designee  of  the  school  administrator,  with  documentation  of  the  teacher's 
reason(s) for the temporary removal of a student from class. 

 

 
Refusal to readmit per 'I.R.S. 15-841: 

 
 

Upon  discussion,  by  the  administrator  with  the  teacher,  of  disciplinary 
action  implemented  in  conjunction  with  a  temporary  removal  in  accord  with  the 
rules  established  by  the  Board,  the  teacher  will  be  required  to  state  an  intent  to 
readmit  or  refuse  to  readmit  the  removed  student.  If  the  teacher  refuses  to 
readmit  the  student,  the  reason  shall  be  written  by  the  teacher,  explaining  the 
condit ions  used  to  dete rmine  the  removal,  and  shall  be  provided  to  the 
administrator by the next business day following the temporary removal. 

 
 Either of the following conditions must exist for a temporary removal per 
A.R.S. 15-841: 

 
 

 The  teacher  has  documented  that  the  pupil  has  repeatedly  interfered 
with the teacher's ability to communicate effectively with the other pupils in 
the class or with the ability of the other pupils to learn. 

 
 The  teacher  has  determined  that  the  pupil's  behavior  is  so  unruly, 
disruptive,  or  abusive  that  it  seriously  interferes  with  the  teacher's  ability 
to  communicate  effectively  with  the  other  pupils  in  the  classroom  or  with 
the ability of the other pupils to learn. 
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 The  matter  will  be  referred  to  the  school  placement  review  committee 
(SPRC)  constituted  in  accord  with  statute  if  the  conditions  are  consistent  with 
those  stated  in  A.R.S.  15-841.  Within  three  business  days  following  the  date  of 
temporary  removal,  the  SPRC  shall  determine  to  either  place  the  student  in  a  new 
class  or  return  the  student  to  the  existing  class  if  that  is  the  best  or  only 
practicable alternative. 

 
•  If  the  student  is  qualified  for  educational  services  under  the  Individuals 

w i th  D isab i l i t ies  Educat ion  Ac t  ( IDEA) ,  any  change  in  the  s tudent 's 
individualized  education  program  (IEP)  shall  be  determined  by  the  IEP  team  in 
accord with federal regulations. 

 
Any  teacher,  administrator,  Board  member,  parent,  or  other  person  may  report  a 
violation  of  student  disciplinary  rules  to  an  administrator.  The  administrator  will 
then  make  an  investigation  of  the  charges  as  deemed  appropriate  and  will  institute 
appropriate proceedings. 

 
This  information  for  the  maintenance  of  public  order  on  school  property  will  be 
publicized  and  explained  to  all  students  and  provided  in  writing  to  parents  as 
requested. In order to promote effectiveness of student discipline, the assistance of 
parents in enforcing rules for student discipline shall be invited and encouraged. 

 

 
Involving  Staff  Members  

 
The  principal  is  responsible  for  involving  staff  members  of  the  school  in  the 
development  of  a  positive  plan  for  student  discipline.  All  staff  me mbers  are 
responsible for implementing the plan of student discipline for the school. 
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EXHIBIT EXHIBIT 
 

STUDENT DISCIPLINE 
 
The  Superintendent  shall  establish  and  retain  complete  records  of  student 
disciplinary  actions  and  procedures.  Records  regarding  student  disciplinary  actions 
shall be retained for at least two (2) years after last attendance date. 

 
The accounting for students subject to disciplinary action on discipline record card 
shall contain an entry of: 

 
 The full name of the student. 

 
 The racial/ethnic and sex designations of the student. 

 
 The time, place, and date of the offense or offenses, or observed behavior. 

 
 Descriptions and dates of other offenses or observed behaviors if not 
previously reported. 

 
 The names of witnesses or others involved. 

 
 Specific  measures  taken  by  person  or  persons  reporting  the  offense  or 
offenses  to  effect  an  adjustment,  including  the  specialized  help  secured  before 
referral,  such  as  conferences  with  parents,  conferences  with  the  principal  or 
Superintendent, and conferences with other school personnel. 

 
 The name and title of the person or persons reporting the offense or 
offenses. 

 
 The alternatives, if any, that were considered prior to the imposition of the 
disciplinary action taken by the principal or the Superintendent. 

 
 The final disposition of the case. 

 
 The name and title of the person or persons imposing the action or actions. 

 
The kinds of disciplinary actions for which an accounting should be kept shall 
include, but not be limited to: 

 
 Suspensions and/or expulsion. 

 
 Placement in work room or detention (for disciplinary reasons). 
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 Transfer to another class (for disciplinary reasons). 
 

 Transfer to another school (for disciplinary reasons). 
 

 Referrals of cases to police and juvenile authorities. 
 

 Others as required. 
 
The District shall have the responsibility of maintaining the necessary discipline 
records. 
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EVIT STUDENT DISCIPLINE 

REFERRAL OF STUDENT TO PRINCIPAL 

 

Student’s Name:_______________________________ 

Date/Time of Incident:__________________________  Room #: ____________ 

Teacher: _____________________________________     

 

Purpose for which the student is being referred: 

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________ 

If the referral is for misconduct, have you previously referred this student for the same, or similar, 

reason(s)?   ⃝ Yes   ⃝ No  

Do you desire to confer with the principal, or the principal's designee, before disciplinary action is 

taken?   ⃝ Yes   ⃝ No 

Is it your intent to file a Notice to Principal of Refusal to Readmit Student?   ⃝ Yes   ⃝ No   ⃝ Possibly 

REMINDER: All documentation substantiating the reason(s) and condition(s) for a refusal to readmit the 

student following the student's temporary removal pursuant to A.R.S. 15-841 must be provided by the 

next business day following the temporary removal. 

  

 _______________________________  _________________________ 

    Teacher’s Signature       Date 



J - 4 6 3 3   ©   J K - E C  
 
 
EXHIBIT EXHIBIT 

 

STUDENT DISCIPLINE 
 

N O T I C E  T O  P R I N C I P A L  O F 
REFUSAL TO READMIT STUDENT 

(Must be submitted by next business day following temporary removal) 
 
 
Teacher    Student    

 

 
 
School    Class    Period    

 
 
Under the provisions of A.R.S.  15-841,  I am refusing to readmit the above-named 
student  to  the  identified  class.  The  temporary  removal  was  made  under  the 
fo l l ow ing  cond i t i on  (one  o f  t he  two  cond i t i ons  mus t  be  se lec ted  and 
substantiated): 

?   1 . T h e   p u p i l   h a s   r e p e a t e d l y   i n t e r f e r e d   w i t h   m y   a b i l i t y   t o 
communicate  effectively  with  the  other  pupils  in  the  classroom  or  with 
the ability of the other pupils to learn. 

 

?  2 .  The  pupil 's  behavior  is  so  unruly,  disruptive,  or  abusive  that  it 
seriously  interferes  with  my  ability  to  communicate  effectively  with  the 
other  pupils  in  the  classroom  or  with  the  ability  of  the  other  pupils  to 
learn. 

 

Instructions:  Describe  the  incidents  that  have  prompted  the  decision  to  remove 
the student from the class. It is important that complete and detailed information 
is provided, as it will be used (1) by the principal in determining the appropriate 
discipline  management  techniques,  consistent  with  Governing  Board  rules,  to  be 
applied  to  this  case,  and  (2)  by  the  placement  review  committee  to  determine 
whether the student should be placed back in the class if the teacher and principal 
cannot  reach  consensus  that  acceptable  correct ive  measure s  have  been 
accomplished to effect the student's return to class. 
To  the  extent  possible,  report  literal  disruptive  remarks  made  by  the  student,  and 
l ist  contributing  factors  such  as  the  student's  facial  or  bodily  expressions, 
gestures,  sounds,  and  so  forth.  Explain  how  the  student  attempted  to  divert  the 
attention  of  other  students,  to  encourage  their  participation  in  the  misbehaviors, 
and  to  otherwise  interfere  with  the  classroom  management,  teaching,  and  learning 
processes.  State  the  techniques,  both  suc cessful  and  unsuccessful,  that  have 
been  at tempted  to  restrain  the  student 's  misconduct,  gain  the  student 's 
cooperation,  or  otherwise  control  the  situation.  List  the  dates  of  and  summarize 
the  communications  and  conferences  with  the  student's  parent(s)  or  other 
responsible  adult(s)  to  elicit  their  assistance  in  resolving  the  difficulties  with  the 
student. 
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If the space on this form is inadequate, check the box on the following page and 
indicate the number of supplemental sheet(s) you are attaching to this notice. 

 

Date of misbehavior: Description of incident: 
 
 
 
 
 
 

Techniques attempted: 
 
 
 
 
 
 

Parental conference held? ? Yes ? No If yes, date held and  summary 
of outcome. 

 

 
 
 

Date of misbehavior: Description of incident: 
 

 
 
 
 
 
 
 
 
 

Techniques attempted: 
 

 
 
 
 
 

Parental conference held? ?Yes ? No If yes, date held and summary 
of outcome. 
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Date of misbehavior: Description of incident: 

 
 
 
 
 
 

Techniques attempted: 
 
 
 
 
 
 
 
 
Parental conference held? ?Yes ? No If yes, date held and 
summary of outcome. 

 
 
 
 
? Additional space is needed. __ supplemental sheets are attached to this notice. 

 
 
 
 
Express your opinion of the action(s) that will be most effective with the student 
and state your expectation for the outcome of your decision to remove the 
student from your class.    

 
 
 
 
 
 
 
 
 
 
 
 
 
 
Teacher’s Signature Date notice submitted to Principal 
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S U P P L E M E N T   T O  

NOTICE TO PRINCIPAL OF REFUSAL TO READMIT STUDENT 
 
 
 

Teacher ____________________Student ________________Date    
 

 
 
 

School _____________________Class   Period    
 

 
 
 

Date of misbehavior: Description of incident: 
 
 
 

Techniques attempted: 
 

 
 
 
 
 

Parental conference held? ?Yes ? No If yes, date held and 
summary of outcome. 

Date of misbehavior: Description of incident: 

Techniques attempted: 
 
 
 

Parental conference held? ? Yes ? No If yes, date held and 
summary of outcome. 

 

 
 
 

   of    Supplemental Sheets 
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CORPORAL  PUNISHMENT  
 
 
The  Distr ict  d isal lows  corporal  punishment.  

 
Adopted: November  13,  2008  

 
LEGAL  REF.: A.R.S. 15-843 

 
 
 
CROSS  REF.:  JK  -  Student  Discipline  

JKD  -  Student  Suspension/Expulsion/Due - Process  Rights  
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DETENTION  OF  STUDENTS  

 
Reasonable  detention  during  break-time,  noon,  or  at  the  close  of  the  school  day  is 
permi t ted ,  p rov ided  tha t  appropr ia te  cons idera t ion  i s  g iven  to  s tudent 
transportation,  weather,  and  other  extenuating  circumstances.  However,  a 
student  shall  not  be  denied  the  privilege  of  eating.  Detention  should  not  exceed 
one class session (2 1/2 hours) per day. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-843 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

E.V.I.T. SCHOOL DISTRICT NO.  401 Page 1 of  1 



J-4850 JKD 
 
 
 
 
 

STUDENT SUSPENSION / EXPULSION / 
DUE-PROCESS RIGHTS 

 
A  student  may  be  removed  from  contact  with  other  students  as  a  temporary 
measure. 

 
The authority to suspend a student for up to ten days, after an informal hearing is 
held,  rests  with  the  Superintendent.  If  a  danger  to  students  or  staff  members  is 
present,  the  principal  may  immediately  remove  the  student  from  school,  with  prior 
contact  with  the  parents  and  with  a  notice  and  hearing  following  as  soon  as 
practicable.  Each  suspension  shall  be  reported  to  the  Governing  Board,  within  five 
days, by the person imposing it. [A.R.S. 15-843] 

 
In  all  cases,  except  summary  suspension  where  a  clear  and  present  danger  is 
evident,  the  student  shall  remain  in  school  until  applicable  due-process procedures 
are  instituted.  In  no  instance  shall  students  be  released  early  from  school  unless 
parents have been notified. 

 
A  recommendation  to  expel  shall  be  through  the  principal  and  forwarded  to  the 
Superintendent.  The  authority  to  expel  rests  only  with  the  Board.  All  expulsions 
requested  shall  have  supporting  data  indicating  the  required  due - process 
procedure. 

 
Regular Education Students 

 
Suspension for ten days or less: 

 
 Step  I:  The  student  will  receive  notice,  written  or  oral,  of  the  reason  for 

suspension and the evidence the school authorities have of the alleged 
misconduct. 

 
 

  After  having  received  notice,  the  student  wil l  be  asked  for  an 
explanation of the situation. 

 
 The  authorized  District  personnel  shall  make  reasonable  efforts  to 

verify facts and statements prior to making a judgment. 
 

 Step 2: Following Step 1: 
 

 
 Provided that a written record of the action taken is kept on file, 

authorized District personnel may: 
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  Suspend the student for up to ten days. 
 

 
  Choose other disciplinary alternatives. 

 
  Exonerate the student. 

 
  A   Suspend  the  student  for  ten  days  pending  a  recommendation 

that  the  student  be  given  a  long -term  suspension  or  expulsion  or 
both. 

 
 When suspension is involved: 

 
  A  parent  must  be  notified  before  the  student  is  allowed  to  leave 

campus.  If  no  parent  contact  can  be  made,  the  student  may  be 
isolated  until  dismissal  time  and  then  given  a  written  message  to  the 
parents. 

 
  A  letter  to  the  parents  will  be  written  within  a  reasonable  time  to 

expla in the terms (including the possibil i ty that a long - term 
suspension  and/or  expulsion  is  being  recommended)  and  reasons  for 
the suspension and to request a meeting to solicit their help. 

 No appeal is available from a short-term suspension. 
 
Suspension for over ten days or expulsion: 

 

 
 Step  3a:  If  the  offense  is  one  that  could  result  in  a  suspension  of  over  ten 

days,  in  addition  to  Step  1  and  Step  2  the  Superintendent  will  set  up 
and  conduct a formal hearing. 

 
 Step  3b:  If  the  offense  is  one  that  could  result  in  expulsion,  the  Board  will 

determine in executive session whether to hold a hearing, or to designate 
a hearing officer as provided in A.R.S. 15-843, and whether the hearing shall 
be held in executive session. 

 
 Step  4:  A  formal  letter  to  the  responsible  parent  or  guardian  wil l  be 

mailed  by  certified  mail  with  return  receipt  requested  or  delivered  by 
hand (with an adult witness present) at least five working days prior to the 
formal  hearing.  A  copy  of  this  letter  will  remain  on  file,  and  the  letter  should 
explain: 

 
 A statement of the charges and the rule or regulation violated. 

 
 The extent of the punishment to be considered. 

 
 The date, time, and place of the formal hearing. 
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 A designation of the District's witnesses. 
 

 That the student may present witnesses. 
 

 
 That the student may be represented by counsel. 

 
 If  a  hearing  officer  has  been  appointed,  the  name  of  the  hearing 

officer. 
 

 The  right  of  the  parents  or  guardian  (or  an  emancipated  student)  to 
indicate their objection to the decision to hold the hearing in 
executive  (closed)  session.  Such  objections  must  be  made  in  writing 
to the Board, in cases of expulsion, or to the hearing officer. 

 
 Step  5:  A  formal  hearing  will  be  held,  during  which  the  st udent  will  be 

informed of the following rights: 
 

   When   a   parent   or   legal   guardian   has   disagreed   that   the   hearing 
should be held in executive (closed) session, it shall be held in an open 
meeting unless: 

 
   If only one student is subject to the proposed action, and 

disagreement  exists  between  that  s tudent 's  parents  or  legal 
guardians,  then  the  Board  (hearing  officer),  after  consultation  with 
the  student's  parents  or  legal  guardians,  shall  decide  in  executi ve 
(closed)  session  whether  the  hearing  will  be  in  executive  (closed) 
session. 

 
  If  more  than  one  student  is  subject  to  the  proposed  action  and 

disagreement  exists  between  the  parents  of  different  students,  then 
separate hearings shall be held subject to the provisions of A.R.S. 15-843. 

 
 Nothing in these procedures shall be construed to prevent the 

students who are subject to the action and their parents or legal guardians 
and legal counsel from attending any executive (closed) session pertaining 
to the proposed disciplinary action, or from having access to the minutes 
and testimony of such session or from recording such a session at the 
parent's or legal guardian's expense. 

 
 The  student  is  entitled  to  a  statement  of  the  charges  and  the  rule  or 

regulation violated. 
 

 The student may be represented by counsel, without prejudice. 
 

 The student may present witnesses. 
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 The student or counsel may cross-examine witnesses presented by  the 
District. 

 
 The burden of proof of the offense lies with the District. 

 
 Either  the  hearing  must  be  recorded  on  tape  or  an  official  record  must be 

kept  in  some  other  appropriate  manner.  In  addition,  parents  are  to  be 
allowed to tape-record the hearing at their own expense. 

 
 The  District  has  the  right  to  cross-examine  witnesses,  and  may  be 

represented by an attorney. 
 

 Step  6:  The  decision  and  appeal  procedure,  if  applicable,  upon  the 
conclusion of the hearing will be as follows: 

 
 Suspension: 

 
  Upon  the  conclusion  of  a  hearing  by  a  hearing  officer  in  which  a 

decision  of  long - term  suspension  is  made,  the  decision  may  be 
appealed to the Board. To arrange such an appeal, the parent(s) of 
t he  suspended  s tuden t  o r  t he  s tuden t  mus t  de l i ve r  t o  t he 
Superintendent  a  letter  directed  to  the  Board  within  five  (5)  days 
after receiving written notice of the long-term suspension. The letter 
must describe in detail any objections to the hearing or the decision 
rendered. 

 
  The  appeal  to  the  Board  wil l  be  on  the  record  of  the  hearing 

held by the hearing officer. If the Board determines that the student 
was  not  afforded  due - process  rights  or  that  this  policy  was  not 
followed  in  all  substantive  respects,  the  student  shall  be  given 
another  hearing.  If  the  Board  determines  that  the  punishment  was 
not reasonable, they may modify the punishment. 

 
  The decision of the Board is final. 

 
 Expulsion: 

 
  Upon conclusion of the  hearing by the  hearing  officer, if  a 

recommendat ion  for  expulsion  is  made,  the  decis ion  may  be 
appealed  to  the  Board  a t  the  t ime  the  Board  cons iders  the 
recommendation.  A  formal  letter  to  the  responsible  parent  or 
guardian will be mailed by certified mail with return receipt requested or 
delivered by hand  (with an adult witness present) indicating  the 
recommendation  that  will  be  made  to  the  Board.  A  copy  of  this  letter 
will remain on file, and the letter should explain: 
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  The time and place of the Board meeting at which the 
recommendation will be made. 

 

 
  That  the  recommendation  may  be  appealed  at  the  time  the 

recommendation is made to the Board. 
 

  That the appeal shall be in writing delivered to the  
Superintendent prior to the time of the Board meeting. 

 
  That the written appeal shall indicate a spokesperson on  behalf of 

the student. 
  That the spokesperson will be given time to speak to the Board on 

appeal. 
 

 
   Upon conclusion of the hearing on expulsion by the Board, the 

decision of the Board is final. 
 
 

Special Education Students 
 

Suspension for ten days or less. Short-term suspension (ten days or less) may 
be  used  for  special  education  students  for  disciplinary  reasons  on  the  same 
basis   as  for  a  regular  education  student.  (It  is  not  considered  a  change  of 
placement.) 

 
 Step  1:  The  student  will  receive  notice,  written  or  oral,  of  the  reason  for 

suspension and the evidence the school authorit ies have of the 
alleged  misconduct. 

 
 After having received notice, the student wil l be asked for an 

explanation of the situation. 
 

 The authorized District personnel involved shall make reasonable 
efforts to verify facts and statements prior to making a judgment. 

 
 Step 2: Following Step 1: 
 Provided  that  a  written  record  of  the  action  taken  is  kept  on  file, 

authorized District personnel may: 
 

Suspend the student for up to ten days. 
Choose other disciplinary alternatives. 
Exonerate the student. 
Suspend  the  student  for  ten  days  pending  a  recommendation  that 

the student be given a long -term suspension or expulsion or both. 
 

 When suspension is involved: 
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  A parent must be notified before the student is allowed to leave campus.  
If  no  parent  contact  can  be  made,  the  student  may  be  iso lated 
unt i l  d ismissal  t ime  and  then  g iven  a  wr i t ten  message  to  the  
parents.  

 
  A  le t te r  to  the  pa ren ts  w i l l  be  w r i t t en  w i th in  a  reasonab le 

t ime  t o  e x p l a i n  t h e  t e r m s  ( i n c l u d i n g  t h e  p o s s i b i l i t y  t h a t  a 
l o n g - t e r m  suspension  and/or  expuls ion  is  being recommended)  
and  reasons  for  the  suspension  and  to  
request  a  meeting  to  sol ic i t  their  help.  

 
 No  appeal  is  available  from  a  short - term  suspension.  

 
I f  a  spec ia l  educat ion  s tudent  is  suspended  for  an  accu mulat ion  o f 
more than ten (10) days dur ing the school year , a mani festa t ion 
determinat ion  conference  must  be held. 

 
Suspension for over ten days or expulsion. 

 
 Step  3 :  A  suspension  of  more  than  ten  (10)  consecut ive  days,  a 

ser ies o f s u s p e n s i o n s t o t a l i n g m o r e t h a n t e n ( 1 0 ) d a y s , o r 
e x p u l s i o n  o f a s p e c i a l educat ion s tudent  requ i res  a 
man i fes ta t ion  determina t ion  conference.  Such  a  conference  shal l 
be  for  the  purpose  of  determining  whether  or  not  the  offense  is  a 
manifestation  of  the  stud ent 's  disabil i ty.  

 
 Step  4 :  I f  t he  o f fense  i s  no t  a  man i fes ta t i on  o f  t he  d i sab i l i t y  o f 

t he s tudent , the s tudent may be suspended  or expel led  by 
fo l lowing   the   procedure   out l ined   above   for   s tudents   in   genera l , 
prov ided that   educat ional  serv ices  a re c o n t i n u e d  d u r i n g t h e 
p e r i o d o f  d i s c i p l i n a r y r e m o v a l  f o r  a s t u d e n t w i t h  a
 disabil ity qualif ied  under  the  Individuals  with  Disabil it ies  
Education  Act  (IDEA).  
A   s t u d e n t   w i t h   a   d i s a b i l i t y   q u a l i f i e d   f o r   e d u c a t i o n a l   s e r v i c e s 
u n d e r t h e Americans   with   Disabil i t ies   Act   or   S ection   504   of   the 
Rehabil i tat ion  Act  of  1973,  and  not  qual i f ied  under  IDEA,  may  be 
suspended  f rom  school ,  and  educat ional  services  may  be  ceased,  
i f  nondisabled  students  in  s imi lar  c i rcumstances  do  not  continue  to 
receive  educational  services.  

 
 

 Step  5 :  I f  t he  behav io rs  a re  a  man i fes ta t i on  o f  t he  d i sab i l i t y  o f  
t he  s t u d e n t ,  t h e  D i s t r i c t  m a y  n o t  s u s p e n d  t h e  s t u d e n t  f o r  m o r e 

t h a n  t e n  ( 1 0 )  school  days.  
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Adopted: November  13,  2008  
LEGAL REF.: A.R.S. 15-342 

15-766 
15-767 
15-841 
15-842 
15-843 

A.G.O. 178-103 
178-218 
180-055 
184-036 

A.A.C.  R7-2-401 
R7-2-405 

18 U.S.C. 921 et seq., The Gun-Free School Act of 1990 
20 U.S.C. 1401 et seq., Individuals with Disabilities in 

Education Act 
29 U.S.C. 774 (Section 504), Rehabilitation Act of 1973 

(P.L. 93-112) 
CROSS REF.: IHB - Special Instructional Programs 

JR - Student Records 
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REMOVAL  OF  STUDENTS  
FROM  SCHOOL - SPONSORED  ACTIVITIES  

 
 
 
The  principal  may  remove  a  student  from  a  school - sponsored  activity  i f the  
principal  determines  that  the  student  has  violated  a  provision  of  the 
student  discipl ine  policies,  rules,  and/or  regulations  or  i f  the  principal 
determines  that  such  removal  is  in  t he  best  interest  of  the  activity  or  in the  
best  interest  of  the  school  s  a  whole.  

 
 Any  school - sponsored  club;  or  

 
 Any  school - sponsored  organization  such  as  career  and  technical 

student  organizations,  student  government,  honor  society,  or  any 
other  orga nization  or  class  or  a  similar  nature.  

 
An  activity  includes  activit ies  as  defined  above,  whether  or  not  a  student  
is  receiving  or  may  receive  academic  credit  for  the  activ i ty.  

 
Adopted: November  13,  2008  

 

 
LEGAL  REF.: A.R.S.  15 - 342(1)  

15 - 766  
15 - 767  
15 - 841  
15 - 842  
15 - 843  

A.G.O.  78 - 103  
78 - 218  
I80 - 055  
I84 - 036  

A.A.C. R7 - 2 - 401  
R7 - 2 - 405  

20  U.S.C.  1401  et  seq . ,  Individuals  with  Disabil i t ies  in  
Education  Act  

29  U.S.C.  774  (Section  504),  Rehabil i tat ion  Act  of  1973  
(P.L.  93 - 112)  

CROSS  REF.:  IHB - Special  I nstructional  Programs  
JR - Student  Records  
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STUDENT  INSURANCE  PROGRAMS  

 
 

The  Board  may  p rov ide  o r  make  ava i l ab le  a  s tuden t  hea l th  bene f i t s 
i nsu rance  p rog ram  fo r  t he  D is t r i c t .  The  p rog ram  w i l l  be  conduc ted  a t no  

expense  t o  t he  Distr ict .  (The  Distr ict  cannot  pay  for  heal th  benef i ts plan  
insurance  out  of  monies  f rom  the  School  Dis t r ict 's  maintenance  and  

operat ion  budget.)  
 
 
The  Super in tendent  w i l l  p rov ide  to  parents  o r  guard ians  in format ion  on 
s tudent  health  benefits  insurance  i f  such  insurance  is  available.  

 
Adopted: date  of  manual  adopt ion  

 
LEGAL  REF.: A.R.S. 15-384 

A.G.O. 186-095 
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STUDENT HEALTH SERVICES AND REQUIREMENTS 

 

 
The  Supe r in tenden t  sha l l  es tab l i sh  p rocedu res  f o r  t he  s tuden t  hea l t h 
se rv i ces  program  in  the  Distr ict.  Such  procedures  wil l  provide  for:  

 

 
Admin is t ra t ion  o f  pa ten t  o r  p ropr ie ta ry  med ica t ions  (over - the - 

counter [OTC] medicat ions) in compl iance wi th Ar izona Revised 
Statu tes  and  Dis t r ic t  policies. 

 

 
Admin is t ra t ion  o f  p rescr ip t ion  medicat ions  in  compl iance  w i th  

Ar izona  Revised  Statutes  and  District  policies.  
 
 

Admin is t ra t ion  of  immunizat ions  in  conjunct ion  wi th  the  County  
Heal th  Department  and  in  compliance  with  Arizona  Revised  Statutes. 

Providing  preventive  health  information.  

• The t reatment of school-related injuries/illnesses, and recommendation for 
follow-up care. 

 
Screening clinics for selected physical impairments. 

 
Adopted: date  of  manual  adopt ion  

 

 
LEGAL  REF.:  A.R.S. 15-344 
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EXHIBIT         EXHIBIT 

I M M U N I Z A T I O N  O F  S T U D E N T S  

2 0 1 2 - 2 0 1 3  A R I Z O N A  S C H O O L  
IMMUNIZATION REQUIREMENTS 

Age 

Under Age 
Seven (7) 

Seven (7) 
through 

ten (10) years 

Eleven (11) 
years 

and older 

Eleven (11) 
years 

and older 

Grade 

Kindergarten
(K) and above

Kindergarten 
(K) through fifth 

(5th) grades 

Sixth (6th) 
through ninth 

(9th) 
grades only 

Tenth (10th) 
through twelfth 

(12th) grades 

Vaccines 

DTaP / DTP / 
DT 

(Diptheria, 
tetanus, 

accellular 
pertussis) 

Four (4) to five 
(5) doses.* 

At least one (1) 
dose at four (4) 
years of age or 
older is 
required. 

*A sixth (6th) 
dose is needed 
if five (5) doses 
have been 
given before 
four (4) years of 
age. 

Td 
 

History of four 
(4) DTaP or a 
total of three (3) 
tetanus and 
diptheria doses 
given after 
twelve (12) 
months of age. 

Tdap 

  

Not required for 
eleven (11) plus 
year olds in 
these grades 

One (1) Tdap 
dose is 
required when 
five (5) years 
have passed 
since th elast 
DTaP, DTP, 
DT, or Td. 

Students 
starting or 
finishing the 
first three (3) 
tetanus and 
diptheria 
doses must 
receive one (1) 
Tdap as part 
of the three (3) 
dose series. 

Students who 
have not already 
received Tdap 
are required to 
receive one (1) 
Tdap dose when 
ten (10) years 
have passed 
since the last 
DTaP, DTP, DT, 
or Td. 

Students 
starting or 
finishing the 
first three (3) 
tetanus and 
diptheria doses 
must receive one 
(1) Tdap as part 
of the three (3) 
dose series. 

J-5231              JLCB-E
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 EXHIBIT     EXHIBIT 

 

 

Meningococcal One (1) dose One (1) dose 
recommended, 
but not required 
for tenth (10th) 
through twelfth 
(12) graders in 
the 2011-2012 
achool year. 

Polio 
Three (3) to Four (4) doses 

Three (3) doses meet the requirement if the third (3rd) dose was 
given at four (4) years of age or older. 

Four (4) doses meet the requirement even if all four (4) doses were 
given during the first (1st) year of life. 

1VBIR, 
(measles, 
mumps, 
rubells 

Two (2) doses 
A third (3rd) dose will be required if the first (1st) dose was given 

before twelve (12) months of age. 

Hepatitis B 
Three (3) doses 

A fourth (4th) dose will be required if the third (3rd) dose was given 
before twenty-four (24) weeks of age. 

Varicella* 

(Chickenpox) 

One (1) dose if given before thirteen (13) years of age. 

Two (2) doses if first (1st) dose was given at thirteen (13) 
years of age or later. 

Varicella vaccination, or history of chickenpox disease, is required 
for kindergarten (K) and grades one (1) through twelve (12). 

Students attending school prior to 9/1/2011 with parental recall 
of chicken pox disease are allowed to continue with parental 
recall of disease. As of 9/1/2011, students enrolling in school 
for the first time are required to present proof of varicella 
immunization, or valid exemption due to laboratory evicence of 
immunity, medical reasons personal beliefs. 

 

Source: Arizona Immunization Program Office 
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COMMUNICABLE / INFECTIOUS DISEASES 
 
Any  student  with,  or  recovering  from,  a  communicable  disease  wil l  not  be 
permitted  in  school  until  the  period  of  contagion  is  passed  or  until  a  physician 
recommends  a  return,  in  accordance  with  A.R.S.  36- 629   et  seq,  appropriate 
regulations of the State Department of Health Services, and policies of the County 
Health Department. 

 
Parents will be requested to provide a history of the communicable diseases for 
each student, and such records will be kept and maintained by the District. 

 
A  student  suffering  from  a  communicable  disease  shall  be  excluded  from  school  to 
protect  the  student's  own  welfare  and  also  to  protect  other  students  from  illness. 
Early  recognit ion  of  a  communicable  disease  is  of  prime  importance.  The 
administrator  or  county  health  director  shall  make  the  decision  for  exclusion  and 
readmission. 

 
Pediculosis (Lice Infestation) 

 

 
Students with pediculosis shall be excluded from school until treatment specific for 
pediculosis has been initiated and the student is symptom free. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-871 

15-872 
36-629 

A.A.C. R9-6-339 
R9-6-601 et seq. 
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ACQUIRED IMMUNE DEFICIENCY SYNDROME AND HUMAN 
IMMUNODEFICIENCY 
VIRUS  INFECTIONS  

 
Students  i l l  with  HIV  virus  or  acquired  immune  deficiency  syndrome  (AIDS) 
have a r ight to rece ive a publ ic educat ion. The Board has a 
responsib i l i ty  to  assure  that  the  school  provides  a  safe  environment  for  
al l  of  i ts  students  and  employees.  

 
 
The  Board  dire cts  that:  

 
 Infected  students  receive  a  public  education.  

 
 In format ion  be  prov ided  for  parents,  facul ty  and  s taf f  members, 
and   o ther concerned persons concerning the actual and potent ia l 
dangers  of  t ransmission  of  the  disease.  

 
 Decis ions concern ing the educat ional p lacement o f in fected 
s tudents  be  de termined  upon  the  bes t  med ica l  knowledge  ava i lab le 
and  on  a  case - by - case  basis. 

 

 
 Restr ict ions  be  placed  upon  a  student  as  required  by  Department  
of Health Serv ices regulat ions, advi ce of the County Heal th  
Department,  and  advice  of  a  physician  selected  by  the  District.  

 
 Protect ion  for  the  r ights  o f  pr ivacy  of  each  in fected  s tudent  be  a 
pr imary  consideration.  

 
Decision(s)  regarding  the  type  of  educational  sett ing  for  the  student  who  
i s i n f e c t e d w i t h H I V v i r u s s h a l l b e b a s e d u p o n t h e   b e h a v i o r , 
n e u r o l o g i c   d e v e l o p m e n t , a n d p h y s i c a l a n d  m e n t a l c o n d i t i o n  
o f t h e s t u d e n t . Recommendat ions   w i l l   be   made   upon   consu l ta t ion 
wi th   pub l ic   hea l th   personnel ,   school   o f f ic ia ls ,   the   s tudent 's   phys ic ian  
and  parents ,  and,  a t  the  d iscret ion  o f  the  District,  a  physician  selected  by 
the  District.  

 
 
Adopted: date  of  manual  adopt ion  

 
LEGAL  REF.: A.R.S. 15-871 

15-872 
A.A.C. R9-6-331 

R9-6-701 et seq. 
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ADMINISTERING MEDICINES TO STUDENTS 

 
Under  cer ta in  c i rcumstances,  when  i t  is  necessary  fo r  a  s tudent  to  take 
medic ine  dur ing  school  hours,  the  Distr ic t  wi l l  cooperate  wi th  the  fami ly 
physic ian  and  the  parents  i f  the  fol lowing  requirements  are  met:  

 

 
 There  must  be  a  wr i t ten  order  f rom  the  phys ic ian  s ta t ing  the 
name  o f  the  medicine,  the  dosage,  and  the  t ime  i t  is  to  be  given.  

 
 There  must  be  wr i t ten  permiss ion  f rom  the  parent  to  a l low  the 
schoo l  o r  the  s tudent  to  admin is ter  the  medic ine .  Appropr ia te  fo rms 
are  ava i lab le  f rom  the  school  office.  

 
 The  medicine  must  come  to  th e  school  of f ice  in  the  prescr ipt ion 
container  o r ,   i f   i t   i s   o v e r - t he - coun te r   med i ca t i on ,   i n   t he   o r i g i na l 
c o n t a i n e r  w i t h  a l l  warnings  and  directions  intact.  

 

 
The   D is t r ic t reserves  the r ight , in  accordance wi th  procedures 
estab l ished   by   the   S u p e r i n t e n d e n t ,  t o c i r c u m s c r i b e  o r d i s a l l o w t h e 
u s e o r a d m i n i s t r a t i o n o f a n y med ica t ion   on   schoo l   p remises   i f   t he 
th rea t  o f  abuse  o r  m isuse  o f  the  med ic ine  may  pose  a  r isk  o f  harm  to  a 
member  or  members  of  the  student  populat ion.  

 
 
Th i s  po l i c y  and  any  r e l a ted  po l i c i es  o r  amend men ts  t o  such  po l i c i es 
sha l l  be  forwarded  to  the  District  l iabil i ty  insurance  carrier  for  review.  

 
Adopted: date  of  manual  adopt ion  

 

LEGAL  REF.:  A.R.S. 15-344 
32-1601 
32-1901 

 
CROSS  REF.:  EBC-RC - Emergencies (First Aid) 
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REGULATION REGULATION 

 

ADMINISTERING  MEDICINES 
TO STUDENTS 

 
(Medication Procedures) 

 
 
Prescription Drugs 

 
For  occasions  when  it  is  necessary  for  a  student  to  receive  a  prescription  drug 
during  the  school  day,  the  following  procedure  has  been  established  to  ensure  the 
protection  of  the  school  and  the  student  and  to  assure  compliance  with  existing 
rules and regulations: 

 
Administration by school personnel: 

 
 The medication must be prescribed by a physician. 

 
 The  parent  or  guardian  must  provide  written  permission  to  administer  the 
medicine  to  the  student.  Appropriate  forms  are  available  from  the  school 
office. 

 
 The medication must come to the school office in the prescription container 
as  put  up  by  the  pharmacist .  Wr i t ten  d i rect ions  f rom  the  phys ic ian  or 
pharmacist must state the name of the patient, the name of the medicine, the 
dosage, and the time it is to be given. 

 
 An administrator may designate a school employee to administer the 
medication. 

 
 Each administration of prescription drugs must be documented, making a 
record of the student having received the medication. 

 
 Drugs  must  be  kept  in  their  original containers in a locked medicine 
cabinet. 

 
Self-administration: 

 
 When  the  physician  feels  it  is  necessary  for  the  student  to  carry  and  self- 
a d m i n i s t e r   t h e   m e d i c a t i o n ,   t h e   p h y s i c i a n   s h a l l   p r o v i d e   w r i t t e n 
recommendations, to be attached to the signed parent permission form. 

 
 The parent or guardian must provide written permission for the student to self- 
administer and carry the medication. Appropriate forms are available from 
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the school office. 
 

 The medication must come in the prescription container as put up by the 
pharmacist. 

 
Over-the-Counter Medication 

 
 
When  it  is  necessary  for  a  student  to  receive  a  medicine  that  does  not  require  a 
prescription  order  but  is  sold,  offered,  promoted,  and  advertised  to  the  general 
public,  the  following  procedure  has  been  established  to  ensure  the  protection  of 
the school and the student: 

 
Administration by school personnel: 

 
 

 Written permission must be provided by the parent or guardian for the 
administration of specific over-the-counter drugs. 

 
 Any  over - the - counter  drug  or  medicine  sent  by  the  parent  to  be 
administered  to  a  student  must  come  to  the  school  office  in  the  original 
manufacturer's  packaging  with  all  directions,  dosages,  compound  contents,  and 
proportions clearly marked. 

 
 An administrator may designate a school employee to administer a specific over- 
the-counter drug. 

 
 Each instance of administration of an over -the - counter drug must be 
documented in the daily log. 

 
 

 Over-the-counter drugs must be kept in their original containers in a locked 
medicine cabinet. 

 
 
Self-administration; 

 

 
 Written permission must be provided by the parent or guardian for the 
administration of specific over-the-counter drugs by the student. 

 
 Over-the-counter  drugs  or  medicine  sent  by  the  parent  to  be  administered 
by  the  student  must  be  kept  by  the  student  i n  the  original  manufacturer's 
packaging,  with  all  directions,  dosages,  compound  contents,  and  proportions 
clearly marked. 
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 Necessity  for  self-administration  of  an  over-the-counter  drug  or  medicine 
shall  be  determined  by  the  student's  physician  and  must  be  verified  by  a  signed 
physician's statement attached to the parent or guardian permission form, indicating 
the specific drug or medicine. 

 

 
Protection of Students 

 
Use  or  administration  of  medication  on  school  premises  may  be  disallowed  or 
strictly  limited  if  it  is  determined  by  the  Superintendent,  in  consultation  with 
medical personnel, that a threat of abuse or misuse of the medicine  may pose a 
risk of harm to a member of the student population. 

 
The student shall take extraordinary precautions to keep secure any medication or 
drug,  and  under  no  circumstances  shall  make  available,  provide,  or  give  the  item 
to another person. The student shall immediately report the loss or theft of any 

 
medication  brought  onto  school  campus.  Violation  of  this  regulation  may  subject 
the student to disciplinary action. 
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EXHIBIT EXHIBIT 

 

A D M I N I S T E R I N G  M E D I C I N E 
TO  STUDENTS  

 
(Reques t  f or  G iv ing  Med ic ine  a t  Schoo l )  

 
 
 

Name  ___  

  Grade 
 

Teacher    School    
 
 

Medication 
 
 
Diagnosis/reason for  

 
giving  T ime  to  be  g iven  

a .m.  T ime  to  be  g iven    p .m. 

to 

 

Dates  from  
 
 
P r e s c r i p t i o n m e d i c a t i o n m u s t b e i n t h e o r i g i n a l c o n t a i n e r a s  
p r e p a r e d  b y a pharmacis t   and   labeled,   inc lud ing   the   pat ient   name, 
name of medicat ion, dosage, and t ime to be g i ven . An ove r - the - 
coun te r med ica t i on mus t be i n the o r ig ina l packag ing , w i t h a l l  
d i r ec t i ons , dosages , compound con ten ts , and p ropo r t i ons c lear ly 
marked. Student misuse of medicat ion be ing se l f - adminis tered may  
resu l t  in  seizure  and  disciplinary  action.  

 
 
 
 

Parent 's  or  Guardian 's  Signature Date  
 
 
A s i g n e d p h y s i c i a n ' s s t a t e m e n t i n d i c a t i n g t h e n e c e s s i t y m u s t 
a c c o m p a n y  a n y  request  for  sel f - administrat ion  of  medicine,  whe ther  i t  
is  prescr ipt ion  or  over - the -  counter  medicine.  
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GUIDANCE  AND  COUNSELING  
 
 
T h e  f o c u s  o f  t h e  c o u n s e l i n g  a n d  g u i d a n c e  p r o g r a m  i n  t h e  D i s t r i c t  
i s  o n  t h e  developmental  needs  of  students.  

 
 
Pe rsonne l   i nvo lved i n  counse l ing w i l l demons t ra te  respec t f o r the 
d ign i t y  and  w o r t h  o f  e a c h  i n d i v i d u a l  a n d  e n c o u r a g e  e a c h  s t u d e n t  t o 
d e v e l o p i n d i v i d u a l   r e s p o n s i b i l i t y   a n d d e c i s i o n - m a k i n g   s k i l l s . 
P e r s o n n e l  i n v o l v e d  i n  c o u n s e l i n g coordinate the school guidance 
program   and   involve   a l l   staff   members   in   designing   and   implement ing 
p lans  t o  meet  three  major  goals:  

 
 

 Educat ional development. Students may part ic ipate in planning 
their  education.  

 

 
 Personal/social development. Students will develop appropriate 

behaviors  fo r   a   va r ie ty   o f   soc ia l   se t t i ngs .   S tuden ts   w i l l   deve lop 
awareness  o f  se l f  and  conf idence  in  the i r  own  ab i l i t ies  in  order  to 
enhance  the i r  career  opt ions  and  development.  

 
 

 Career  development.  Students  wil l  develop  career  options  consistent 
with  their  interests,  abi l i t ies,  and  values.  

 
Adopted: November13,  2008  
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SCHOOL  COUNSELORS  AND  PSYCHOLOGISTS  

 
The District shall not provide psychological services. 

 
Adopted: date  of  manual  adoption  
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REGULATION REGULATION 

 

S C H O O L  C  O U N S  E  L  O R S A N D 
PSYCHOLOGISTS 

 
(Psychological Reports) 

 
 
Psychological  reports  or  case  study  evaluations  are  confidential.  Such  information 
wil l  be  kept  locked  in  the  appropriate  records  location  when  not  in  use  by 
authorized personnel. 

Teachers may review a student's file under the cognizance of an administrator. 

Psychological  reports  shall  not  be  taken  from  the  office  of  the  department  
responsible for the preservation of records. 
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REPOR TING  CHILD  ABUSE  /  CHILD  PROTECTION  

 
Any  school  personnel  or  any  other  person  having  responsibility  for  the  care  or 
treatment  of  children,  whose  observation  or  examination  of  any  minor  discloses 
reasonable  grounds  to  believe  that  a  minor  is  or  has  been  the  victim  of  injury, 
sexual  abuse  pursuant  to  A.R.S. 13-1404,  sexual  conduct  with  a  minor  pursuant  to 
A.R.S.  13-1405,  sexual  assault  pursuant  to  A.R.S.  13-1406,  molestation  of  a  child 
pursuant  to  A.R.S.  13-1410,  commercial  sexual  exploitation  of  a  minor  pursuant  to 
A.R.S.  13-3552,  sexual  exploitation  of  a  minor  pursuant  to  A.R.S.  13-3553,  incest 
pursuant  to  A.R.S.  13 - 3608  or  child  prostitution  pursuant  to  A.R.S.  13-3212,  
death,  abuse  pursuant  to  A.R.S.  8-201,  or  physical  neglect  that  appears  to  have 
been  inflicted  upon  such  minor  by  other  than  accidental  means  or  which  is  not 
explained  by  the  available  medical  history  as  being  accidental  in  nature  or  who  has 
reasonable  grounds  to  believe  there  has  been  a  denial  or  deprivation  of  necessary 
medical  treatment  or  surgical  care  or  nourishment  with  the  intent  to  cause  or  allow 
the  death  of  an  infant  protected  under  A.R.S.  36-2281  shall immediately report or 
cause  reports  to  be  made  of  such  information  to  a  peace  officer  or  to  the  Child 
Protective  Services  of  the  Department  of  Economic  Security.  Such  reports  shall  be 
made forthwith by telephone or in person and shall be followed by a written report 
within seventy-two hours. Pursuant to A.R.S. 13-3620, such reports shall contain: 

 
 The names and addresses of t he minor, the parents, or the person or 
persons having custody of such minor, if known. 

 
 

 The minor's age and the nature and extent of any injuries or physical 
neglect, including any evidence of previous injuries or physical neglect. 

 
 

Any  other  information  that  such  person  believes  might  be  helpful  in 
establishing the cause of the injury or physical neglect. 

 
 
A  person  furnishing  a  report,  information,  or  records  required  or  authorized  under 
Arizona  Revised  Statutes  or  a  person  participating  in  a  judicial  or  administrative 
proceeding  or  investigation  resulting  from  a  report,  information  or  records  required 
or  authorized  under  Arizona  Revised  Statutes  shall  be  immune  from  any  civil  or 
criminal liability  by  reason  of  such  action  unless  such  person  has  acted  with  malice 
or  unless  such  person  has  been  charged  with  or  is  suspected  of  abusing  or 
neglecting the child or children in question. 

 
Professional privilege, provided for by professions such as the practice 
of  nursing  or  psychology  covered  by  law  or  a  code  of  ethics  regarding  practitioner- 
client  confidences,  both  as  they  relate  to  the  competency  of  the  witness  and  to  the 
exclusion  of  confidential  communications,  shall  not  pertain  in  any  civil  or  criminal 
litigation  in  which  a  child's  neglect,  dependency,  abuse,  or  abandonment  is  an 
issue, nor in any judicial or administrative proceeding resulting from a report, 
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information  or  records  submitted  pursuant  to  the  Arizona  Revised  Statutes  nor  in 
any investigation of a child's neglect or abuse conducted by a peace officer or the 
Child Protective Services of the Department of Economic Security. 

 
 
A  person  who  fails  to  report  abuse  as  provided  in  A.R.S.  13-3620  is  guilty  of  a 
class 1 misdemeanor. 

 
Any  certificated  person  or  Governing  Board  member  who  has  reasonable  grounds 
to  believe  that  a  person  certificated  by  the  Department  of  Education  has  engaged 
in  conduct  involving  minors  that  would  be  subject  to  the  reporting  requirements  of 
section  13-3620  shall  report  or  cause  reports  to  be  made  to  the  Department  of 
Education in writing8-201 
within  seventy- two  hours 
of the report made pursuant to  A.R.S. 13-3620. 

 
 
Adopted: date of manual adoption 

 

 
LEGAL REF.: A.R.S. 

13-1404 et seq. 
13-1410 
13-3552 
13-3553 
13-3608 
13-3619 
13-3620 
13-3623 
15-514 
46-451 
46-454 

 
 
CROSS REF.: JKA - Corporal Punishment 
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REGULATION  REGULATION 

R E P O R T I N G  C H I L D  A B U S E  / 
CHILD PROTECTION 

 

Abuse  means  the  infliction  or  allowing  of  physical  injury,  impairment  of  bodily 
function,  or  disfigurement,  or  the  infliction  of  or  allowing  another  person  to  cause 
ser ious  emotional  damage  as  evidenced  by  severe  anxiety,  depression, 
withdrawal,  or  untoward  aggressive  behavior,  and  which  emotional  damage  is 
diagnosed  by  a  medical  doctor  or  psychologist  pursuant  to  A.R.S.  8 -223,  and 
which is caused by the acts or omissions of an individual having care, custody, and 
control of a child.  Abuse shall include inflicting or allowing sexual abuse pursuant 
to  A.R.S.  13- 1404,   sexual  conduct  with  a  minor  pursua nt  to  A.R.S.  13 -1405,  
sexual  assault  pursuant  to  A.R.S.  13 -1406,  molestation  of  a  child  pursuant  to 
A.R.S.  13-1410,  commercial  sexual  exploitation  of  a  minor  pursuant  to  A.R.S.  13- 
3552, sexual exploitation of 
a minor pursuant to A.R.S. 13-3553, incest pursuant to A.R.S. 13-3608, or child 
prostitution pursuant to A.R.S. 13-3212. 

 
Child, youth, or juvenile means an individual who is under the age of 18 years. 
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EXHIBIT EXHIBIT 

R E P O R T I N G  C H I L D  A B U S E  / 
CHILD PROTECTION 

 
(Suspected Abuse/Neglect) 

 
 

To: Child Protective Services, D.E.S. (or other law enforcement agency) 
 
 
 

Student’s Name   Date    
 

 
 

Student’s Birth __ Sex    
 

 
 

Address    
 

Names of parents/guardians 
 

School    Grade   Teacher    
 

Description of injury (use reverse side of form if necessary) 
 
 
 

Referral source: Name 
 

Address    Position    
 
 

Symbols: Severity: 
A = Abrasion (1) = Mild 
B = Blister ( 2 )  =  M o d e r a t e  

 
 

La = Laceration 
Le = Lesions 
S = Scar 

 
 

describe) 
 

 
 
 
 

Signature and Title of Person Making the Report Date 
 
 
 

To who reported    Date of oral report    
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M I S S I N G  S T U D E N T S  

 
Following  proper  notification,  the  records  of  each  missing  child  will  be  flagged  with 
a  red  sticker  in  the  upper - right - hand  corner  of  the  cumulative  folder.  When 
records  are  requested  for  missing  children,  the  local  law  enforcement  agency  will 
be notified and no records will be sent. 

 
Nothing  contained  in  this  policy  shall  authorize  the  District  to  disclose  to  any 
person  a  student's  educational  record  without  prior  parental  consent  unless  the 
District  makes  a  determination  that  disclosure  of  such  records  is  necessary  to 
protect the health and safety of the student. 

 
Within  five  days  after  enrolling  a  transfer  student  from  a  public  school  in  another 
school  district  or  from  a  private  school,  the  District  schools  will  request,  directly 
from  the  previous  school,  a  certified  copy  of  the  student's  record.  When  records 
are requested by another school, within five days the District will comply with the 
request  unless  the  record  has  been  flagged  pursuant  to  A.R.S.  15- 829  or  the 
request does not conform to the requirements related to proper release of records 
by an emancipated student or a parent or guardian. 

For purposes of this policy: 

 Flag  means  to  mark  or  identify  as  pertaining  to  a  missing  child,  or  an 
indication identifying an item as pertaining to a missing child. 

 
 

 Missing  child means a person who is under the age of eighteen years, 

whose temporary or permanent residence is in this state or is believed to be in this 

state, whose location has not been determined, and who has been reported as 

missing to a law enforcement agency. 
 
Adopted: November 13, 2008 

 
LEGAL REF.: A.R.S. 13-3620 

15-824 
15-828 
15-829 
32-1472 

 
CROSS REF.: JF - School Admissions 

JFAB - Admission of Nonresident Students 
JR - Student Records 
JRCA - Request for Transfer of Records 
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STUDENT 
SAFETY  

 
Teachers  will  be  responsible  for  their  classes  at  all  times.  At  no  time  are  students 
to  be  left  unsup ervised.  Students  are  not  to  be  sent  on  errands  from  the  school 
premises. 

 
Teachers  have  the  authority  to  prohibit  the  use  of  and/or  to  confiscate  any  article 
that  is  a  hazard  to  a  student  or  that  may  damage  school  property.  In  the  case  of 
an emergency, the teacher will seek help from the principal. 

 
Every  student,  teacher,  and  visitor  shall  wear  appropriate  protective  eyewear  while 
participating  in  or  when  observing  vocational,  technical,  industrial  arts,  art,  or 
laboratory science activities involving exposure to items as listed in A.R.S. 15-151. 

 
The  principal  will  establish  procedures  covering  the  conduct  of  students  going  to 
and  from  school.  In  addition,  school  buildings  and  equipment  will  be  regularly 
inspected for health, fire, and safety hazards. 
Adopte d:  September  13,  2004  

 
LEGAL REF.: A.R.S. 15-151 

 
15-341 
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SUPERVISION OF STUDENTS 

 
When  students  are  in  school,  engaging  in  school-sponsored  activities,  or  traveling 
to  and  from  school  on  school  buses,  they  are  responsible  to  the  school  and  the 
school is responsible for them. 

 
Supervision  shall  include  being  within  the  physical  presence  a nd,  whenever 
possible,  within  a  line  of  vision  of  the  students  so  that  school  personnel  will  have  a 
reasonable  opportunity  to  control  the  behavior  of  and  assist  the  students  if 
necessary.  Teachers  shal l  exercise  supervis ion  as  appropr iate  f rom  the 
commencement  of  the  school  day,  before  classes  begin,  during  class  sessions, 
during  lunch  periods,  between  classes,  and  at  any  other  time  when  performing 
teaching or related duties on behalf of the school. 

 
Security personnel shall be available on campus during class hours for the purpose 
of  responding  to  calls  from  staff  regarding  security  and  safety  issues  in  the 
classrooms and other parts of campus. 

 
If  it  should  be  necessary  in  an  emergency  situation  for  a  teacher  to  leave  the 
physical  presence  of  the  students,  then  the  teacher  shall  make  a  reasonable  effort 
to  obtain  a  school  employee  to  supervise  the  students  during  the  teacher's 
absence.  In  no  case  shall  the  teacher  leave  students  unsupervised  if  there  is  a 
reasonable  possibil ity  that  harm  to  students  or  proper ty  wil l  result  from  the  
students being left unattended. 

 
School  administrators,  teachers,  and  other  staff  members  will  work  to  help  ensure 
that anyone who wishes to contact a student during the school day is doing so for 
proper reasons. 

 
Adopted: September 13, 2004 

 

 
LEGAL REF.: A.R.S. 15-341 

 

15-502 
 

15-521 
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STUDENT DISMISSAL PRECAUTIONS 

No student will be removed from the school grounds, from any school 
building, or from any school function during school hours except by a person 
authorized to do so by the student's parent or by a person who has legal 
custody of the student, except as A.R.S. 8-303, 8-304, and 8-802 shall apply. 
Before a student is removed, the person seeking to remove the student must 
present, to the satisfaction of the Superintendent, evidence of proper 
authority to remove the student. If any police or court official requests the 
dismissal of a student during school hours, parents should be notified as soon as 
possible. 
 
For purposes of the Arizona Medical Marijuana Act, no person may be denied 
custody of or visitation or parenting time with a minor, and there is no 
presumption of neglect or child endangerment for conduct allowed under the 
Act, unless the person's behavior creates an unreasonable danger to the 
safety of the minor as established by clear and convincing evidence.  

Adopted: February 13, 2012 

LEGAL REF.: A.R.S. 8-303 
                                     8-304 
                                     8-802 
                                   13-1302 
                                   36-2813  
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REGULATION REGULATION 
 

S T U D E N T  D I S M I S S A L  P R E C A U T I O N S  
 

(Student Release Requirements) 
 
 
 
A t   t h e   t i m e   o f   s c h o o l   a d m i s s i o n ,   t h e   p r i n c i p a l   m u s t   c o m p l e t e   t h e 
s t u d e n t ' s  permanent  record  form,  which  wi l l  ident i fy  the  student 's  legal 
name   and   the   name,   address,   and   te lephone   number   of   the   student 's 
lawful  custodian(s).  

 

 
Before  releasing  a  student  dur i ng  the  school  day,  the  pr incipal  shal l  be 
responsible  fo r  the  ver i f i ca t ion  o f  the  ident i ty  o f  any  lawfu l  cus tod ian  or 
any  representat ive  seeking  release  of  a  student.  

 

 
I f a l a w f u l  c u s t o d i a n , a s i n d i c a t e d o n t h e s t u d e n t ' s   p e r m a n e n t 
r e c o r d , i s  n o t recognized  by  s ight ,  the pr inc ipal shal l  requi re 
sat is factory ident i f icat ion  before such  re lease.   I f there is a  doubt , 
re lease  may  not  be  granted.  

 

 
In  the  case  of  a  wri t ten  or  verbal  authorizat ion  by  a  lawful  custodian  of 
record, the pr inc ipa l sha l l  requi re  sat is facto ry  ver i f ica t ion o f  the 
message  as being f rom the lawful custodian of record. I f there is a 
doubt,  re lease  may  not  be  granted.  

 
 
I f  a n  unau tho r i zed  pe rson  r e fuses  t o  hono r  t h e  dec i s i on  o f  t he 
p r i n c i p a l ,  t h e  principal  shall  call  the  local  police  authority.  

 
 
I f ,  in  the  grant ing  of  a  release  of  a  student,  a  change  in  the  record  of  the 
student 's  l awfu l  cus tod ian (s )  becomes  apparen t  and  i s  ve r i f i ed  to  the 
sa t i s fac t ion o f the pr inc ipa l , such change sha l l immedia te ly be 
entered  on  the  s tudent 's  permanent  record. 

 
 
I f  an y  pol ice  or  court  off icial  requests  the  release  of  a  student  during 

school  hours,  parents  should  be  noti f ied  as  soon  as  possible.  
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STUDENT  AUTOMOBILE  USE  AND  PARKING  
 
The  Superintendent  shall  establish  procedures  for  registration,  parking,  and  use  of 
motor ized  vehic les  and  for  searches  for  and  seizures  of  i l legal  mater ia l 
conta ined t h e r e i n . I n t h e e s t a b l i s h m e n t o f s u c h p r o c e d u r e s t h e 
S u p e r i n t e n d e n t  w i l l  b e  guided  by  the  following:  

 
 All students will register their vehicles. 

 
 Registration  stickers  must  be  disp layed  on  al l  student  vehicles.  

 
 Vehicles  may  be  towed  away  at  student  expense  for  fai lure  to  fol low 

pol icy  and  procedures  related  to  motorized  vehicles.  
 
Adopted: November  13,  2008  

 
LEGAL  REF.:  A.R.S. 15-341 
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REGULATION REGULATION 

 

S T U D E N T  A U T O M O B I L E  U S E 
AND PARKING 

 
 
Registration 

 

 
S t u d e n t s  w i l l  r e g i s t e r t h e i r v e h i c l e s  i f  t h e y i n t e n d t o d r i v e  t o 
s c h o o l .  T h e  r e g i s t r a t i o n  w i l l  r e q u i r e  t h a t  t h e  o w n e r  o f  t h e  v e h i c l e 
s i g n t h e f o r m s  a n d acknowledgments.  Registrat ion st ickers wi l l be 
af f ixed  to  the vehic les in a manner  speci f ied by  the   school 
administrat ion.  Students  who  fa i l  to  register  their  vehic les  o r  who  fa i l  to 
fo l low  school  po l icy  and  procedures  re la ted  to  use  o f  vehic les  may  have 
the i r  veh ic les  towed  away.  Any  expense  re la ted  to  such  towing  w i l l  be 
the  responsibi l i ty  of  the  student.  The  author iz ing  school  personnel  wi l l 
not i fy  the  law enforcement  agency of th e  ju r isd ic t ion o f  the  school 
wi th in  one  hour  o f  the  t ime  the  vehic le  is  moved  or  towed.  

 
 
Automobile Searches 

 

 
Students are  permit ted to park on school  premises  as a  mat ter of 
pr iv i lege,  not  of  r igh t .  The  school  re ta ins  author i ty  to  conduct  rout ine 
pat ro ls o f  s tudent park ing  lo ts and  inspect ions  o f the exter iors o f 
s tudent  automobi les  on   school  proper ty . The in ter io rs   o f s tudent 
veh ic les  may  be  inspected  whenever  a  schoo l  au thor i ty  has  reason  t o 
be l i eve  t ha t i l l ega l o r  unau tho r i zed ma te r i a l s  may  be con ta ined  
i ns ide . Such pa t ro l s and inspec t ions may be conduc ted w i thou t 
no t i ce ,  w i thou t  s tudent  consent,  and  wi thout  a  search  warrant .  

 
 
Seizure  of  Illegal  Materials  

 

 
I f  a  properly  conducted  search  yields  i l legal  or  contraband  materials,  
such  f indings  shall  be  turned  over  to  proper  legal  authorit ies  for  ult imate 
disposit ion.  
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J-6681  JLIE-E 

EXHIBIT EXHIBIT 

 
 

STUDENT  AUTOMOBILE  USE 
AND  PARKING  

 
 

ACKNOWLEDGMENT CONCERNING USE OF 
STUDENT PARKING LOTS 

 
 
 

I  acknowledge  and  unders tand  tha t :  
 

 Students  a re  permi t ted  to  park  on  schoo l  p remises  as  a  mat te r  o f  p r i v i lege , 
not of right. 

 
 The   Dis t r ic t   re ta ins   author i ty   to   conduct   rout ine   pat ro ls   o f   s tudent   park ing 

lo ts and inspect ions of the exter iors o f s tudent automobi les on school 
proper ty .  

 
 The   D is t r i c t   may   i nspec t   t he   i n te r io rs   o f   s tuden t   au tomob i les   whenever   a 

schoo l author i ty has reasonable suspic ion to be l ieve that i l lega l or 
unauthor ized  mater ia ls  are  con ta ined  ins ide  the  automobi les.  

 
 Such   pa t r o l s   and   i n spec t i ons   may   be   conduc ted   w i t hou t   no t i ce ,   w i t hou t 

s tudent  consent ,  and  w i thout  a  search  war rant .  
 

 A  s tudent  who  fa i ls  to  prov ide  access  to  the  in ter ior  o f  the  car  upon  request by  
a  school  off icial  wi l l  be  subject  to  school  discipl inary  action.  

 
 I f  the  s tudent  fa i l s  to  fo l low  schoo l  po l icy  and  procedure  re la ted  to  use  o f 

veh ic les ,  the  veh ic le  may  be  towed  away  and  s to red ,  a t  the  owner 's  expense.  
 
 
 
 

Signature of  Student Date 
 
 
 
 
 

Signature of Parent/Guardian Date 
 
 
 
 
S igna ture  o f  the  Veh ic le  Owner Da te  

 

 
 

Ar izona  Vehicle  l icense  number    
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STUDENT  VOLUNTEERS  FOR  SCHOOL  AND  COMMUNITY  SERVICE  
 
The Board encourages  t he  u t i l i za t i on o f s tuden t vo lun tee rs i n the 
educa t iona l  p r o g r a m  ( e . g . s t u d e n t  o f f i c e  h e l p e r s ,  e t c . )  a n d  i n  u s e f u l 
communi ty   serv ices.   However ,   s tudent   vo lunteers   must   be   capable   of 
carry ing out  the add i t iona l load wi thout endanger ing the i r academic 
ach ievement .  Therefore ,  a l l   s t u d e n t   v o l u n t e e r s   s h a l l   b e   e x p e c t e d   t o 
m a i n t a i n   t h e i r g r a d e s , a t t e n d a l l c l a s s e s , a n d r e c o g n i z e  t h a t t h e 
a c t i v i t y  t o  w h i c h  t h e y  a r e  v o l u n t e e r i n g  t h e i r  services  is  secondary  to 
their  pr imary  goal  of  gett ing  an  education.  

 
 
T e a c h e r s a n d  m e m b e r s o f   t h e c o m m u n i t y  a r e e n c o u r a g e d t o 
c h e c k w i t h  a s t udent 's  teacher  and  the  pr inc ipa l  before  a  s tudent  is 
sought  for   vo lunteer he lp, t o m a k e s u r e t h a t  t h e a d d i t i o n a l 
r e s p o n s i b i l i t y   c a n   b e   u n d e r t a k e n   w i t h o u t   endanger ing  the  student 's 
academic  achievement .  

 
Adopted: November  13,  2008  
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J   -   6   8   0   0 © J   O   
EMPLOYMENT OF STUDENTS 

 
The Board p laces a h igh va lue on educa t ion and s t rong ly u rges 
s tuden ts   t o   do   l i k e w i s e . A l l s t u d e n t s , t h e r e f o r e , a r e e n c o u r a g e d  
t o c o n t i n u e w i t h t h e i r   educational  program  unti l  graduation  from  high 
school.  

 

 
The   Boa rd   i s   aware   t ha t   many   s tuden ts ,   f o r   va r ious   reasons ,   seek 
emp loymen t  d u r i n g   t h e   s c h o o l   y e a r .   T h e s e   s t u d e n t s   a r e   r e m i n d e d 
t h a t s c h o o l w o r k a n d ac t i v i t i es mus t no t be neg lec ted , no r sha l l 
such  emp loymen t  con f l i c t  w i t h  t he  school  schedule.  

 

 
Adopted: date  of  manual  adopt ion  

 
LEGAL  REF. :  A.R.S. 15-512 

23-231 
23-232 
23-233 
23-235 
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DONATIONS AND GIFTS 

 
Students shall be discouraged from collecting money, setting aside funds, or 
purchasing gifts for the school or for faculty members. 

 
Gif ts  from  groups  of  students  to  other  student(s)  shal l  be  l imited  to  small 
expressions  of  condolence,  remembrance,  or  appreciation.  Guidelines  for  such 
remembrances shall be established by the Superintendent. 

 
Solicitations by or of students are to be governed by the following policies: 

 
 Students shall not be solicited to purchase books or other merchandise, 
except for materials approved by the District for use in the classroom. 

 
 Solicitations  by  students  shall  be  limited  to  small  contributions,  i.e., 
expressions   of   condolence,   remembrance,   or   appreciation.   Guidelines   for   such 
solicitations shall be established by the Superintendent. 

 
 No other solicitations shall be made by or of students during school hours 
or on school premises. 

 
Adopted: date of manual adoption 
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STUDENT FEES, FINES, AND CHARGES 

 
The  Board  recognizes  the  need  for  s tudent  fees  to  fund  cer ta in  school 
ac t iv i t ies  that  are  not  f inanced  by  local ,  state,  or  federal  funds.  I t  a lso 
recognizes  that  some  s t u d e n t s   m a y   n o t   b e   a b l e   t o   p a y   t h e s e   f e e s . 
N o  s t u d e n t  w i l l  b e  d e n i e d  a n   educat ion  as  a  resul t  of  inabi l i ty  to  pay 
these  supplementary  charges.  

 
 
S t u d e n t s w i l l n o t b e r e q u i r e d t o s u p p l y s p e c i f i c t y p e s o f s c h o o l 
s u p p l i e s  O r  e q u i p m e n t  a s  a  p r e r e q u i s i t e  t o  s u c c e s s f u l  c o m p l e t i o n  o f  
a  r equ i r ed  cou rse  o r  project. 

 
 
S tudents  w i l l ,  however ,  be  responsib le  and  accountable  for  loss  o f  or 
damage  to  school  property,  including  textbooks  and  l ibrary  books.  

 

 
The Super intendent wi l l establ ish procedures through which students 
may  be held respons ib le  and accountab le for  loss o f   or damage to 
school  proper ty ,  inc lud ing  textbooks  and  l ibrary  books.  

 
Adopted: date  of  manual  adopt ion  

 

LEGAL  REF.:  A.R.S. 15-342 
15-724 
15-727 
15-728 
15-729 

 
CROSS  REF.:  EDBA   -   Maintenance  and  Control  of  

Instructional  Materials 
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REGULATION    REGULATION 

STUDENT FEES, FINES, AND CHARGES 

(Tax Credit Contributions) 

The receipt and expenditure of fees or cash contributions may be for 
"Extracurricular activities" as indicated in A.R.S. 43-1089.01 and 15-342 with 
contributions also used for "character education programs" as described in 
A.R.S. 15-719. 

To comply with the requirements of A.R.S. 43-1089.01 concerning the receipt 
and expenditure of fees or cash contributions from taxpayers during the 
previous calendar year for support of extracurricular activities and character 
education programs of the District, annually not later than February 28 each 
school in the District shall provide the following information on forms 
prescribed by the Arizona Department of Revenue: 

 Total number of fees and contribution payments received, 

 Total dollar amount received, 

 Total dollar amount spent, categorized specifically by 

 Extracurricular activity 

 Character education program 

 Total number of student participants, categorized specifically by 

 Extracurricular activity 

 Character education program 

When a school has a site council, the site council shall determine how 
contributions not designated for a specific purpose are to be used at the 
school. When a school does not have a site council, the principal shall make the 
determination. 
 
If at the end of a fiscal year a public school has unspent contributions that 
were previously designated for a specific purpose or program and that 
purpose or program has been discontinued or has not been used for two (2)  
consecutive fiscal years, these contributions shall be considered undesignated 
in the following fiscal year for the purposes of this subsection.  
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J-6981  JQ-E 

EXHIBIT EXHIBIT 

 
 

STUDENT  FEES,  FINES,  AND  CHARGES  
 

(Fees) 
 
 
Areas where fees may be charged include, but may not be limited to: 

 
 

 Optional extracurricular activities, which are defined as any optional, noncredit, 
educational or recreational activity that supplements the education program 
of the school, whether offered before, during, or after regular school hours. 

 
 

 Optional programs conducted when school is not in session. 
 
 

 Career and technical education courses (high school only). 
 
 

 Other courses, fees for optional services, equipment, and materials offered to 
the  students  beyond  those  required  to  successfully  complete  the  basic 
requirements of the course (high school only). 

 
Pursuant to A.R.S. 15 -342, a school district may charge fees for the activities 
described above if: 

 
 The fees are reasonable. 

 
 The  fees  do  not  exceed  the  actual  costs  of  the  activities,  programs, 

services, equipment, or materials. 
 

 The fees are adopted by the Governing Board. 
 

 The  Governing  Board  includes  in  its  action  a  grant  of  authority  to  the 
principals  to  waive  the  assessment  of  all  or  a  part  of  any  fee  if  it  creates 
an economic hardship for a specific student. 

 
 No fees are charged for students' access to or use of computers or related 

materials. 
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J-7000 ]QA 
COLLECTION OF MONEY FROM STUDENTS 

 
The  District  shall  make  reasonable  attempts  regarding  the  collection  of  debts  owed 
by  students.  The  Superintendent  shall  establish  guidelines  for  administrators  to 
follow in implementing this policy. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-341 

15-705 
15-727 
15-823 

A.G.O. 179-110 
180-84 
183-137 
187-114 

A.A.C. R83-133 
R87-107 
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REGULATION REGULATION 

 

C O L L E C T I O N  O F  M O N E Y 
FROM STUDENTS 

 
Administrators shall monitor delinquent accounts. Collection efforts shall be made 
before debts become unmanageable. 

 

 
Textbooks,  Workbooks,  Library  Books,  and/or  Equipment  Lost  or  
Damaged 

 
Students  are  expected  to  reimburse  the  District  for  lost  or  damaged  textbooks, 
workbooks,  library  books,  and/or  equipment.  Students  are  encouraged  to  pay 
these charges at the time incurred, with cash, check, or a credit card acceptable to 
the  District.  In  cases  of  hardship,  students  may  be  allowed  to  arrange  payment 
plans. 

 

 
Non-Tuition-Related Debt-Recovery Action 

 
Students must meet financial obligations to the District. If a student fails to meet 
financial obligations in a timely manner, the following action may result: 

 
• Students with delinquent debts exceeding five dollars ($5.00) may not be 
issued grade cards. 

 
Wi thhe ld  g rade  cards  may  be  inspected  by  the  s tudent  o r  the 

parent/guardian  in  the  school  office,  but  may  not  be  removed  from  the  office 
until the delinquent debt has been paid. 

 
The  administrator  shall  employ  rational  means  to  achieve  the  collection  of  funds 
owed  the  District.  Collection  methods  shall  be  commensurate  with  the  degree  of 
the  financial  indebtedness.  Initial  methods,  as  appropriate  or  possible,  shall  be 
related to the area that has caused the indebtedness. 

 
For  example,  a  student  who  fails  to  pay  a  charge  for  an  extracurricular  activity 
might  be  prohibited  from  signing  up  for  another  extracurricular  activity.  If  this 
method  is  not  successful,  more  stringent  methods  shall  be  utilized.  For  example, 
the  next  step  might  be  to  withhold  an  unrelated  item  or  privilege.  Another  step 
might be to sue the student through the parent/ 
guardian. 
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EXHIBIT  EXHIBIT 

C O L L E C T I O N  O F  M O N E Y  
FROM STUDENTS 

 
Date    

 
 
 
Dear:     

 
We   have   received   your   correspondence   indicating   that   the   official   transcript   for 
    has been withheld pending the payment 

of  a  debt  owed  to  your  school.  We  appreciate  your  concern  and  wish  to  support 
your effort. 

 
We  also  wish  to  maintain  our  commitment  of  service  to  our  students.  I t  is 
important that we place students in appropriate classes and ask that you assist us 
by  sending  an  unofficial  transcript.  We  do  not  accept  an  unofficial  transcript  as  a 
transfer of credit. 

 
A copy of your letter will be directed to   ___  's 
parent/guardian, along with a copy of our policy regarding the transfer of credit. 

 
Sincerely, 
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EXHIBIT EXHIBIT 

C O L L E C T I O N  O F  M O N E Y 
FROM STUDENTS 

 
 

R E Q U E S T  F O R  F E E  W A I V E R / D E F E R M E N T / 
STUDENT ASSISTANCE 

 

Student Information 
 
 
 
 
Student’s Last Name First Name Social Security # Home Phone # 

 
 
 
 

Home Address City/State/Zip Code 
 
 
   a.m.  p.m. $___________ Age    

Teacher Monthly Income No. of Dependents 
 
 
Parent Information 

 
 
 
 

Parent’s Last Name First Name Home Phone # 
 
 
 
 
Employer Employer’s Address 

 
 

$______________  Age    
Work Phone# Message Phone # Monthly Income No. of Dependents 

 
 
 
 
 
The following information must be filled in 
Fees  to  be  waived: $ for   c lass/program  
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J-7032 JQA-EB 
 
 
 
Fees  to  be  deferred: $    to  be  paid  on  the  fo l lowing 

dates:  Student  assistance  for  suppl ies,  club  dues,  act ivi ty 

fee,  or  other:  

   for     f rom:  bookstore  or  vendor    
 

   for     f rom:  bookstore  or  vendor     
 

  for    f rom:  bookstore  or  vendor     
 

Total  requested:  $    
 
 
 
 
 
I hereby cer t i fy and warrant the t ru th and accuracy o f the above  
in format ion and  authorize the Distr ict or any investigative agency 
engaged by  the Distr ict to  obtain i n f o r m a t i o n  c o n c e r n i n g  m e . I  

 
 
u n d e r s t a n d   t h a t   t h i s   a p p l i c a t i o n   r e m a i n s unapproved  unt i l  s igned by  
authorized  representat ives  of  the  Distr ict .  

 
 
Student  Signature Parent  Signature Teacher  Signature  

 
 
 
 
 
Date Date Date 

 
 
 
Student Assistance Committee approval and comments: 

 
 
 
 
 
 
 
Amount:    Nonstock#    

 
 
Date:    
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STUDENT RECORDS 

Required student records (regular and special education) will be prepared in a 
manner consistent with State and federal laws, the requirements of the 
Arizona Uniform System of Financial Records (U.S.F.R.) and those of the 
Arizona Department of Libraries, Archives and Public Records. Retention 
periods and disposition of records shall be as specified in the U.S.F.R., the 
Arizona Department of Library Archives and Public Records and relevant 
federal statutes and regulations. 
The District will comply with the provisions of the Family Educational Rights 
and Privacy Act (FERPA) and the Individuals with Disabilities Education Act 
(IDEA), the Uniting and Strengthening America by Providing Appropriate 
Tools Required to Intercept and Obstruct Terrorism Act of 2001 (USA 
PATRIOT ACT), and the No Child Left Behind Act of 2001 (NCLB) in the 
establishment, maintenance, correction, and disposition of student records. 

The Board directs the District Administrator to establish procedures for such 
compliance, including informing parents, students, and the public of the 
contents. The District Administrator will implement procedures as required 
by law and will establish procedures for dealing with violations. 

If a parent or eligible student believes that the District is violating the 
FERPA, that person has a right to file a complaint with the U.S. Department 
of Education. The address is: 

The Family Policy Compliance Office 
U.S. Department of Education 
400 Maryland Avenue, SW 
Washington, DC 20202-4605 
Telephone number: (202) 260-3887 

In adopting this policy it is the intent of the Board that the policy and related 
procedures be implemented immediately. Copies of the policy and 
procedures will be available for parent and eligible student review in the 
District office. 

Confidentiality 

The right to inspect and review education records and the release of or access 
to such records, other information, or instructional materials will be 
consistent with federal law in the Family Educational Rights and Privacy 
Act, Title 20, United States Code, sections 1232g and 1232h, the USA 
PATRIOT ACT, NCLB, and with federal regulations issued pursuant to such 
act. 

J-7050                     JR
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Annual Notification 

Within the first three (3) weeks of each school year, the District will publish 
in a District communication a notice to parents and eligible students of their 
rights under the FERPA and this procedure. This notice will also be 
provided to each parent of new students enrolling after school begins [34 
C.F.R. 99.7]. The District will arrange to provide translation of the notice to 
non-English-speaking parents in their native language or mode of 
communication [34 C.F.R. 300.91. The notice shall inform the parents of: 

 The right of the parent or an eligible student to inspect and review the 
student's education records. 

 The intent of the District to limit the disclosure of personally 
identifiable information contained in a student's education records, 
including disciplinary records, except by the prior written consent of the 
parent or eligible student or under certain limited circumstances as 
permitted by the FERPA, the USA PATRIOT Act or the NCLB Act. 

 The right of the parent or eligible student to seek to correct parts of the 
school education records that the student or the parent believes to be 
inaccurate, misleading, or in violation of student rights. This right 
includes the right to a hearing to present evidence that the record 
should be changed if the District decides not to alter it according to the 
parent's or eligible student's request. 

 The right of the parent or eligible student to file a complaint with the 
U.S. Department of Education if they believe the District has violated 
the FERPA. 

Parents and eligible students have the following rights under the Family 
Educational Rights and Privacy Act (FERPA) and this procedure [34 C.F.R. 
99.7 and 300.613]. The notice shall also include: 

 The procedure for exercising the right to inspect and review education 
records. 

 The procedure for requesting amendments of education records that the 
parent or eligible student believe to be inaccurate, misleading or 
otherwise a violation of the student's privacy rights. 

 The conditions when prior consent is not required, the criteria for 
determining who constitutes a school official and what constitutes a 
legitimate educational interest. 

J-7050                      JR
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If the School District permits the release of directory information relating to 
pupils, the information shall be released on or before October 31 of each year.  
The Superintendent shall develop procedures to communicate to students 
and their parents in a timely manner information relating to access to the 
Arizona Department of Education form which is designed to allow pupils to  
request that directory information not be released pursuant to the 
Elementary and Secondary Education Act (ESEA) as reauthorized by the No  
Child Left Behind (NCLB) Act of 2001.  
 

Adopted: February 13, 2012 
 
LEGAL REF.: A.R.S. 15-141 

15-142 
15-828 
15-829 
41-1346 et seq. 
41-1354 
44-1373 

10 U.S.C. 503 
20 U.S.C. 1232 
20 U.S.C. 1400 et seq., Individuals with Disabilities 

Education Act 
20 U.S.C. 7908 

CROSS REF.: IHB - Special Instructional Programs  
  JF - Student Admissions 
 JFAB - Admission of Nonresident Students         
JLH - Missing Students  

                        JRCA - Request for Transfer of Records 

J-7050           JR

E.V.I.T. SCHOOL DISTRICT NO. 401 Page 3 of 3 



REGULATION    REGULATION 

STUDENT RECORDS 

This procedure is designed to meet the provisions of the Family Educational 
Rights and Privacy Act (FERPA) and the Individuals with Disabilities in 
Education Act (IDEA). All personnel in the District are expected to fulfill 
the requirements of policy and the following procedures in order to protect 
the confidentiality of personally identifiable information at collection, 
storage, disclosure, and destruction stages [34 C.F.R. 300.612]. 
The Superintendent has the responsibility for ensuring the confidentiality of 
any personally identifiable information [34 C.F.R. 300.612]. 

All rights and protections given parents under the FERPA and this procedure 
transfer to the student upon reaching age eighteen (18) except where the 
student continues as a dependent under specified circumstances, or enrolling 
in a postsecondary school. The student then becomes an "eligible student" 
[34 C.F.R. 99.5 and 300.625]. 

Definitions 

For the purpose of the procedure, the District has used the following 
definitions of terms: 

 Student - Any person who attends or has attended a program of 
instruction sponsored by the District and for whom the District 
maintains education records. 

 Eligible student - A student who has reached age eighteen (18) or is 
attending a postsecondary school. 

 Parent - Either the natural parent of a student, unless the parent's 
rights under the FERPA have been removed by a court order, statute, 
or other legal document, or a guardian, or an individual acting as a 
parent or guardian in the absence of the student's parent or guardian. 
The District may presume that the parent has the authority to inspect 
and review education records relating to his or her child unless the 
District has been advised that the parent does not have authority under 
applicable law. 

 Education records - Any information directly related to a student 
recorded in any way including, but not limited to, handwriting, print, 
computer media, video or audio tape, film, microfilm or microfiche, that 
is maintained by the District, an employee of the District, or any agent 
of the District except: 

 Personal records kept by an employee of the District that meets  
the following tests: 
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REGULATION     REGULATION  

 It is used only as a personal memory aid. 

 It is kept in the personal possession of the individual who 
made it. 

 It is not accessible and has never been revealed to any 
other person except the employee's temporary substitute. 

 Medical treatment records maintained for "eligible students." 

 Records collected and maintained by a law enforcement unit of the 
school. 

 Records containing only information about a person after that 
individual is no longer a student in the District. 

 An employment record that is used only in relation to a student's 
employment by the District. (Employment for this purpose does 
not include activities for which a student receives a grade or 
credit in a course.) 

 Related alumni records after the student no longer attends classes 
provided by the District, and the records do not relate to the 
person as a student. 

 Personally identifiable information - Any data or information that 
makes the subject of a record known. This includes the student's 
name, the name(s) of the student's parent(s) or other family member(s), 
the student's address, the student's Social Security number, a student 
number, a list of personal characteristics, or other information that 
would make the student's identity easily traceable. 

 Signed and dated written consent - May include a record and signature 
in electronic form that: 

 Identifies and authenticates a particular person as the source of 
the electronic consent. 

 Indicates such person's approval of the information contained in 
the electronic consent. 

Locations of Education Records 

A list of types and locations of education records collected, maintained, or 
used will be provided to the parents on request [34 C.F.R. 300.616]. See 
Exhibit JR-EA. 
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REGULATION     REGULATION 

Procedure to Inspect 
Education Records 
 

Parents of a student, the designated representative of the parents, and an 
eligible student may inspect and review the student's education records that 
are collected, maintained, or used by the District [34 C.F.R. 300.501]. In 
some circumstances it may be mutually more convenient for the record 
custodian to provide copies of records. Charges for the copies of records will be 
costs of copying unless the fee would effectively prevent the parent from 
exercising rights to inspect and review those records [34 C.F.R. 300.613 and 
300.617]. 
 

Since a student's records may be maintained in several locations, the school 
principal will offer to collect copies of records or the records themselves from 
locations other than a student's school so they may be inspected at one (1) 
site. However, if parents and eligible students wish to inspect records where 
they are maintained, the school's principal will make every effort to 
accommodate their wishes. 

Parents, the designated representative of the parents, or the eligible student 
should submit to the student's school principal a signed and dated written 
request that identifies as precisely as possible the record or records wanted 
for inspection. The District will respond to any request without unnecessary 
delay before any meeting regarding any individual education program or 
hearing relating to the identification, evaluation, placement of a student, or 
the provision of a free appropriate public education, and in no case more than 
forty-five (45) days after the request has been made [34 C.F.R. 300.613 and 
99.10]. See Exhibit JR-ED. 
 

The principal, or other education records custodian, will contact the parent of 
the student or the eligible student to discuss how access will be best arranged 
(e.g., copies, at the exact location, or records brought to a single site). 
 

Parents have the right, upon reasonable request, for explanations and 
interpretations of the information contained in the records and a right to 
request copies of the records containing the information, if not in violation of 
stated policy of FERPA. Parents have the right to have a representative of 
the parent to inspect and review the records [34 C.F.R. 300.613 and 99.10]. 
 

The principal, or other education records custodian, will make the needed 
arrangements as promptly as possible and notify the parent or eligible 
student of the time and place where the records may be inspected. This 
procedure must be completed in forty-five (45) days or less after receipt of the 
request for access [34 C.F.R. 300.613]. 
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If for any valid reason, such as working hours, distance between record 
location sites, or health, the parent or eligible student cannot personally 
inspect and review a student's education records, the District will arrange for 
the parent or eligible student to obtain copies of the record. See below for 
information regarding fees for copies of records [34 C.F.R. 300.613 and 99.10]. 
 

When a record contains information about students other than a parent's 
child or the eligible student, the parent or eligible student may not inspect 
and review the records of the other students [34 C.F.R. 300.615, 99.5 and 
99.12]. 

Fees  for  Copies  o f  Records  

All records subject to disclosure under this procedure shall be available for 
inspection free of charge. If copies are desired, they shall be furnished by 
the District to the parent or eligible student on request and free of charge. 
Additional copies may be sent to other schools or agencies without charge. 
However, the District reserves the right to charge up to thirty-five cents (350) 
per page for multiple or excessive requests. Copies of available records shall be 
produced as promptly as possible upon receipt of the request. No fee will be 
charged for search and retrieval of records [34 C.F.R. 300.617 and 99.11]. 
 

The District will provide copies of records: 

 When the refusal to provide copies effectively denies access to 
the records by the parent or eligible student [34 C.F.R. 300.617]. 

 At the request of the parent or eligible student, when the District has 
provided the records to third parties by the prior consent of the 
parent or eligible student. 

 At the request of the parent or eligible student when the District has 
forwarded the records to another school where the student seeks 
or intends to enroll. 

Directory Information 

The District designates the following personally identifiable information 
contained in a student's education records as "directory information" and may 
disclose that information without prior written consent [20 U.S.C. 
1232g(a)(5)(A)1: 

 The student's name.  •     The student's address. 

E.V.I.T. SCHOOL DISTRICT NO.  401 Page 4 of 17 

J-7061                  JR-R



REGULATION    REGULATION  

 The student's telephone listing. 

 The student's date and place of birth. 

 The student's electronic mail address. 

 The student's photograph. 

 The student's grade level. 

 The student's major field of study. 

 The student's dates of attendance. 

 The student's enrollment status (e.g., part time or full time). 

 The student's participation in officially recognized activities and            

sports. 

 The student's weight and height if a member of an athletic team. 

 The student's honors and awards received. 

 The student's most recently attended educational agency or institution. 

 

Within the first three (3) weeks of each school year the District will publish in a 
District communication or send home with each student the above list, or a revised 
list, of the items of directory information designated as directory information. For a 
student who enrolls after the notice is published, the list will be given to the parent or 
eligible student at the time and place of enrollment. See Exhibit JR-EB. 
 
After the parents or eligible student have been notified, they will have two (2) weeks 
to advise the District in writing (a letter to the Superintendent's office) of any or all of 
the items they refuse to permit the District to designate as directory information about 
that student. 
 
According to state and federal law if the Governing Board permits the release of 
directory information relating to students to persons or organizations who inform 
students of educational or occupational opportunities, then the Governing Board shall 
provide access to directory information on the same basis to military official 
recruiting representatives for the purpose of informing students of educational and 
occupational opportunities available to them. Directory information shall be released 
on or before October 31 of each year unless the parent or eligible student requests in 
writing to the District (a letter to the Superintendent's office within two (2) weeks 
after notification) not to release directory information to any person or organization 
without prior signed and dated written consent. The District shall distribute a form,  
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separate from any other form, designed and provided to Districts by the 
Arizona Department of Education allowing pupils to request that directory 
information not be released. If the District distributes materials to pupils  
through electronic communication or on an internet website, the form may be 
distributed in the same manner A person who is wrongfully denied access  
to directory information or access to school buildings, school grounds or other  
property may notify the Department of Education, which shall report the  
alleged violation to the United States Department of Education If the 
parent or eligible student refuses to allow the release of directory information 
without prior signed and dated written consent, then the District will not 
provide military recruiters, upon request, directory information containing 
the student's name, addresses and telephone listings. 
At the end of the two (2)-week period, if the parent or eligible student has not 
returned the form indicating refusal to allow the release of directory 
information, the District will assume it has their permission to release the 
above-mentioned information. This designation will remain in effect until it 
is modified by the prior signed and dated written direction of the parent or 
eligible student. The student's records will be appropriately marked by the 
records custodian to ensure compliance with the parents' or eligible student's 
request. 
Use of  Student Education 
Records 

To carry out their responsibilities, school officials will have access to student 
education records for legitimate educational purposes. The District will use 
the following criteria to determine who are school officials [34 C.F.R. 99.31]: 

 A person duly elected to the Board (under limited circumstances). 

 A person certificated by the state and appointed by the Board to an 
administrative or supervisory position. 

 A person certificated by the state and under contract to the Board as 
an instructor. 

 A person employed by the Board as a temporary substitute for 
administrative, supervisory, or instructional personnel for the period of 
such performance as a substitute. 

 A person employed by or under contract to the Board to 
perform a special task, such as a secretary, a clerk, the Board attorney, or 
auditor, for the period of such performance as an employee or contractor. 
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School officials who meet the criteria listed above will have access to a 
student's records if they have a legitimate educational interest in doing so [34 
C.F.R. 99.32]. A "legitimate educational interest" is the person's need to 
know in order to: 

 Perform an administrative task required in the school 
employee's position description approved by the Board. 

 Perform a supervisory or instructional task directly related to 
the student's education. 

 Perform a service or benefit for the student or the student's family, 
such as health care, counseling, student job placement, or student 
financial aid. 

Records of students placed in special educational programs will be under the 
direct supervision of the program administration. All persons collecting or 
using personally identifiable information in records of students determined to 
be a student with a disability will receive training or instruction regarding 
Arizona's policies and procedures for the protection of these records at the 
collection, storage, disclosure, and destruction stages in accordance with 
FERPA and IDEA [34 C.F.R. 300.623]. 
 
The District will maintain for public inspection a current listing of the names 
and positions of employees who have access to personally identifiable 
information maintained on students placed in special education [34 C.F.R. 
300.623]. When the information maintained in these records is no longer 
needed to provide educational services to the student, the District will notify 
the parents of their right to have the personally identifiable information 
destroyed [34 C.F.R. 300.624]. However a permanent record of a student's 
name, address, phone number, grades, attendance record, classes attended, 
grade level completed, and year completed will be maintained [34 C.F.R. 
300.6241. Destruction of records will be accomplished in accordance with the 
requirements of Arizona law and regulations of the Department of Library, 
Archives, and Public Records [34 C.F.R. 300.623]. 
 
The District will release information from or permit access to a student's 
education records only with a parent's or eligible student's prior signed and 
dated written consent, except that the Superintendent or a person designated 
in writing by the Superintendent may permit disclosure [34 C.F.R. 99.30, 
99.31, 99.34, and 99.37]: 
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 When a student seeks or intends to enroll in another school district or a 
postsecondary school the District will not further notify parents or 
eligible students prior to such a transfer of records. Parents and 
student have a right to obtain copies of records transferred under this 
provision. See Exhibit JR-EC. 

 When certain federal and state officials need information in order to audit 
or enforce legal conditions related to federally supported education 
programs in the District. 

 

 To parties who provide or may provide financial aid to a student to: 

 Establish the student's eligibility for the aid. 

 Determine the amount of financial aid. 

 Establish the conditions for the receipt of the financial aid. 

 Enforce the agreement between the provider and the receiver of 
financial aid. 

 If a state law adopted before November 19, 1974, required certain specific 
items of information to be disclosed in personally identifiable form from 
student records to state or local officials. 

 

 If a state law adopted before November 19, 1974, required certain 
specific items of information to be disclosed in personally identifiable form 
from student records to state or local officials of the juvenile justice system 
and the officials certify in writing that the information will not be disclosed 
to any other party, except as provided under state law, without prior signed 
and dated written consent of the parent or the eligible student. 

 

 When the District has entered into a written agreement or contract for an 
organization to conduct studies on the District's behalf to develop tests, 
administer student aid, or improve instruction. 

 To accrediting organizations to carry out their accrediting functions. 

 To parents of an eligible student if the parents claim the student as a 
dependent as defined by the Internal Revenue Code of 1954. 

 To comply with a judicial order or lawfully issued subpoena. The 
District will make a reasonable effort to notify the parent or the eligible 
student before making a disclosure under this provision unless directed 
otherwise by a court of competent jurisdiction. 
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 To comply with an ex parte order from a court of competent jurisdiction 
requiring the District to permit the U.S. Attorney General or U.S. 
Attorney General's designee to collect education records in the 
possession of the District  that  are relevant  to an authorized 
investigation or prosecution of an offense listed in 18 U.S.C. 
2332b(g)(5)(B) for an act of domestic or international terrorism as 
defined in 18 U.S.C. 2331. An ex parte order is an order issued by a court 
of competent jurisdiction without notice to the adverse party. A disclosure 
pursuant to an ex parte order will not be recorded as a disclosure of 
information from a student's education records by the District. 

 

 If the District initiates legal action against a parent or student, the 
District may disclose to the court, without a court order or subpoena, the 
education records of the student that are relevant for the District to proceed with 
the legal action. 

 

 If a parent or eligible student initiates legal action against the District, the 
District may, without a court order or subpoena, disclose the student's 
education records that are relevant for the District to defend itself. 

 

 To comply with the request of authorized law enforcement officials conducting 
an investigation of acts of terrorism. 

 

 The disclosure is in connection with a health or safety emergency. Time is 
an important and limiting factor in determining whether the disclosure is in 
connection with a health or safety emergency. The District will permit any 
school official to make the needed disclosure from student education records in 
a health or safety emergency if: 

 
 The official deems the disclosure is warranted by the seriousness of the 

threat to the health or safety of the student or other persons. 

 The information is necessary and needed to address the 
emergency. 

 The persons to whom the information is to be disclosed are 
qualified and in a position to deal with the emergency. 

 
 The District may release student attendance, disciplinary, and other education 

records to a law enforcement agency and county attorney pursuant to an 
intergovernmental agreement between the District, the law enforcement 
agency, the county attorney, and other state, local, or tribal government agencies 
to create a local or tribal juvenile justice network for the purpose of: 
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 providing appropriate programs and services to intervene with 
juveniles currently involved in the juvenile justice system. 

 providing appropriate programs and services designed to deter at-
risk juveniles from dropping out of school or other delinquent 
behavior. 

 increasing the safety and security of the community and its 
children by reducing juvenile crime. 

 Education records provided pursuant to an intergovernmental 
agreement entered into in accord with the above provisions shall be 
used solely for the purposes of the agreement and shall not be disclosed 
to any other party, except as provided by law. 

 

A District school official may release information from a student's education 
records, other than directory information, to a third party if the parent or the 
eligible student gives prior signed and dated written consent for the 
disclosure and the third party agrees that the information will not be 
disclosed to any other party without the prior consent of the parent or eligible 
student. The signed and dated written consent must include at least: 

 A specification of the records to be released. 

 The reasons for the disclosure. 

 The person or the organization or the class of persons or 
organizations to whom the disclosure is to be made. 

 The signature of the parent or eligible student. 

 The date of the consent and, if appropriate, a date when the 
consent is to be terminated. 

The parent or the eligible student may obtain a copy of any records disclosed 
under this provision, unless otherwise provided. 
 

Records of  Requests for Access 
and Disclosures Made from Education 
Records 
 

The District will maintain an accurate record of all requests for it to disclose 
information from or to permit access to a student's education records, and of 
information it discloses and access it permits, with some exceptions as listed 
below. This record will be kept with, but will not be a part of, each student's 
cumulative school records. It will be available only to the record custodian, the 
eligible student, the parent of the student, or to federal, state, or local officials 
for the purpose of auditing or enforcing federally supported educational 
programs [34 C.F.R. 99.32]. See Exhibit JR-EE.
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The record will include at least: 

 The name of the person, organization or agency that made the request. 

 The interest the person, organization or agency had in the information. 

 The date the person, organization or agency made the request. 

 Whether the request was granted and, if it was, the date access was 
permitted or the disclosure was made. 

The District will maintain this record as long as it maintains the student's 
education records. The record will not include requests for access or access 
granted to: 

 the parent or eligible student, 

 authorized law enforcement officials conducting an investigation of acts 
of terrorism, 

 school officials who have a legitimate educational interest in the 
student, 

 requests for or disclosures of information contained in the student's 
education records if the request is accompanied by or authorized by the 
prior signed and dated written consent of the parent or eligible student, 

Or 

 for requests for or disclosures of directory information designated for 
that student. 

Procedures  to  Seek to  Correct  
Education Records 
[34 C.F.R. 99.20 and 99.21] 

Parents of students and eligible students have a right to seek to change any 
part of the student's record they believe is inaccurate, misleading, or in 
violation of student rights [34 C.F.R. 300.618 and 99.20]. (Note: Under the 
FERPA, the District may decline to consider a request to change the grade a 
teacher assigns for a course.) 
 
For the purpose of outlining the procedure to seek to correct education 
records, the term incorrect will be used to describe a record that is inaccurate, 
misleading, or in violation of student rights. The term correct will be used to 
describe a record that is accurate, not misleading, and not in violation of 
student rights. Also, in this section, the term requester will be used to 
describe the parent of a student or the eligible student who is asking the 
District to correct a record. 
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To establish an orderly process to review and correct education records for a 
requester, the District may make a decision to comply with the request for 
change at several levels in the procedure [34 C.F.R. 300.618 and 99.20]. 

First-level decision. A parent of a student or an eligible student who 
finds an item in the student's education records that appears to be 
inaccurate, misleading, or in violation of student rights should immediately 
ask the record custodian to correct it. If the record is incorrect because of an 
obvious error and it is a simple matter to make the record change at this 
level, the record custodian will make the correction. However, if the record 
is changed at this level, the method and result must satisfy the requester. 
If the custodian cannot change the record to the requester's satisfaction or 
the record does not appear to be obviously incorrect, the custodian will: 

 Provide the requester a copy of the questioned record at no cost. 

 Ask the requester to initiate a written request for the change. 

 Follow the procedure for a second-level decision. 
 

Second-level decision. The written request to correct a student 's 
education records through the procedure at this level should specify the 
correction the requester wishes the District to make. It should at least 
identify the item thought to be incorrect and state whether the requester 
believes the item: 
 

 Is inaccurate and why, 

 Is misleading and why, or 

 Violates student rights and why. 
 

The request will be dated and signed by the requester. 
 

Within two (2) weeks after receiving a written request, the record custodian 
will study the request, discuss it with other school officials (the person who 
made the record or those who may have a professional concern about the 
District's response to the request), make a decision to comply or decline to 
comply with the request, and complete the appropriate steps to notify the 
requester or move the request to the next level for a decision. 
 

If, as a result of this review and discussion, a decision is reached that the 
record should be corrected, the record custodian will affect the change and 
notify the requester, in writing, of that action. Each such notice will include 
an invitation for the requester to inspect and review the student's education 
records to make certain the record is in order and the correction is 
satisfactory. 
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If a decision is reached that the record is correct, the custodian will make a 
written summary of any discussions with other officials and of the findings in 
the matter. This summary and a copy of the written request will be 
transmitted to the Superintendent. 

Third-level decision. The Superintendent will review the material 
provided by the record custodian and, if necessary, discuss the matter with 
other officials such as the school attorney or the Board (in executive session 
unless otherwise requested by parent[s]). The Superintendent will then 
make a decision concerning the request and complete the steps at this 
decision level. Ordinarily, this level of the procedure should be completed 
within two (2) weeks. If it will take longer, the Superintendent will notify 
the requester in writing of the reasons for the delay and a date when the 
decision will be made. 
 

If the Superintendent decides the record is incorrect and should be changed, the 
record custodian will be advised to make the changes. The record 
custodian will advise the requester of the change. 

If the Superintendent decides the record is correct, a letter to the requester 
will be prepared that will include [34 C.F.R. 300.619 and 99.201]: 

 The District's decision that the record is correct and the basis for the 
decision. 

 A notice to the requester explaining the requester's right to ask for a 
hearing to present evidence that the record is incorrect and that 
the District will grant such a hearing. 

 Instructions for the requester to contact the Superintendent to discuss 
acceptable hearing officers, convenient times, and a satisfactory site 
for the hearing (The District will not be bound by the 
requester's positions on these items but will, as far as possible, 
arrange the hearing as the requester wishes.) 

 Advice that the requester may be represented or assisted in the hearing 
by other parties, including an attorney, at the requester's expense. 

 

Fourth-level decision. After the requester has submitted (orally or in 
writing) any wishes concerning the hearing officer and the time and place for 
the hearing, the Superintendent will, within one (1) week, notify the 
requester when and where the District will hold the hearing and whom it has 
designated as the hearing officer [34 C.F.R. 300.621, 99.21, 99.22, and 99.34]. 
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At the hearing, the hearing officer will provide the requester a full and 
reasonable opportunity to present material evidence and testimony to 
demonstrate that the questioned part of the student's education records is 
incorrect as shown in the requester's written request for a change in the 
record (second level). 
 

Within one (1) week after the hearing, the hearing officer will submit to the 
Superintendent a written summary of the evidence submitted at the hearing. 
Along with the summary, the hearing officer will submit recommendations, 
based solely on the evidence presented at the hearing, that the record should 
be changed or should remain unchanged. 
 

The Superintendent will prepare the District's decision within two (2) weeks 
after the hearing. That decision will be based on the summary of the 
evidence presented a t  the  hear ing and on the  hear ing off icer 's  
recommendation. However, the District's decision will be based solely on the 
evidence presented at the hearing. Therefore, the Superintendent may 
overrule the hearing officer if the hearing officer's recommendation is deemed 
inconsistent with the evidence presented. As a result of the District's 
decision, the Superintendent will take one (1) of the following actions: 

 If the decision is that the District will change the record, the 
Superintendent will instruct the record custodian to correct the record. 
The record custodian will correct the record and notify the requester as at 
the second-level decision [34 C.F.R. 300.620 and 99.21]. 

 

 If the decision is that the District will not change the record, the 
Superintendent will prepare a written notice to the requester that will 
include [34 C.F.R. 300.620 and 99.21]: 

 

 The District's decision that the record is correct and will not be 
changed. 

 

 A copy of a summary of the evidence presented at the hearing and a 
written statement of the reasons for the District's decision. 

Advice to the requester that an explanatory statement may be placed in the 
student's education records stating the reasons for disagreement with the 
District's decision and/or the reasons for believing the record to be incorrect. 

 
Final administrative step in the procedure. When the District receives 
an explanatory statement from a requester after a hearing, it will maintain 
that statement as part of the student's education records as long as it 
maintains the questioned part of the record. The statement will be attached 
to the questioned part of the record and whenever the questioned part of the 
record is disclosed the explanatory statement will also be disclosed [34 C.F.R. 
300.620 and 99.21]. 
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Annual Notification to Parents Regarding 
Confidentiality of Student Education Records 
[34 C.F.R. 300.612] 
 

Dear Parent: 
 

The Family Educational Rights and Privacy Act (FERPA) affords parents and 
students over 18 years of age ("eligible students") certain rights with respect 
to the student's education records. The Governing Board has established 
written policies regarding the collection, storage, retrieval, release, use, and 
transfer of student educational information collected and maintained 
pertinent to the education of all students to ensure the confidentiality of the 
information and to guarantee parents' and students' rights to privacy. These 
policies and procedures are in compliance with: 
 

The Family Education Rights and Privacy Act; Title 20, United States 
Code, Sections 1232g and 1232h; and the Federal Regulations (34 
C.F.R., Part 99) issued pursuant to such act; 
Uniting and Strengthening America by Providing Appropriate Tools 
Required to Intercept and Obstruct Terrorism Act of 2001 (USA 
PATRIOT ACT); 
No Child Left Behind Act of 2001 (NCLB); 
The Individuals with Disabilities in Education Act; 20 U.S.C. Chapter 33; 
and the Federal Regulations (34 C.F.R. Part 300); and 
Arizona Revised Statutes, Title 15, sections 141 and 142. 

 

Student education records are collected and maintained to help in the 
instruction, guidance, and educational progress of the student, to provide 
information to parents and staff members, to provide a basis for the 
evaluation and improvement of school programs, and for legitimate 
educational research. The students' records maintained by the District may 
include - but are not necessarily limited to, identifying data, report cards and 
transcripts of academic work completed, standardized achievement test 
scores, attendance data, reports of psychological testing, health data, teacher 
or counselor observations, and verified reports of serious or recurrent 
behavior patterns. 
 

These records are maintained in the office of the District under the 
supervision of the school administrator and are available only to the teachers 
and staff members working with the student. Upon request, the School 
discloses education records, including disciplinary records, without consent to 
officials of another school district in which a student seeks or intends to 
enroll. Otherwise, records are not released to most agencies, persons or 
organizations without prior signed and dated written consent of the parent 
[34 C.F.R. 99.7]. The signed and dated written consent may be in electronic 
form under certain conditions [34 C.F.R. 99.30]. 
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You shall be informed when personally identifiable information collected, 
maintained, or used is no longer needed to provide educational services to 
your child. The information must be maintained for two (2) years after the 
date your child was last enrolled in this school district. 
 

You have the right to inspect and review any and all records related to your 
child within forty-five (45) days of the day of receiving a request for access, 
including a listing of persons or organizations who have reviewed or have 
received copies of the information [34 C.F.R. 99.7]. Parents who wish to 
review their children's records should contact the principal for an 
appointment or submit to the principal a written request that identifies the 
record(s) you wish to inspect. School personnel will make arrangements for 
access and notify you of the time and place where the records may be 
inspected. School personnel will be available to explain the contents of the 
records to you. Copies of student education records will be made available to 
parents when it is not practicable for you to inspect and review the records at 
the school. Charges for the copies of records will be costs of copying unless the 
fee prevents the parent from exercising rights to inspect and review those 
records. 
 

You have the right to request that an amendment be made to the student's 
education records and to add comments of your own if you believe 
information in the record file is inaccurate or misleading [34 C.F.R. 
99.7(a)(1)]. You should write the principal, clearly identify the part of the 
record you want changed, and specify why it is inaccurate or misleading. If 
the School decides not to amend the record as requested by you, the School 
will notify you of the decision and advise you of the right to a hearing 
regarding the request for amendment. Additional information regarding the 
hearing procedures will be provided to you when notified of the right to a 
hearing 
 

You have the right to consent to disclosures of personally identifiable 
information contained in the student's education records, except to the extent 
that FERPA authorizes disclosure without consent. One exception, which 
permits disclosure without consent, is disclosure to school officials with 
legitimate educational interests. A school official is a person employed by 
the School as an administrator, supervisor, instructor, or support staff 
member (including health or medical staff and law enforcement unit 
personnel); a person serving on the School Board; a person or company with 
whom the School has contracted to perform a special task (such as an 
attorney, auditor, medical consultant, or therapist); or a parent or student 
serving on an official committee, such as a disciplinary or grievance 
committee, or assisting another school official in performing his or her tasks. A 
school official has a legitimate educational interest if the official needs to 
review an education record in order to fulfill his or her professional 
responsibility. 
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REGULATION    REGULATION 

Copies of the District student education records confidentiality policies and 
procedures may be reviewed in the assigned office in each school [34 C.F.R. 
99.7]. You have the right to file a complaint with the Family Educational 
Rights and Privacy Act Office in Washington, D.C., concerning alleged 
failures by the School to comply with the requirements of FERPA [34 C.F.R. 
99.7]. The name and address of the Office that administers FERPA are: 

Family Policy Compliance Office 
U.S. Department of Education 

4 0 0  M a r y l a n d  A v e n u e ,  S W  
Washington, DC 20202-4605 
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EXHIBIT EXHIBIT 

S T U D E N T R E C O R D S  
 

 
Locations of Education Records 

 
 

 
 

Types 

Location  

Custodian 

 

 

Cumulative school records 

 

 

Registrar’s Office 

 

 

Registrar 

 

 

Cumulative school records 
(former students) 

 

 

Registrar’s Office 

 

 

Registrar 

 

 

Health records 

 
First-Aid office 

 
Nurse 

 

 

Speech therapy records 

 

 

Not applicable 
 

 

 

Psychological records 

 

 

Not applicable 
 

 

 

Special test records 

 
 

Guidance office 

 
 

Counselor 

 

School transportation 
records 

 

 

Not applicable 
 

 

 

Occasional records: 
education 
records not identified above, 
such as those in the 
Superintendent's office, in 
the school attorney's office, 
or in the personal 
possession 
of teachers (examples: 
discipline records, Honor 
awards) 

 
The principal will collect and 
make available at the 
student's school 
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J-7082 JR-EB 
 
 
EXHIBIT EXHIBIT 

S T U D E N T R E C O R D S  
 
 

DESIGNATION OF DIRECTORY INFORMATION 
 
 

Du r i ng  t he  schoo l  yea r ,  D i s t r i c t  s t a f f  members  may  comp i l e 

noncon f i den t i a l  student  directory  information  such  as:  

 
 

The  s tuden t ' s  name,  da te  and  p lace  o f  b i r t h ,  add ress ,  t e lephone 
number ,  grade, school  of at tendance, most recent school 
at tended,  d ip lomas,  awards  and   honors   rece ived ,   ma jo r   f i e ld   o f 
s tudy , and record o f pa r t i c ipa t ion in  o f f ic ia l ly recognized 
act iv i t ies  (spor ts  and  school  events) ,  such  as  weight ,  he ight ,  and 
team  number.  

 
 
Accord ing   to  s tate  and federal law,  th is d i rectory  in format ion as 
ident i f ied  above may  be   publ ic ly  re leased wi thout   permiss ion  o f 
parents .  However , i f  you   do not wish any   o r  a l l   o f the above 
in format ion  re leased  about  your  son/daughter ,  you  may  so  request  by 
s igni ng the form   a t  the  bot tom  of th is  page and return ing  i t  to  
   ,  Pr incipal ,  wi thin      days. If this notification is not received, 

w e w i l l a s s u m e t h a t y o u r p e r m i s s i o n i s g i v e n t o u s e y o u r 
s o n ' s / d a u g h t e r ' s  directory  information  as  described  above.  

 
 

 

 
 
 

TO: Principal 
 
 
 
I  do   not   wish  to  have  the  following  information  
concerning  des ignated  as  d i rec tory  in format ion :  
(s tudent )  

 
 
 
 
 
 
 
 
 
 
 

(Parent  s ignature)  (Date)  
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EXHIBIT EXHIBIT 

STUDENT RECORDS 
 
Notification  to  New  School  of  Attendance 
of  Records  Available  at  Previous  
School of Attendance 

 
Dear Principal, 

 
   has been attending District school(s) at 

   , Arizona. Records available at our school contain 
information  that  should  be  helpful  to  your  staff  in  developing  an  educational 
program.  Our  student  education  records  policy  permits  forwarding  copies  of 
records  to  schools  in  which  the  student  intends  to  enroll  upon  a  formal  request  to 
receive them. 

 

To expedite the transfer of the information, please review the list below and 
check the records for which you are requesting a copy. 

 

Information available in our records include the following. (Please check item for 
a copy.) 

 
 
 
 
 
Please return this form and the enclosed Request for Student Education Records 
to: 

 
 
 

(Records Custodian) (School District Name) 
 
 
 

(Date) (Address) 
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EXHIBIT  EXHIBIT 

STUDENT RECORDS 

(Request for Special Education Records) 
 

 
Copy to Student File 

 
 
 
Name of Agency Address 

 
Requester 

 
 
Name of Authorized Person Phone 

 
 
 
Requested from: 

 
 
Name of Agency Address 

 
 
Student 

 
 
Student Name Address 

 
 
 
Parent Name Address 

 
 
 
Previous School Address Dates Attended 

 
 
Purpose for Request 
? No information available ? Need information to help 
about previous school program prepare an education program 

for the student. 
? Need assistance in understanding ? Need verification that the complex behavior 
and has needs. student has a disability 

 
? Need evaluation information for ? Other:    
information for immediate special 
education placement. 



Type of Information Requested 
 

 
Permanent Record Data: ? Basic Identifying Data, Attendance data, and 

Academic Data 
 

 
General Cumulative Data: ? General Administrative Data and results of group 

tests. 
 
Health Data: ? General Medical Data and Reports 

 
Specialized Student Data: ? Individualized evaluation records and specialized 

reports (including reports from outside agencies) 
 
Special Education Placement 
Records: ? All records of placement if special education 

 
 
 
Assurance Statement and Signatures 

 

 
In making this request, the undersigned agrees that the information received will be used 
only by the professional school staff members who are assigned to work with the student 
in the education program and will not be released to any other party without prior written 
consent of the parent. 

 
 
 
Authorized Signature Date 

 
 
 
I, ___________________________, as the parent of ______________________, 
consent to the release of records listed above to the party named above. I am aware of my 
rights to review the records and receive a copy at my expense, if I so request. 

 
 
 
Signature of Parent Date 



J-7085 JR-EE 
 
 
EXHIBIT EXHIBIT 

 

STUDENT RECORDS 
 

RECORD OF ACCESS 
(To be Placed Inside the Students Record File.) 

 
 
 

Requester 
(Name or 
Agency 

 
 
 

Date of 
Request 

 
 

Date 
Request 
Filled 

 
 
 

Records 
Requested 

 

Method of 
Access (C - 
copy, E- 
examine, 
V-Verbal) 

 

Educational 
Interest or 
Purpose 

 
 

Date 
Parents 
Notified 
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EXHIBIT EXHIBIT 

S T U D E N T R E C O R D S  
 

 
DESTRUCTION OF INFORMATION 

 
 

Date     

Dear (parent or guardian) 

This  is  to  advise  you  that  District  schools  may  destroy  special  education  data  and 
other  information  on  a  student  who  has  been  in  a  special  education  program 
whenever  the  student  has  been  withdrawn,  transferred,  or  graduated  from  the 
District  for  at  least  five  years  or  when  the  information  is  no  longer  needed  to 
provide education services to 

 
(Student's name) 

 
However,  information  contained  in  these  records  may  be  needed  for  other  
purposes, such as documentation for eligibility for Social Security benefits. 

 
Before these records are destroyed, you have the right to review the records and 
obtain copies of any information. Please indicate your desire below and return this 
form to the School District before 

 
(Date)    

 
Sincerely, 

 
 
 
 
Signature and Title of District Official 

 
I ?  Do ?  Do Not wish to review the records of 

 
 
 
 
 
 
Parent's or Guardian's Signature Date 

 
If you do not complete and return this form within 90 days, records 
will be destroyed in accordance with established policy. 

 
LEGAL REF.: 20 U.S.C. 1232(f)(a) 

34 C.F.R. 80.42 
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REQUEST  FOR  TRANSFER  OF  RECORDS  

 
The  Superintendent  shall  develop  procedures  that  comply  with  federal  and  Arizona 
law  related  to  the  request  for,  and  the  response  to  such  request  for,  records  of 
students who transfer into or out of the District school from or to another school. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-141 

15-828 
15-829 
41-1354 

20 U.S.C. 1232 
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REGULATION REGULATION 

REQUEST  FOR  TRANSFER 
OF RECORDS 

 

Requesting Records of Transfer Students 
 
Upon  enrollment  of  a  transfer  student  from  a  private  school  or  from  a  public  school 
in  another  district,  the  principal  shall  request  that  the  student's  parent  or  guardian 
(or  an  emancipated  student)  authorize  consent  for  the  request  for  the  student's 
education records on form JR-ED. 

 
Within  five  school  days  after  enrolling  a  transfer  student  from  a  private  school  or 
from  a  public  school  in  another  district,  the  principal  shall  request,  directly  from 
the student's previous school, a certified copy of the student's record. 

 

 
Responding to Requests for Student Records 

 

 
Upon  receiving  a  request  for  the  records  of  a  student  who  has  withdrawn  from 
school,  the  principal  shall  comply  and  forward  the  record  within  five  days  after 
receipt of the request, unless: 

 
 The record has been flagged pursuant to A.R.S. 15-829, in which case the 
record shall not be forwarded and law enforcement officials shall be notified. 

 
 The  request  does  not  conform  to  the  requirements  related  to  proper 
release of records by an emancipated student or parent. 
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SECTION K 



K-0050 KA 
 
 
 

SCHOOL - COMMUNITY - HOME 
RELATIONS 

GOALS / PRIORITYOBJECTIVES 
 
The  Superintendent  shall  interpret  the  educational  program  to  the  people 
and  invite discussions and suggestions on important educational issues and shall 
attempt,  at  all  times,  to  represent  the  entire  community  rather  than  any  single 
group or section. The District shall pursue the following school- 
community  relations goals: 

 
 To develop intelligent citizen understanding of the District in all aspects 

of its operation. 
 

 To  determine  how  the  citizenry  feels  about  the  District  and  what  it 
wishes the District to accomplish. 

 
 To   develop   citizen   understanding   of   the   need   for   adequate   financial 

support for a sound educational program. 
 

 To  help  citizens  assume  a  more  direct  responsibility  for  the  quality 
of education the District provides. 

 
 To  earn  the  goodwill,  respect,  and  confidence  of  the  citizenry  in 

the  personnel and services of the District. 
 

 To  bring  about  citizen  understanding  of  the  need  for  the  improvement 
and what must be done to facilitate essential change. 

 
 To  involve  cit izens  in  the  work  of  the  District  and  the  solving  of its  

educational problems. 
 

 To  invite  the  assistance,  cooperation,  and  understanding  of  elected 
and appointed community of f ic ia ls and committees in the 
development  of  educational programs and facilities. 

 
 To  promote  a  genuine  spirit  of  cooperation  between  the  District 

and  community in sharing leadership for the improvement of the community. 
 
Adopted:  November 13, 2008 
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PARENTAL INVOLVEMENT 
IN EDUCATION 

The Superintendent ,  in  consultat ion with parents ,  teachers ,  and 
administrators, shall develop a procedure for parental involvement in the 
school(s). These shall include: 

 A plan for parent participation in the school designed to improve parent 
and teacher cooperation in such areas as homework, attendance, and 
discipline. 

 A method by which parents may learn about the course of study for 
their children and review learning materials, including the source of 
any supplemental educational materials. 

 A procedure by which parents who object to any learning material or 
activity on the basis that it is harmful may withdraw their children 
from the activity or from the class or program in which the material is 
used and request an alternative assignment. Objection to a learning 
material or activity on the basis that it is harmful includes objection to 
a material or activity because it questions beliefs or practices in sex, 
morality, or religion or, because of sexual content, violent content, or 
profane or vulgar language. 

 A procedure by which parents or guardians of students enrolled in the 
District shall have access in advance to the instructional materials,  
learning materials and activities currently used by, or being considered 
for use by, the District.  

 A procedure by which the District shall obtain signed, written consent 
from a student's parent or guardian before using video, audio or 
electronic materials that may be inappropriate for the age of the 
student.  

 Procedures to prohibit the School District from providing sex education 
instruction to a student unless the student's parent provides written 
permission for the student to participate in the sex education curricula 
if the School District offers any sex education curricula pursuant to 
A.R.S. 15-711 on the requirement to include instruction to student in 
grades seven (7) through twelve (12) on laws relating to sexual conduct 
with a minor or 15-716 concerning instruction on immune deficiency 
syndrome, or pursuant to any rules adopted by the State Board of 
Education. 

K-0150           KB
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 Procedures by which parents will be notified in advance of and given 
the opportunity to withdraw their children from any instruction or 
presentations regarding sexuality in courses other than formal sex 
education curricula. 

 Procedures by which parents may learn about the nature and purpose of 
clubs and activities that are part of the school curriculum, 
extracurricular clubs, and activities that have been approved by the 
school. 

 Procedures by which parents may learn about parental rights and 
responsibilities under the laws of this state, including the following: 

 The right to opt in to a sex education curriculum if one is provided 
by the District. 

 Open enrollment rights pursuant to A.R.S. 15-816.01, relating to the 
District policies on open enrollment. 

 The right to opt out of assignments pursuant to A.R.S. 1-601, 
Parents Bill of Rights. [See Exhibit KB-EB] 

 The right to opt out a child out of immunizations as authorized by 
A.R.S. 15-873, relating to an outbreak of a communicable disease. 

 The promotion requirements prescribed in A.R.S. 15-701 for 
students in grades one (1) through eight (8). 

 The minimum course of study and competency requirements for 
graduation from high school prescribed in A.R.S. 15-701.01. 

 The right to opt out of instruction on the acquired immune 
deficiency syndrome as provided by A.R.S. 15-716. 

 The right to review their child's standardized nor-referenced test 
results pursuant to A.R.S. 15-743. 

 The right to participate in gifted programs pursuant as prescribed by 
A.R.S. 15-779.01. 

 The right to access instructional materials as directed by A.R.S. 15-
730. 

 The right to receive the school's annual report card pursuant to 
A.R.S. 15-746. 

K-0150              KB
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 The school attendance and age requirements for children 
prescribed in A.R.S. 15-802, 15-803 and 15-821. 

 The right to public review of courses of study and textbooks in the 
common schools (preschool programs through grade eight [8]), as 
prescribed in A.R.S. 15-721. 

 The right to be excused from school attendance for religious 
purposes as described by A.R.S. 15-806. 

 Policies related to parental involvement pursuant A.R.S. 15-102 and 
set out herein. 

 The right to seek membership on school councils pursuant to 
A.R.S. 15-351, describing the purpose, duties, and membership of a 
school council. [Subject to the exemption of certain school 
districts exempted as described in A.R.S. 15-352]. 

 The right to participate in a parental satisfaction survey to be 
distributed to the parent of every child enrolled at the school, 
pursuant to A.R.S. 15-353. 

 Information about the student accountability information system 
(SAIS) as prescribed in section 15-1042. 

 The right to access the failing schools tutoring fund pursuant to 
A.R.S. 15-241. 

Optional language: The following bulleted items setting out the 
manner in which parents may be made aware of the District's 
Parental Involvement Policy are optional in whole or in part as 
determined by the local Governing Board. 

The District plan under this policy may also include: 

 Making parents aware of this District parental involvement policy, 
including. 

 Rights under the Family Educational Rights and Privacy Act 
(FERPA) of 1974, as revised (20 U.S.C. 1232g) relating to access to 
children's official records. 

 The parent's right to inspect the District policies and curriculum. 

 Efforts to encourage the development of parenting skills. 
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 The communication to parents of techniques designed to assist the 
student's learning experience in the home. 

 Efforts to encourage access to community and support services for 
children and families 

 The promotion of communication between the school and parents 
concerning school programs and the academic progress of the parents' 
children. 

 Identifying opportunities for parents to participate in and support 
classroom instruction at the school. 

 Efforts to support, with appropriate training, parents as shared 
decision makers and to encourage membership on school councils. 

 The recognition of the diversity of parents and the development of 
guidelines that promote widespread parental participation and 
involvement in the school at various levels. 

 The development of preparation programs and specialized courses for 
certificated employees and administrators that promote parental 
involvement. 

 The development of strategies and programmatic structures at schools to 
encourage and enable parents to participate actively in their 
children's education. 

 Provide to parents the information in this policy in an electronic form. 

Resumes of all current and former instructional personnel shall be 
maintained and available for inspection by parents and guardians of pupils 
enrolled. The resume shall include individual educational and teaching 
background and experience in a particular academic content subject area. 

For the purposes of this policy parent means the natural or adoptive parent 
or legal guardian of a minor child. 

When a parent  submits  a  wri t ten request  for  information to the 
Superintendent or a school principal during regular business hours: 

 The Superintendent or principal shall: 

 Deliver the requested information to the parent within ten (10) 
calendar days, or 

 Provide to the parent a written explanation for denial of the 
requested information. 
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 If the requested information is denied or is not received by the parent 
within fifteen (15) calendar days 

 The parent may submit to the Governing Board a request for the 
requested information, and 

 The Governing Board shall consider the request at the next 
scheduled meeting of the Board on which the request can be 
properly noticed. If the request cannot be properly noticed on the 
next scheduled meeting agenda, the Governing Board shall 
formally consider the request at the next subsequent public 
meeting of the Governing Board. 

Adopted: February 13, 2012 

LEGAL REF.: A.R.S. 1-601 
1-602 
15-101 
15-102 
15-113 

              15-341 

ABA - Community Involvement in Education 
IHBD - Compensatory Education 
IJ - Instructional Resources and Materials 
IJND — Technology Resources (Movies/Videos)  
JHD - Exclusions and Exemptions from School Attendance 
KDB - Public's Right to Know/Freedom of Information 
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REGULATION REGULATION 

PARENTAL INVOLVEMENT 
IN EDUCATION 

Parent and Teacher Cooperation in 
Homework, Attendance, and Discipline 

When homework, attendance, and discipline rules are being considered, a 
procedure similar to, but not limited to, the following shall be used: 

  An ad hoc committee shall  be appointed by the appropriate 
administrative officer under the provisions of Board policy. The 
committee will study the issue and make recommendations to the 
appointing administrator. The committee will be dissolved when the 
final report is submitted. 

  School staff members, including teachers, will be appointed to study the 
issues and report to the appointing administrator. The administrator 
will schedule hearings on the staff report, give parents sufficient notice, 
and conduct hearings to permit parent reaction to the staff report, 
copies of which shall be readily available for parent review. Following 
the hearings, the administrator will prepare recommendations that give 
careful consideration to the views of teachers and parents. Such 
recommendations will be submitted to the Superintendent unless the 
recommendations are prepared by the Superintendent, in which case 
the recommendations will be submitted to the Board. 

Parents' Access to Courses of Study 
and Learning Materials 

Parents who wish to learn about the course of study for their children or to 
review learning materials shall do so under provisions of Board Policy IJ and 
supporting regulations. 

Parental Objections to Learning 
Activities or Materials 

Parents who wish to object to any learning activities or learning materials 
may do so under provisions of Board Policies IJ, KB and supporting 
regulations. 
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REGULATION REGULATION 

Availability of Instructional 
Employee Resumes 

The administration shall inform parents of the availability of each teaching 
employee's resume and make that document available for inspection upon 
request of parents or guardians of pupils enrolled at a school. Such 
information shall not include teacher address, salary, social security number, 
and telephone or other personally identifiable information as determined by 
the District. 
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K-0750 KCCA 
COMMUNITY  INVOLVEMENT  IN  BOND  CAMPAIGNS  

 
WHILE THE BOARD MAY, AND SHOULD , PROVIDE INFORMATION TO THE PUBLIC ON SCHOOL 
BUILDING NEEDS, IT MAY NOT USE  DISTRICT FUNDS TO ADVOCATE "YES" VOTES ON BOND 
ISSUES. 

 
THE BOARD MAY USE THE INPUT FROM A CITIZENS' ADVISORY COMMITTEE IN EXAMINING 
EDUCATIONAL AND BUILDING NEEDS OF THE DISTRICT. 

 
AS  THE  NEED  FOR  A  BOND  ISSUE  ARISES, A  CITIZENS' COMMITTEE  MAY  ENCOURAGE AND 
PROMOTE   THE   PASSAGE   OF   THE   BOND   ISSUE   AN D   COLLECT   FUNDS   NEEDED   FOR 
SUCH PROMOTION. 

 
Adopted: DATE OF MANUAL ADOPTION 

 
LEGAL REF.: A.R.S. 15-491 

15-492 
15-493 

A.G.O. 179-192 
183-117 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

E.V.I.T. SCHOOL DISTRICT NO.  401 Page 1 of  1 



K-0850  KCD 

PUBLIC GIFTS / DONATIONS TO SCHOOLS 

The Board has the authority to accept gifts and donations as may be made to 
the school or to the District. 

 
The  Board  reserves  the  right  to  refuse  to  accept  any  gift  that  does  not 
contribute  toward  the  achievement  of  the  goals  of  this  District  and  the 
ownership of which would tend to adversely affect the District. 

 

Any gift accepted by the Board shall become the property of the District, may 
not be returned without the approval of the Board, and is subject to the same 
controls  and  regulations  as  are  other  properties  of  the  District.  The 
Board  shall  be  responsible  for  the  maintenance  of  any  gift  it  accepts,  unless 
otherwise stipulated. 

 
The  Board  will  make  every  effort  to  honor  the  intent  of  the  donor  in  its  use 
of  the  gift  but  reserves  the  right  to  utilize  any  gift  it  accepts  in  the  best 
interest of the educational program of the District. 

 

In no case shall acceptance of a gift be considered to be an endorsement by 
the Board of a commercial product or business enterprise or institution of 
learning. 

 

The Superintendent shall: 
 
 Encourage individuals and organizations considering contributions to the 

schools to consult w ith the Superintendent on the appropriateness 
of any such gifts. 

 
 Report to the Board all gifts that have been offered to the District, for 

their review and action. 
 

 Acknowledge the receipt and value of any gift accepted by the District, 

and prepare fitting means, as appropriate, for recognizing or 

memorializing gifts to the District. 
 
Gifts shall be recorded in appropriate inventory listing(s) and property records. 

 

Adopted:  November 13, 2008 
 

LEGAL REF.: A.R.S.  15-341 
15-393 

15-1224 

A.G.O. 180-156 
 

CROSS REF.: DDA - Funding Sources Outside the School System 
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REGULATION  REGULATION 

PUBLIC  GIFTS  /  DONATIONS  
TO SCHOOLS 

 
To be acceptable, a gift must satisfy the following criteria: 

 
It will have a purpose consistent with those of the 

school. It will be offered by a donor acceptable to the 

Board. 

• It will not begin a program that the Board would be unwilling to take 
over when the gift or grant funds are exhausted. 

 
It will not bring undesirable or hidden costs to the school 

system. It will place no restrictions on the school program. 

It will not imply endorsement of any business or product. 

It will not be in conflict with any provision of the school policy or public law. 

All  gifts,  grants,  and  bequests  shall  become  District  property  and  
subject  to  policies of the District. 
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PUBLIC INFORMATION AND COMMUNICATIONS 

 
The  Superintendent  has  the  responsibility  of  keeping  the  public  informed  as 
to the  purpose,  goals,  methods,  and  progress  of  the  educational  program. 
Accuracy,  reliability, and leadership in this area will develop confidence and 
understanding,  creating  better  relationships  between  the  District  and  the 
community. All school personnel are responsible for good public relations. 

 
All written notices, bulletins, newsletters, and matters pertaining to students 
are  to  be  approved  prior  to  release.  Matters  that  pertain  to  an  individual 
school  are  to  be  approved  by  the  principal  prior  to  release.  Matters  that 
pertain  to  the  District  are  to  be  submitted  for  approval  to  the  Superintendent 
prior to release. 

 
Non-school-originated  material  of  a  commercial,  political,  or  religious  nature 
shall   not be released through the students. Notices from community 
organizations,  such as Camp Fire Girls, Boy Scouts, etc., that directly affect 
the  students  of  the  District may, at the discretion of the principal, be sent home 
via the students. 

 
This  policy  is  not  intended  to  interfere  with  the  responsibility  of  District 
personnel  to  communicate  directly  with  the  parents  or  legal  guardians  of  a 
particular  student  in  areas  affecting  that  student's  progress  at  school.  It  is 
intended to ensure that prompt, reliable, and accurate information is 
released to the parents and patrons of the District. 

 
Adopted: date of manual adoption 
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PUBLIC'S  RIGHT  TO  KNOW  /  FREEDOM  OF  INFORMATION  

 
The  Board  recognizes  the  right  of  the  public  to  information  concerning  its 
actions, its  policies, and  the details  of its educational and business 
operations. The Board encourages study,  discussion,  and active 
participation  by  all  concerned  in  the  promotion of the best possible program 
of education 
in  the  community.  I t  is  the  practice  of  the  Board  to  uti l ize  the  advice 
and  assistance  of  interested  individuals  and  groups  in  the  solution  of  its 
educational and financial problems. 

 

In recognizing the  cooperating organizations in the District and by 
encouraging their active participation in educational policy making, the Board 
wishes to make  it clear that in  no way does it  wish to escape its 
responsibility  to  the  citizens  of  the  community  as  the  official  governing 
body responsible for a final decision on all matters of policy and educational 
programs. The Board accepts the following basic principles that are essential to 
a good public-relations program: 

 The Board will transact all official business in open meetings 
(except  as  exempted  by  law),  which  the  press,  the  public,  and  school 
employees  are  welcome  to  attend,  and  at  which  time  communications, 
both  oral  and  written,  may  be  received  and  considered  when  placed  on  the 
agenda. 
 The Board will function as speedily and as efficiently as 
circumstances permit, and always with due regard for the public interest. 
 Board  members  will  familiarize  themselves  with  the  work  of  the 
school  system  in  all  major  areas  and  shall  bring  to  the  schools  the 
viewpoint, the  knowledge, and the wisdom of the community. 
 The Board will make provision for keeping a record of the proceedings of 
all  meetings.  Minutes  of  all  Board  meetings  (except  executive  sessions) 
shall be considered matters of public record. 
 The   Board   will   keep   in   mind   that   maintaining   the   confidence   and 
respect  of  the  community  is  of  paramount  importance  to  the  success  of 
the educational program of the District. 

 

Adopted: date of manual adoption 
 

LEGAL REF.: A.R.S. 38-431 to 38-431.09 
39-101 
39-103 

A.G.O. 183-006  186-090 
184-179  191-004 
185-023 
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REGULATION  REGULATION 

PUBLIC'S RIGHT TO KNOW / 
FREEDOM OF INFORMATION 

 
 
Public records of the District will be open for inspection by any person as provided 
by law. 

 
Public record  means  any  recorded  information  that  is  made,  maintained,  or  kept 
by,  or  is  in  the  possession  of,  the  District.  Such  records  include  minutes  of  the 
Governing Board, agendas, financial records, contracts, and statistical summaries. 

 
The office of the Superint endent will be open to receive requests for records 
inspection or copying during normal business hours on Monday through Friday. 

 
Requests for access to records shall be made in writing and directed to the office 
of the Superintendent. 

 
All persons requesting inspection and/or copying of public records must attest that 
they have not requested the public records of the District for 
a commercial purpose. If the records are requested for a commercial purpose, the 
requester  must  provide  a  statement,  verified  by  the  requester,  setting  forth  the 
commercial purpose for which the materials will be used. 

 
The above declaration will be made and signed on the official form provided by the 
District for requesting inspection and/or copying of public records. 

 
The  Superintendent  may  permit  access  to,  or  provide  for  the  copying  of,  the 
records  requested  within  a  reasonable  period  of  time  following  receipt  of  the 
signed  request  or  will  provide  an  explanation  of  a  cause  for  further  delay  and  will 
give  notification  of  the  time  the  records  will  be  available,  or,  if  access  is  denied, 
the Superintendent will provide a written statement of the grounds for denial. 

 
Requirements  of  access  and  inspection  apply  only  to  existing  records  and  do  not 
require  creation  of  new  records.  Public  inspection  of  a  document  that  otherwise 
would be a public record may be denied by the Superintendent if (1) the record is 
made  confidential  by  statute,  (2)  the  record  involves  the  privacy  interests  of 
persons,  or  (3)  disclosure  would  be  detrimental  to  the  best  interests  of  the 
District. If a public record contains material 
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that  is  not  subject  to  disclosure,  the  District  will  delete  such  material  and 
make  available  to  the  requester  such  material  in  the  record  as  is  subject  to 
disclosure. 

 
Records contained on a computer will be provided only in the form in 
which the information can be made available using existing computer programs. 

 
Copies  of  radio  or  recording  tapes  of  discs,  video  or  films,  pictures, 
slides,  graphics,  illustrations,  or  similar  audio  or  visual  items  or 
devices  will  not  be  furnished unless such items or devices have been 
shown or played at a public meeting of the Governing Board. 

 
A fee shall be levied on each request to cover the cost of making copies, 
staff time, computer time, etc. Fees will be collected prior to releasing material. 

 
The fees will be based upon the following: 

 
 104 per copy for materials indicated as Board minutes, agendas, 
financial records, contracts, courses of study, or statistical summaries. 

 
 354 per copy for materials not listed above that require additional 
clerical and/or professional staff time to make available. 

 
 Actual cost, if available, will be assessed. 

 
 Free copies shall be furnished if they are to be used in claims against 
the United States. 
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EXHIBIT  EXHIBIT 

PUBLIC'S RIGHT TO KNOW / 
FREEDOM OF INFORMATION 

 
REQUEST FOR PUBLIC RECORDS OF THE SCHOOL DISTRICT 

 

 
 

Name Date 
 

Address 
(street) (city) (state) (zip) 

 

Phone: Home     Work     

Nature of request: 

? Opportunity  to  review  records  (no  original  record  may  leave  the 
custodian's  office) 

 

? Copies of records. 
 

Please read and sign the following statement: 
 

I have requested pub l ic records o f the schoo l d is t r ic t fo r a 
noncommerc ia l   pu rpose .   I   unders tand   tha t   i f   t he   records   shou ld   be 
used fo r  a commerc ia l purpose,   a   ver i f ied   statement   of   the   purpose 
must  be  submitted  per  A.R.S.  39 -  121.03. 

 
 
 
 

(Date) (Signature) 
 
N OTICE: A fee will be charged for copying based upon actual cost for 
providing  the information. 

 

RECORDS REQUESTED (please be as explicit as possible as to the records you desire): 
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K-1050 KDC 
SCHOOL - SPONSORED INFORMATION MEDIA 

 
Publications  issued  by  and  in  the  name  of  the  school  or  the  District  shall 
reflect a high quality of editorial content and format. The exercise of 
appropriate economy  in  materials  and  production  is  expected  as  long  as 
the  main  purpose  is  not  jeopardized. 

 
Articles  circulated  or  submitted  for  publication  by  District  employees  in 
which  the  District,  or  employees  of  the  District,  are  mentioned  directly  or 
indirectly must be cleared by the Superintendent. 

 
Adopted: date of manual adoption 
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USE OF STUDENTS IN PUBLIC INFORMATION PROGRAM 

 
The participation of students in interpreting the educational program of the 
schools to the community shall be encouraged with the understanding that: 

 
Students shall not be exploited for the benefit of any individual or group. 

Students shall participate only in appropriate situations. 

 The use of students shall always be evaluated in terms of the effect on the 
students. 

 
 Students shall not solicit or promote District issues without approval by the 
Superintendent's office. 

 
 The  best  possible  community  relations  grow  from  a  superior  teaching 
job  in  the  classroom.  Enthusiastic  students  with  serious  intentions,  well 
directed  by  sympathetic  and  capable  teachers,  communicate  positively  with 
parents   and   the   community. This shall be the cornerstone of good 
community relations in the District. 

 
Adopted: date of manual adoption 
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MEDIA 

RELATIONS  
 
The Board recognizes its responsibility to provide information to the 
community and actively seeks to establish a good working relationship with local 
news media. 

 
To  promote  a  positive  relationship  between  the  District  and  the  media,  the 
Board shall  provide  information  to  the  media  concerning  the  programs  and 
activities of the District as well as matters pending before the Board. 

 
Adopted: date of manual adoption 

 
CROSS REF.: KDC - School-Sponsored Information Media 
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PRESS RELEASES, CONFERENCES, AND INTERVIEWS 

 
All  communication  with  the  news  media  for  the  purposes  of  seeking  or 
arranging  news  coverage,  providing  official  statements  from  the  District, 
or  responding  to  requests   from   the   news   media   shall   be   channeled 
through  the  office  of  the  Superintendent. 

 
Adopted: date of manual adoption 

 
CROSS REF.: KD - Public Information and Communications 

KDC - School-Sponsored Information Media 
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PUBLIC CONCERNS AND COMPLAINTS 

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

 
The administration will develop a procedure for receiving complaints 
courteously, and  it  will  take  steps  to  make  proper  replies  to  complainants. 
If  resolution  of  a  problem  is  not  possible  at  the  building  level,  either  party 
may refer the matter to the Superintendent for review. 

 
The  Board  will  consider  hearing  citizen  complaints  when  they  have  not 
been  resolved by the administration. Matters referred to the Board must be 
in  writing  and  should  be  specific  in  terms  of  the  action  desired.  The  Board 
will  not  consider  or  act  on  complaints  that  have  not  been  explored  at  the 
appropriate administrative level. 

 
Adopted: date of manual adoption 
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REGULATION  REGULATION 

PUBLIC CONCERNS AND COMPLAINTS 
 

When  a  Governing  Board  member  has  received  a  complaint  and  has  directed 
it  to  the   Superintendent   or   the   Board   secretary,   the   Superintendent 
shall  either  inves t igate  the  s i tuat ion  or  assign  another  administrator  
to conduct an investigation. When the investigation is complete, the 
investigating  administrator  shall  contact  the  Board  member  who  referred  
the  complaint  and  provide  the  details  of  the  investigation.  At  that  time  the 
administrator shall provide the Board member with the following two options: 

 
 The Board member may contact the individual who initiated the 
complaint and provide the details of the investigation. 

 
 The Board member may request that the investigating administrator or the 
Superintendent  contact  the  individual  who  initiated  the  complaint  and 
provide the details of the investigation. 

 
If  the  complaint  involves  a  complex  problem,  and/or  a  lengthy  investigation 
will  be  required,  the  investigating  administrator  shall  make  periodic  reports 
to the Board member. 

 
The investigating administrator shall inform the Board secretary regarding 
the  disposition  of  the  complaint.  The  Board  secretary  shall  maintain  a 
log of all complaints referred by Board members, as well as the disposition 
of each such complaint. Logs may be destroyed after a period of two (2) years. 
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EXHIBIT EXHIBIT 

 

PUBLIC CONCERNS AND COMPLAINTS 
 

PUBLIC CONCERNS AND COMPLAINTS 
 

(This Form to be Submitted to the Superintendent) 
 

 
 
Person(s) or group filing complaint 

 
 
Complainant's address   Phone    

 
Date complaint is filed    

 

Has problem been discussed with the administration? 
 

? Y e s  ?  N o D a t e  
 
 
Summary  of  the  charges  (description  of  incident  or  event,  including  date, 
place,  time, additional persons, alleged problem, and suggested solution: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Identification of other witnesses or persons with information about concern: 
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PUBLIC CONCERNS / COMPLAINTS ABOUT PERSONNEL 

 
Trust  in  staff  members  and  support  for  their  act ions  should  be  such 
that employees are freed from unnecessary, spiteful, or negative 
criticisms  and  complaints. 

 
In  spi te  of  th is ,  cr i t ic isms  and  complaints  may  be  for thcoming  f rom 
the  community.  These  complaints  are  best  handled  starting  at  the  school 
level  and,  when  necessary,  should  proceed  through  the  various  administrative 
levels. 

 
All  complaints  shall  be  referred  to  the  Superintendent  for  investigation. 
The employee  involved shall be given an opportunity, at each 
administrative level at which the matter is  reviewed, for explanation, 
comment,  and  presentation  of  facts,  either   formally   or   informally.   The 
employee  will  be  afforded  elements  of  due  process as provided in Arizona 
law. 

 
Adopted: date of manual adoption 

 
CROSS REF.: BBAA - Board Member Authority and 

Responsibilities BEDH - Public Participation at Board Meetings 
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REGULATION  REGULATION 

P U B L I C  C O N C E R N S  /  C O M P L A I N T S  
ABOUT PERSONNEL 

 

Required Information 
 

The following information concerning a complaint is required: 
 

 The name(s) of the person(s) making the complaint. 
 

Whether  the  person(s)  making  the  complaint  represents  an  individual 
or  a  group.  If  a  group  is  represented,  information  shall  be  provided 
about  the  nature  of  the  group  and  the  manner  in  which  the  group  has 
reviewed and taken a position on the matter. 

 

 Whether the person(s) making the complaint has discussed the 
problem with the employee in question. 

 

 A summary of the complaint(s) and of the above three items. 

Processing of Complaint(s) Following Written Summation 

The  complaint  shall  be  presented  to  the  employee  toward  whom  it  is 
directed,  together  with  a  suggested  solution,  personally  and  in  writing,  by 
the person(s)  filing the complaint. It is the responsibility of the employee's 
supervisor  to  keep  the Super in tendent in formed as the mat te r is 
rev iewed  a t  the  var ious  administrative levels. 

 
The employee will have a minimum of five (5) working days in which to 
reply to the complaint at each administrative level at which the matter is 
reviewed. 

 
If  the  complaint  is  not  resolved  between  the  originator  of  the  complaint 
and   the   employee,   the   complaint   shall   be   reviewed   by   the   employee's 
supervisor.  Until  the matter is resolved, it may be reviewed at each successive 
administrative level. 

 
The Superintendent shall be the final administrative level. 

 
Following  the  decision  of  the  Superintendent,  if  any  of  the  parties  concerned 
deem it  necessary,  the  matter  may  be  referred  to  the  Board  within  ten  (10) 
working days following the Superintendent's decision. 

 
The Board shall consider all facts and provide the employee with all 
elements of due process in reaching a decision. 
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EXHIBIT EXHIBIT 
 

P U B L I C  C O N C E R N S  /  C O M P L A I N T S 
ABOUT PERSONNEL 

 
PUBLIC COMPLAINTS ABOUT SCHOOL PERSONNEL 

 

(This  Form  to  be  Submitted  to  the  Employee's  Supervisor)  
 
 

Person  against  whom  the  complaint  is  made     
 
 
Employee’s  posit ion     School/dept.     

 
 
Person(s)  or  group  f i l ing  complaint     

 
 
Complainant’s  address    Phone     

 
 
Date  complaint  is  f i led     

 
 
Has  problem  been  discussed  with  the  employee?  

 
 

?  Yes  ?  No Date     
 
 
Has  problem  been  discussed  with  the  employee’s  supervisor?  

 
 

?  Yes  ?  No Date     
 
 
Sum mary  of  the  changes  (descript ion  of  incident  or  event,  including  date,  

 

place,  t ime,  addit ional  person,  al leged  improper  conduct,  and  suggested 

solution):  
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PUBLIC CONCERNS / COMPLAINTS ABOUT INSTRUCTIONAL RESOURCES 

 
Occasional  objections  to  the  selection  of  instructional  materials  may  be 
made  by  the  public  despite  the  care  taken  to  select  materials  most  valuable 
for the student and  the  teacher.  The  complainant  will  be  asked to complete 
the  form  "Citizen's  Request  for  Reconsideration  of  Instructional  Material." 
Upon  receipt  of  a  request  for   reconsideration,   the   Superintendent   will 
review  the  work  in  question.  After  review by the Superintendent, copies of 
the request form and the report will be sent to the principal and the citizen. 

 
If not satisfied with the decision contained in the report, the citizen may 
appeal the decision to the Board. 

 
Should a complaint reach the Board, the Board may refer the matter back to the 
Super intendent for further review, or the Board may review the 
materials in question  in  the  light  of  its  policy  establishing  criteria  for  the 
selection of materials. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-341 

15-721 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

E.V.I.T. SCHOOL DISTRICT NO.  401 Page 1 of  1 



K-1531  KEC-E 

EXHIBIT EXHIBIT 
 
 

P U B L I C  C O N C E R N S  /  C O M P L A I N T S 
ABOUT INSTRUCTIONAL RESOURCES 

 
CITIZEN'S REQUEST FOR RECONSIDERATION 

OF INSTRUCTIONAL MATERIAL 
 
 
 

Author    Hardcover Paperback Other media 
 
 

Title Copyright date 
 
 
Publisher (if known)    _    

 

Request initiated by    _ 
 

   Telephone 
 

Address 
 
 
Complainant 
represents: ?himsel f  or  hersel f  

 
?(name organization): 

 
?(identify other group):     

 
 

Please  use  the  reverse  side  for  additional  space  or  comments  
 

 
To what in the material do you object? (Please be specific; cite pages.)What do you 

feel might be the result of the use of this material? 

 
For what age group would you recommend this material? 

What do you feel is good about this material? 

Did you review the entire material?    What parts? 
 
 
Are you aware of the judgment of this material by literary critics? 
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K-1531 KEC-E 
 

EXHIBIT EXHIBIT 
 
 
 
 
 
What do you believe is the theme of this material? 

 
 
Are you aware of the instructional purpose in using this 

work? What would you like the District to do about this 

material? 

? Do not assign or recommend it to my child (children). 

? Do not assign it to students. 

? Refer it to an official committee for reevaluation. 
 
 
In its place, what material of e qual literary quality would you recommend 
that would convey as valuable a picture and perspective? 

 
 
 
 
 
 
 
Signature of complainant Date 
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PUBLIC CONCERNS / COMPLAINTS ABOUT FACILITIES AND SERVICES 

 
The  Superintendent  shall  establish  procedures  to  be  used  by  citizens  of  the 
District  who   have   complaints   about   District   facilities   or   services.   Such 
procedures  shall  provide  for  administrative  review  of  such  complaints  and, 
further,  shall  provide  for  Board  review  at  the  request  of  the  complainant  if 
the matter is not resolved by administrative review. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-341 

15-342 
20 U.S.C. 794, Rehabilitation Act of 1973, Section 504 
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REGULATION  REGULATION 

PUBLIC CONCERNS / COMPLAINTS 
ABOUT FACILITIES AND SERVICES 

 
Citizens of the District who have complaints about District facilities or services 
may register such complaints with the site administrator.* 

 
REQUIRED INFORMATION CONCERNING COMPLAINT: 

 
 Name(s) of person(s) making the complaint. 

 
 Whether the person(s) represents an individual or group. 

 
 Whether the person(s) making the complaint has discussed the 
problem with the site administrator. 

 

 A summary of the complaint and suggested 

solution. 

 
 PROCESSING OF COMPLAINT:* 

 
 LEVEL /. The complaint shall be presented in writing, with a 
suggested  solution,  to  the  site  administrator.  Five  (5)  working  days  will 
be allowed for a reply. 

 
 LEVEL  2.  If  a  satisfactory  response  is  not  received  within  five  (5) 
working days, a copy of the complaint may be forwarded to the 
Superintendent, who will have ten (10) working days to reply. 

 
 LEVEL  3.  If  a  satisfactory  response  is  not  received  within  ten  (10) 
working  days,  a  copy  of  the  complaint  may  be  forwarded  to  the  Governing 
Board  for  its  consideration.   Consideration   as   to   the   disposition   of   the 
complaint will be given within thirty (30) days. 

 
*If the matters of concern are eligibility and related procedures, 
procedural safeguards,   or   provision   of   a   free   and   appropriate   public 
education,  the  matter  may  be  referred  at  any  juncture  in  the  procedure  to 
the appropriate compliance coordinator. 
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EXHIBIT  EXHIBIT 

PUBLIC CONCERNS / COMPLAINTS 
ABOUT FACILITIES AND SERVICES 

Complainant 

Representing 
 
Date of presentation 

 
School (if appropriate) 

 
Prior contacts with the site administrator or teacher 

 
 
 
 
 
 
 
Statement of complaint: 

 
 
 
 
 
Action requested: 

 
 
 
 
 
 

Signature 
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COMMUNITY USE OF SCHOOL FACILITIES 
 

Leasing (renting) 

School facilities and property may be leased to extended day resource 
programs and any person, group or organization for any lawful purpose in the 
interest of the community The purposes include but are not limited to the 
following: 

 recreational, • scientific, 

 educational, • social, 

 political, • religious, 
 economic, • other civic, 

 artistic, • or governmental. 

 moral, 

A reasonable use fee shall be charged for the lease of school facilities and 
property and this fee may be offset by goods contributed or services rendered 
by the lessee. "Reasonable use fee" means an amount that is at least equal to 
the cost for utilities, services, supplies or personnel provided to the lessee 
pursuant to the terms of the lease. 

Uncompensated Use 

The Superintendent may permit the uncompensated use of facilities and 
property by any school related group, including student political 
organizations, or by any organization whose membership is open to the public 
and whose activities promote the educational function of the District. 
"Education function" means uses that are directly related to the educational 
mission of the District as adopted by the Board and includes the educational 
mission related uses of parent - teacher organizations, youth organizations 
and school employee organizations. Use of facilities or property by 
organizations indicated above that will require a substantial District cost for 
utilities, services, supplies and/or personnel may be permitted only if goods 
contributed, services rendered or payments are made to reimburse these 
costs to the District. 
The mission of the District is found in section A of the policy manual (see 
cross referenced policies below). The mission statement and the group's or 
organization's promotion of the educational function through the activity, as 
interpreted by the Superintendent in good faith, will be the basis upon which 
uncompensated use of District facilities and property shall be approved or 
denied. 
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Generally 
 

The Superintendent shall annually recommend a fee schedule to the Board for 
the lease of school property and such schedule shall include a procedure for 
determining the value of goods and services being provided as compensation 
for the use of school property. The schedule shall include a designation of those 
groups whose activities promote the educational function of the School District 
as determined in good faith by the Superintendent and presented for Board 
review. 
 

Property not associated with the use of facilities is covered in section E of the 
policy manual (see cross referenced policies below). The District will use its 
best efforts to avoid conflicts with approved use of the facilities and property 
but no lease or use provision shall be effective if the administrator of the 
facility finds that it would cause delay, cancellation, or rescheduling of a 
school-sponsored activity. 
 

Proof of liability insurance shall be required for the use or lease of school 
property pursuant to A.R.S. 15-1105. 
 
The Superintendent shall establish such rules and regulations as are needed to 
implement this policy as well as to assure the preservation of District property. 
 
The lessee of school facilities must affirm knowledge of and enforce the 
requirements and restrictions set out in Chapter 28.1 of A.R.S. Title 36 related 
to medical marijuana.  
 
The lessee of school facilities to be used for athletic activities must confirm 
knowledge of and compliance with the requirements and restrictions for such 
use as set out in Board Policy JJIB.  
 

Adopted: February 13, 2012 

LEGAL REF.: A.R.S. 15-511 
                                     15-1105 
                                     15-1141 to 15-1143 
                                     16-411 
                                     36-2801 et seq., Arizona Medical Marijuana Act 

A - Educational Mission and Belief Statement               
AC - Non - discrimination / Equal Opportunity 
EDC - Authorized Use of School-Owned Materials and 
Equipment 
KFA — Public Conduct on School Property During Public 
Events  
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CROSS REF.: 



K-1661  KF-RA 

REGULATION REGULATION 
 
 

COMMUNITY USE OF 
SCHOOL FACILITIES 

 
Organizations that wish to use school facilities must contact the 
appropriate  administrator for approval and scheduling. A permit for use of 
school facilities  must be completed. This application should be completed at 
least thirty (30) days prior to the use date. 

 
No organization may use District facilities unless the program is approved by the 
Superintendent. 

 
Religious   groups   are   not   permitted   to   use   District   facil it ies   unless 
proper  application  is  made  and  approved  by  the  Board.  The  request  by 
any religious organization   for   regular   use   of   school   facilities   shall   be 
denied. A religious group that wishes to use District facilities on a 
temporary  basis  must  own  property  and  have  definite  plans  to  construct  its 
own facilities. 

 
In case of conflict of schedule, the following organizations have preference, in 
the following order: 

 
 The District school. 

 
 Youth organizations. 

 
 Parent organizations. 

 
 Other. 

 
No apparatus, furniture, or equipment is to be moved onto District property 
unless special permission is granted, in advance, by the Superintendent. 

 
The number of tickets sold to any function shall not exceed the normal 
capacity of the facility granted for use in the permit. 

 
The  use  of  special  equipment  owned  by  the  District  shall  be  permitted  only 
when operated by District employees or other individuals specifically 
authorized in the permit. 

 
 
 
No material of any kind shall be attached to any part of the facility without 
written approval. 
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K-1661  KF-RA 

REGULATION REGULATION 

 
No smoking is to be allowed. No refreshments are to be served or sold on school 
grounds  or  in  the  buildings  except  in  the  appropriate  facilities  and  with 
prior  approval by the appropriate administrator. 

 
The District shall provide needed custodial services, cafeteria employees, 
and/or other employees during each period and to clean up and replace 
facilities after each occasion. 

 
Administrators or caretakers are to have access to all facilities at any and 
all times. Premises are to be vacated and lights are to be off at the time specified. 

 
All  properties  are  to  be  accounted  for  and  left  in  as  good  condition  as 
received.  Extra  property  is  to  be  removed  from  the  premises  no  later  than 
twenty-four  (24)  hours  after  the  performance,  or  sooner  in  some  cases  if  the 
educational process is adversely affected by the extra property. 

 
Any advertising for the promotion of the program, such as newspaper 
releases, posters, tickets, and handbills, must identify the sponsoring agent. 

 
The  District  reserves  the  right  to  refund  payments  made  in  advance  for 
rental of any facilities if the Governing Board should decide that the 
performance  is  not  in  the best interests of the District,  and to cancel the use 
of the facility on the date or dates specified in this agreement by notifying the 
applicant by one or more of the following means: 

 
 Telephone. 

 
 Messenger. 

 
 Letter to the address as given in the application. 

 
 Insertion  of  one  advertisement  in  an  appropriate  daily  newspaper  at 

any time prior to any such performance. 
 
The  applicant  agrees  to  indemnify  and  save  harmless  the  District  from  any 
claims  or  loss  by  reason  of  the  applicant's  use  or  misuse  of  the  leased 
premises and from any claim or loss by reason of any accident or damage to 
any person or property occurring on said premises. 

 
A.R.S. 15 - 1105(C) requires the applicant to show proof of liability 
insurance  coverage  in  the  amount  of  $1,000,000.00,  and  $10,000.00  property 
damage,  with  the  East  Valley  Institute  of  Technology  School  D istrict  No. 
401 named as an  additional insured on the policy. 
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K-1661  KF-RA 

REGULATION REGULATION 
 
 
The applicant affirms that no event will be held for the purpose of advancing 
any  theory  subversive  to  the  constitutions  or  laws  of  the  state  of  Arizona  or 
the  United  States  or  for  the  purpose  of  advocating  social  or  political  change  by 
violence. 

 
It   is   understood   that   the   Governing   Board   reserves   the   right   to   make 
additional  conditions  and  stipulations,  and  that  any  such  conditions  and 
stipulations (as attached) are a part of this agreement. 

 
Rent is payable within one (1) week after invoice date. It is understood that all 
rates, as well as other conditions stipulated, are a part of any agreement. 
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REGULATION  REGULATION 

COMMUNITY USE OF 
SCHOOL FACILITIES 

 
The  principal  may  deny  a  request  to  provide  space  for  use  as  a  polling 
place   if   within   two   weeks   after   a   request   has   been   made   the   principal 
provides a written statement indicating a reason why the election cannot be 
held in the school that includes any of the following: 

 
Space is not available at the school. 

 
 A disruption of the normal school activities would occur. 

 
 The safety or welfare of the students would be jeopardized. 
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EXHIBIT EXHIBIT 

COMMUNITY USE OF 
SCHOOL FACILITIES 

An applicant requesting the use of school facilities agrees to comply with the 
following rules and the District policy concerning conduct on school property if 
granted permission to use the requested school facilities. 

 All community group activities, including preparations, must be 
conducted in such a manner that students can continue their 
educational programs without undue interruption. 

 An employee of the District must be on duty whenever a school building 
is used by an organization or group unless prior approval for other 
arrangements has been granted. 

 The applicant is held responsible for the preservation of order. All 
children attending or participating in the event or activity must be 
supervised by responsible adults. 

 No alcoholic liquors or beverages shall be brought to or consumed in the 
buildings or on the grounds. 

 Tobacco and smoking is prohibited on school property. 

 Putting up decorations or scenery or moving pianos or other major 
furniture is not allowed without prior permission. 

 Nothing shall be sold, given, exhibited, or displayed for sale without 
prior permission from the school. Any sales are prohibited unless the 
proceeds will be used for charitable or nonprofit educational purposes. 

 Unless waived by the District when use is in conjunction with a District 
activity, groups must provide the District with documentary 
evidence of liability insurance of at least one million dollars 
($1,000,000). Each group will be responsible for the repair or 
replacement of damaged equipment, furniture, or facility. 

 The District reserves the right to require, if it should deem it necessary, a 
cash bond of five hundred dollars ($500), or more to cover any 
damages that might be done to any equipment, furniture, or facility. 

 All wages earned by District employees on duty for approved facilities 
use shall be paid by the District. No District employees shall be paid 
directly by any group using the facilities. 
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E X H I B I T  E X H I B I T  

 The availability of cafeteria kitchens and other special subject or usage 
areas may be restricted to specific times or activities. Special fees may 
be charged for the use of those facilities. 

 When more than one (1) applicant requests the use of a facility for the 
same time, the applicant filing first shall be given first consideration. If 
a school program or calendar changes, the school program shall take 
priority, even if the activity has been scheduled. Every effort will be 
made to reschedule the activity as conveniently as possible when such 
cancellation has occurred. 

 The issuance of keys to facilities is to be discouraged. However, if no 
alternative is suitable, it shall be the principal's responsibility to issue 
and retrieve facility keys according to the District key-control 
procedures. 

 Permission shall be denied for activities that would exceed the capacity 
of the facility or be in violation of fire or safety regulations. It shall be 
the responsibility of the applicant to make appropriate members 
familiar with the use of fire and other safety devices and procedures. 

 Confirm knowledge of and commitment to comply with the 
requirements and restrictions for use of facilities for athletic activities 
as set out in Board Policy JJIB.  

 Comply with all applicable requirements of The Arizona Medical 
Marijuana Act.  

 All activities must be conducted within the laws, rules and regulations 
of the State of Arizona and applicable municipal subdivisions. 

 Requests for future use may be denied to an organization that fails to 
comply with established rules. 
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P U B L I C  C O N D U C T  O N  
SCHOOL PROPERTY 

No person shall engage in conduct that may cause interference with or 
disruption of an educational institution. Interference with or disruption of an 
educational institution includes any act that might reasonably lead to the 
evacuation or closure of any property of the educational institution or the 
postponement, cancellation or suspension of any class or other school activity. 
For the purposes of this policy, an actual evacuation, closure, postponement, 
cancellation or suspension is not required for the act to be considered 
interference or disruption. 
A person commits interference with or disruption of an educational 
institution by doing any of the following: 

 Intentionally, knowingly or recklessly interfering with or disruption of 
the normal operations of an educational institution by either: 

 Threatening to cause physical injury to any employee or student 
of an educational institution or any person on the property of an 
educational institution. 

 Threatening to cause damage to the District, the property of the 
District, or the property of any person attending the District. 

 Intentionally or knowingly entering or remaining on the property of an 
educational institution for the purpose of interfering with or denying 
lawful use of the property to others. 

 Intentionally or knowingly refusing to obey a lawful order given by the 
Superintendent or a person designated to maintain order. 

The above identified acts need not be directed at a specific individual, the 
District, or specific property of the District to constitute a violation of this 
policy. 

Restitution for any financial loss caused by a violation of the policy may be 
required. Furthermore, an individual who interferes with or disrupts an 
educational institution is subject to misdemeanor or felony charges as 
provided in A.R.S. 13-2911. 

A person may also interfere with or disrupt the District function by 
committing any of the following: 

 Any conduct intended to obstruct, disrupt, or interfere with teaching, 
research, service, administrative, or disciplinary functions or any 
activity sponsored or approved by this Board. 

K-1700                    KFA
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 Physical or verbal abuse or threat of harm to any person on property 
owned or controlled by the District or at supervised functions sponsored 
by the District. 

 Forceful or unauthorized entry to or occupation of District facilities, 
including both buildings and grounds. 

 Illicit use, possession, distribution, or sale of tobacco, alcohol, or drugs, 
other controlled substances, or other illegal contraband on District 
property or at school-sponsored functions. 

 Use of speech or language that is offensive or inappropriate to the 
limited forum of the public school educational environment. 

 Failure to comply with the lawful directions of District officials or of 
District security officers or other law enforcement officers acting in 
performance of their duties, and failure to identify oneself to such 
officials or officers when lawfully requested to do so. 

 Knowing violation of a District rule and regulation. Proof that an 
alleged violator has a reasonable opportunity to become aware of such 
rules and regulations shall be sufficient proof that the violation was 
done knowingly. 

 Any conduct constituting an infraction of any federal, state, or city law or 
policy or regulation of the Board. 

 Carrying or possessing a weapon on school grounds unless the 
individual is a peace officer or has obtained specific authorization from 
the appropriate school administrator. 

Additional Requirements of 
the General Public 

The definition of general public is anyone who does not come under the 
definition of student, faculty member, staff member, or employee. 

 No person shall visit or audit a classroom or other school activity, nor 
shall any person come upon or remain upon school premises, without 
approval by the principal or the principal's authorized representative. 
Nor shall any person conduct or attempt to conduct any activity on 
school premises without prior approval by the Superintendent or the 
Superintendent's authorized representative. 

K-1700                    KFA
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 Any member of the general public considered by the Superintendent, or a 
person authorized by the Superintendent, to be in violation of these rules 
shall be instructed to leave the property of the District. Failure to obey 
the instruction may subject the person to criminal proceedings pursuant 
to A.R.S. 13-2911 and to any other applicable civil or criminal 
proceedings, or to tribal ordinance. 

 Persons attending special functions shall confine themselves to the 
specific part of the facility assigned in the permit. 

 Persons who engage in disorderly conduct of any kind may be subject to 
removal and exclusion from the facility. 

 The use of facilities shall be granted only for legitimate purposes. 
Therefore, the permit holder shall assume full responsibility for any 
unlawful act committed during the exercise of the permit. 

 No person shall, except as authorized by A.R.S. 36-2801 et seq.:  

 possess or engage in the use of medical marijuana, A 

on a school bus, or 

A on the grounds of any preschool, elementary or secondary 
school.  

 smoke marijuana, 
A on any form of public transportation, or A 

in any public place.  

 operate, navigate or be in actual physical control of any motor  
vehicle, aircraft or motorboat while under the influence of 
marijuana, 

A except that a registered qualifying patient shall not be  
considered to be under the influence of marijuana solely  
because of the presence of metabolites or components of 
marijuana that appear in insufficient concentration to  
cause impairment.  

Adopted: February 13, 2012 
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LEGAL REF.: A.R.S. 13-2905 
13-2911 
13-3102 
15-341 
15-507 
36-802 
36-2801 et seq. 
 

GBEB - Staff Conduct 
GCQF - Discipline, Suspension, and Dismissal of 

Professional Staff Members 
GDQD - Discipline, Suspension, and Dismissal of 

Support Staff Members 
JIC - Student Conduct 
JK - Student Discipline 
KFAA - Smoking on School Premises at Public Functions 

K-1700                  KFA
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SMOKING ON SCHOOL PREMISES 
AT PUBLIC FUNCTIONS 

The possession or use of tobacco products is prohibited in the following 
locations: 

 School grounds. 

 School buildings. 

 School parking lots. 

 School playing fields. 

 School buses and other District vehicles. 

 Off-campus school-sponsored events. 

Under the provisions of A.R.S. 36-798.03, a person who violates the 
prohibition is guilty of committing a petty offense. 

The prohibitions do not apply to an adult when possession or use of the 
tobacco products are for demonstration purposes as a necessary instructional 
component of a tobacco prevention or cessation program that is: 

 Approved by the school. 

 Established in accord with Arizona Revised Statute 15-712. 

No person shall smoke marijuana in any public place.  

Adopted: February 13, 2012 

LEGAL REF.: A.R.S. 13-3622 36-2802  
 15-341 36-798.03 
 15-712 36-2802  

20  U.S.C. 6083   
20    U.S.C.  7181 
20    U.S.C.  7183 

CROSS REF.: GBED - Smoking by Staff Members 
JICG - Tobacco Use by Students 
KFA — Public Conduct on School Property 
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K-2150 KH 
PUBLIC SALES ON SCHOOL PROPERTY 

 
Sales  by  employees  or  outside  vendors  -  e.g.,  Avon  Products,  Stanley 
Home  Products,  men's  or  women's  wear,  greeting  cards,  etc.  -  shall  not  be 
conducted,  nor  shall  deliveries  be  made,  during  working  hours.  Use  of 
District vehicles for this purpose is strictly forbidden. 

 
Employees violating this policy are subject to disciplinary 

action. Adopted: date of manual adoption 

LEGAL REF.: A.R.S. 38-538 et seq. 
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K - 2 2 0 0   © K H A PUBLIC 
SOLICITATIONS IN SCHOOLS 

 
A  school  employee's  position  in  the  District  shall  not  be  used  to  influence 
parents  or  students  to  purchase  books  or  other  merchandise,  except 
for  materials  approved by the Superintendent for use in the classroom. 

 
Solicitation of employees and/or students by any profit, nonprofit, or 
charitable   g r o u p s , i n s t i t u t i o n s ,   o r o r g a n i z a t i o n s m us t have t he 
a p pr o v a l  o f  t h e  Superintendent in advance. 

 
The  District  shall  strive  to  safeguard  the  students  and  their  parents  from 
money-  raising  plans  of  outside  organizations,  commercial  enterprises,  and 
individuals.  This  policy  shall  apply  particularly  to  ticket  sales  and  sales  of 
articles  or  services  except  those  directly  sponsored  by  school  authorities  or 
school organizations. 

 
Adopted: date of manual adoption 
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K-2250  K     H     B  
ADVERTISING IN SCHOOLS 

 
No advertising or materials used for propaganda purposes shall be 
permitted in school buildings or on school grounds or properties. 

 
Nothing herein shall be construed to prevent advertising in student 
publications that are published by student organizations. 

 
Solicitation of advertising or use of the school system to promote the merit of 
any product by brand name or trademark shall not be permitted by the Board. 

 
Adopted: date of manual adoption 
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VISITORS  TO  SCHOOLS  

 
The Superintendent shall establish school - visit  procedures  for the 
control  of  persons  other  than  school  personnel  or  students  who  enter 
District premises.  Such  procedures  shall  permit  the  use  of  legal  means  to 
ensure that students, employees, and District property are properly 
safeguarded.  No  person,  other  than  one who is a peace officer or one who has 
obtained  specific  authorization  from  the  appropriate   school   administrator, 
shall carry or possess a weapon on school grounds. 

 
Adopted: date of manual adoption 

 

LEGAL REF.: A.R.S. 13-1302 
13-2905 
13-2911 
15-341 
15-507 

 
 
CROSS REF.: AD - Educational Philosophy/School District 

Mission KFA - Public Conduct on School Property 
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REGULATION REGULATION 
 

 
 

VISITORS TO SCHOOLS 

Parents are encouraged to visit the school. 

All visitors to the school must report to the school office upon arrival. 
 
For those who wish to visit a classroom during the school day, it is preferred 
that  the  teacher  and  the  principal  be  contacted  in  advance  to  arrange  a  day 
and time for such visit so as to avoid any conflicts with the school schedule. 

 
In visiting a  classroom,  parents must realize that the teacher's first 
responsibility  is  to  the  class  as  a  whole,  and  the  teacher  will  be  unable  to 
converse at  any length with the visitor. If a conference is desired, 
arrangements  will  be  made  by  the  teacher for an appointment with the parent 
either before or after school hours. 

 
No  person  may  enter  onto  school  premises,  including  visits  or  audits  
to  a  classroom  or  other  school  activity,  without  approval  by  the  principal. 
Neither  will  any  person  be  allowed  to  conduct  or  attempt  to  conduct  any 
activity on school premises that has not had prior approval by the principal. 

 
Anyone  who  is  not  a  student  or  staff  member  of  the  District  schools,  and 
is  in   violation  of  this  policy  may  be  asked  to  leave  the  property  of  the 
District.  Failure  to  comply  with  the  lawful  directions  of  District  officials  
or  of  District  security  officers  or  any  other  law  enforcement  officers 
acting  in  performance  of  their  duties  and  failure  to  identify  oneself  to 
such officials or officers when lawfully  requested  to  do  so  will  be  against  
District regulations. Failure to obey such instructions  may  subject  the 
person to criminal proceedings applicable under law. 
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K-3150 KL 
RELATIONS WITH GOVERNMENT AUTHORITIES 

 
The  District  shall  seek  to  establish  mutually  beneficial  relations  with  local, 
county, state, and federal governmental agencies. Governmental agencies are 
an integral  part  of  the  community,  and  their  participation  shall  be  sought 
in matters that affect   the   educational   program   and   quality   of   life   in   the 
community. 

 
ADOPTED: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-342 

 

15-362 
 

15-363 
 

15-364 
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SECTION L 



L - 0 2 5 0 © L B  
 
 
 
 
 

RELATIONS WITH OTHER SCHOOLS AND SCHOOL SYSTEMS 
 
It  shall  be  the  policy  of  the  District  to  cooperate  with  other  schools  and  local  and 
state  regional  agencies  and  organizations  in  the  solution  of  educational  problems 
of  common  concern.  The  District  may  also  cooperate  with  parochial  and  private 
schools in matters of mutual benefit where not expressly prohibited by law. 

 
This  cooperation  shall  extend  to  such  areas  as  research,  exchange  of  information 
and  data,  coordination  of  curriculum,  coordination  of  school  calendars  and 
activit ies,  and  construction  of  facil i t ies  that  may  be  efficiently  uti l ized  on  a 
cooperative basis. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 11-952 

15-141 
15-205 
15-342 
15-365 
15-1371 
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RELATIONS WITH EDUCATION RESEARCH AGENCIES 

 
The  Superintendent  is  authorized  to  cooperate  with  colleges,  universities,  and 
other  recognized  research  agencies  in  promoting  potentially  useful  research. 
Because  of  the  number  of  requests  for  studies  in  schools,  it  may  be  necessary  to 
limit the number and establish guidelines for the approval of studies. 

 
Decisions  in  connection  with  research  involving  students,  teachers,  or  other 
employees will be influenced by the following factors: 

 
 The  objectives  of  the  research  should  be  clearly  stated  and  the  design 
should produce valid and reliable results that will then be made available to the 
District. 

 
 The research should be expected to contribute to the improvement of 
education or the general welfare of students. 

 
 Data  derived  from  school  records,  interviews,  or  questionnaires  that  have 
potential  for  invasion  of  the  privacy  of  students  or  their  families  must  have 
advance  wri t ten  authorizat ion  of  parents  or  guardians  even  though  the 
collecting  and  reporting  of  data  a re  to  be  conducted  under  conditions  of 
anonymity. 

 
 Research proposals should be of sufficient scope and depth to justify the 
time and effort. 

 
 In general, instructional activities will not be interrupted unless there is a 
clear significance for the educational program of the schools. 

 
 Projects involving student researchers must have prior written approval by a 
faculty  member  of  the  institution  in  which  the  student  is  enrolled.  This  faculty 
member must have direct responsibility related to the student's research. 

 
Adopted: date of manual adoption 
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RELATIONS WITH COLLEGES AND UNIVERSITIES 

 
In order for staff members and students to benefit from the resources provided by 
colleges and universities, the Superintendent shall seek out and utilize the services 
of  college  and  university  faculty  members  or  programs  when  they  are  compatible 
with the needs of the District. 

 
Research involving student time shall be of benefit to the District. 

 
Adopted: date of manual adoption 
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L-0600 LDA 
STUDENT TEACHING AND INTERNSHIPS 

 
The  Board  authorizes  the  Superintendent  to  arrange  for  the  supervision  and 
training  of  a  reasonable  number  of  student  teachers  each  year  and  to  establish 
procedures for such activity. 

 
Adopted: date of manual adoption 

 
LEGAL REF.: A.R.S. 15-1640 

15-1651 
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L-0800 LF 
RELATIONS WITH STATE EDUCATION AGENCIES 

 
I t  shall  be  the  policy  of  the  District  to  cooperate  with  the  state  educational 
agencies in the attainment of educational goals and objectives. 

 
Waiver from Administrative Rules 

 
A  waiver  from  any  administrative  rule  may  be  requested,  in  accord  with  A.A.C.  R7- 
2 - 801,   by  submit t ing  such  request  to  the  State  Superintendent  of  Publ ic 
Instruction  for  approval  by  the  State  Board  of  Education.  Such  request  shall 
include, at a minimum, the following: 

 
 Evidence that the school or the District is currently in compliance with all 
state laws and State Board of Education rules. 

 
 A statement identifying goals that will be accomplished and how the waiver 
will assist in enhancing school improvement. 

 
 A three-year plan for school improvement.  

 Identification of the specific rules for which the waiver is requested.  

 Evidence of a public hearing held by the school or the District that provided
for  parental  and  public  involvement  and  input  into  the  proposed  three -year 
plan. 

 
The  Superintendent  may  request  approval  of  a  waiver  by  submitting  to  the 
Governing  Board  a  proposal  containing  the  minimum  requirements  as  indicated 
above. 

 
Proposals submitted by the Superintendent will be forwarded by the Governing 
Board to the State Superintendent of Public Instruction within 30 days. 

 
A waiver approved by the State Board of Education may be renewed. 

 
A  completed  renewal  request  may  be  submitted  to  the  Superintendent.  The 
Governing  Board  will  forward  such  renewal  request  to  the  State  Superintendent  of 
Public Instruction within 30 days from receipt. 

 

Adopted: date of manual adoption 
 
LEGAL REF.: A.R.S. 15-203 

15-239 
A.A.C. R7-2-801 
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L-0831 LF-E 
 
 
EXHIBIT EXHIBIT 

 

R E L A T I O N S W I T H S T A T E 
EDUCATION AGENCIES 

 

 
Waiver from Administrative Rules 

 
A school or school district with a waiver approved by the State Board of Education 
shall document progress obtained as a result of the waiver and shall report on or 
before June 30 of each year to the State Superintendent of Public Instruction. 

 
A school district having a school with an approved waiver may report the effects 
that such waiver has had on the operation of the school district. Reports shall be 
submitted on or before June 30 of each year to the State Superintendent of Public 
Instruction. 
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RELATIONS WITH EDUCATION ACCREDITATION AGENCIES 

 
It shall be the policy of the Board to seek the highest status of membership for its 
schools  in  the  North  Central  Association  of  Colleges  and  Schools,  cooperating  in 
the  assoc ia t ion 's  eva luat ions  o f  the  school  sys tem  and  cons ider ing  i ts 
recommendations. 

 
Adopted: date of manual adoption 

 
C) 1997 by Arizona School Boards Association 

 
S U G G E S T E D  M O T I O N S  T O  A C C O M P L I S H 

POLICY MANUAL ADOPTION 
 

Initial  Motion  
 

"I move to rescind and nullify all current and past policies of the East Valley 
Institute of Technology District No. 401." 

 
 
 
 
 

If the initial motion carries, the Board should 
proceed to act on one of the following motions. 

 
 
 
 

Subsequent Motion A 
 

"I  move  that  we  adopt  the  pol icy  manual  that  has  been  developed  with 
consulting assistance from the Arizona School Boards Association." 

 
 
 
 

or 
 
 
 
 

Subsequent Motion B 
 

" I  move  that  we  adopt  the  pol icy  manual  that  has  been  developed  with 
consulting  assistance  from  the  Arizona  School  Boards  Association,  including  the 
changes prescribed and approved by the Board." 
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