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"Billings Public Schools Community strives to inspire, educate, and empower students to be responsible

and innovative global citizens who achieve their full potential."

e~ .
L2 We believe:
L e ...about students
M All students are valued and respected
mM Students learn in diverse ways and at different rates
SCHOOLS Personal responsibility is the basis for successful learning and positive behavior

Student success is achieved through shared responsibility
Positive relationships lead to higher achievement, mutual trust, and a safe school environment

...about home & community
Parents and families have the greatest influence on, and responsibility for, their student’s learning and behavior
Positive role models are essential for learning
Community engagement strengthens learning and promotes a sense of pride in ownership

...about the District
District decisions will be based on what is best for students
High expectations lead to high achievement
A highly effective staff creates an environment for student success
Efficient and transparent resource management is essential for the successful operation of the school district
Embracing diversity and culture contributes to a strong learning community
Responsible change promotes progress
Students should have access to equitable learning opportunities

Jeana Lervick, Title IX Non-Discrimination Coordinator
Billings Public Schools
415 North 30th Street
Billings, MT 59101
(406) 281-5039
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BILLINGS PUBLIC SCHOOLS’ EXPECTATIONS,
CONSEQUENCES, AND POLICIES

In addition to this School handbook of procedures specific to our school, the following
Student/ Parent Handbook establishes the obligations of all students in the Billings Public Schools. It is
your obligation as a student in our district to know the contents of both and to understand that both the dis-
trict’s Student/Parent Handbook and the school’s student handbook are enforceable as the “law” of the
school district.

Violations of District policy will be dealt with through discipline assigned by our building administrator(s)
as agents of the Board of Trustees. And, the protections afforded by District policy will be provided to you
by District administration and staff.

The following District policies and procedures are found in this handbook. In addition they may be located
by accessing the District’s website at www.billingsschools.org where all of the District’s policies are lo-
cated.

Contents of Student/Parent Handbook of Board Policies and Procedures

Policy 3120 Attendance Policy and Removal of Student during School Day

Procedure 3120-P1 Compulsory Attendance

Procedure 3120-P2 Student Attendance and Removal of student during the school day
Policy 3200 Student Rights, Responsibilities, and Code of Conduct

Policy 3201 Freedom of Expression

Policy 3202 Student Publications

Policy 3203 Student Dress

Policy 3203-P1 Student Dress —Gang Activity or Association

Policy 3204 Searches and Seizure

Procedure 3204-P1 Searches of Students and their Property

Procedure 3204-P2 Video Surveillance

Procedure 3204-P3 Video Surveillance - School Buses/Vehicles

Policy 3205 District-Provided Access to Electronic Information, Services & Networks
Procedure 3205-P1 Acceptable Use Procedure

Policy 3210 Harassment, Intimidation, and Bullying

Policy 3220Equal Educational Opportunity

Policy 3230 Non-Discrimination and Anti— Harassment

Policy 3235 Student Drug and Chemical Use and Abuse (on Billings Public Schools website)
Policy 3240 Tobacco Free Schools

Policy 3250 Gun-Free Schools

Policy 3255 Bomb Threats and Threats of Hazardous Substances

Policy 3300 Student Discipline: Consequences for Violations of Student Code of Conduct
Policy 3350 Student Discipline: Due Process

Procedure 3350-P1 Detention

Procedure 3350-P2 Suspension and Expulsion

Policy 3416 Administering Medicines to Students

Procedure 3416-P1 Administering Medications to Students

Policy 3431 Emergency Treatment

Policy 3520 Student Fees, Fines, and Charges (on Billings Public Schools website)
Policy 3600 Student Records

Form 3600-F1 FERPA Annual Notification

Procedure 3600-P1 Student Records

Procedure 3600-P3 Withholding Records

Procedure 3600-P5 Special Education Records


http://www.billings.k12.mt.us/

BILLINGS PUBLIC SCHOOLS’ EXPECTATIONS,

CONSEQUENCES, AND POLICIES

The following list is a summary of a few important policies. Your good behavior and your respect for the feelings
of others will insure that you will have the best possible school and learning environment for a successful year.

EXPECTATIONS

STUDENT
DRESS POLICY

Students are expected to

come to school and all

activities clean, well-

groomed, and wearing clothes that ap-
propriately cover the body and do not
cause distractions or create a health or
safety issue. This basic dress code en-
courages students to “dress for success”
and to come to school properly pre-
pared to participate in the educational
process. Students are expected to man-
age their personal appearance in a man-
ner that does not disrupt teaching and
learning, promote vulgarity or obscen-
ity, advertise illegal substances, to-
bacco, alcohol, advertise weapons or
violence, or express double meanings
that are inappropriate. All students are
expected to wear comfortable, safe, and
appropriate clothing in P.E. class
(sweats, shorts, athletic shoes, tee
shirts).

In keeping with the above philosophy,
and in order to reduce misunderstand-
ing, inappropriate school wear
includes, but is not limited to
‘ the following:

N Hats, sunglasses, bandanas,
and visors will not be
worn inside the building.

Students are not to wear outerwear
jackets in the classrooms.
Basic sweatshirts and
sweaters are permitted.
Shorts and skirts are expected to be
no shorter than 5 inches
above the middle of the
knee cap; low necklines,
sheer, strapless, bare mid-
riff or bare back design
will not be permitted. No
halter
tops or
spa-
ghetti

straps. Bra straps and all
under garments should
not be exposed.

Destroyed and distressed pants
must not have holes in
places that expose under-
garments..

No clothing that could be consid-
ered pajamas or slippers
will be worn to school.

Pants must be secured at the waist-
line and may not hang
down exposing undergar-
ments.

Footwear must have a sole that
would be appropriate for
walking outside in any
weather condition in case
of an unexpected evacua-
tion of the building.

Any style of clothing, jewelry,
accessories, personal
items, electronic equip-
ment, grooming, or tat-
toos that is associated
with gang membership
will be prohibited.

Clothing, jewelry, contact lenses,
and other body accesso-
ries that could constitute
a health problem, a haz-
ardous situation, or a
distraction will be pro-
hibited. This includes,
but is not limited to,
wallet chains, chains at-
tached to clothing, and
wristbands.

Writing and drawing on other
students’ skin, clothing,
locker, or other personal
belongings is prohibited.

Gang Activity or Association

For the purpose of this dress policy, a

gang is an unauthorized group of three

or more people who demonstrate the
following traits:

e exhibit antisocial behavior often
associated with crime or a threat to
the community;

e interact together to the exclusion
of others;
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claim a territory or area;

have a name;

have rivals/enemies, and/or
create an atmosphere in which the
well-being of students, staff, or
any other person is adversely af-
fected by undue pressure, behav-
ior, intimidation, overt gesture, or
threat of violence.

Failure to cooperate with the dress
code policy will result in
one or more of the follow-

o

e  Change to appropriate
clothing of the student’s or from
the school’s collection.

e Parent notification to bring appro-
priate clothing to school

e Disciplinary consequence.

(See Policy 3203 and 3203 P-1)

BULLYING

(Your School) has “Zero” tolerance for
bullying, harassment and intimidation
on school property,
to or from school,
on a school bus or
other school vehi-
cle, at school- re-
lated functions or
activities, or by
electronic commu-
nications.

1. “Bullying” means any harassment,
intimidation, hazing, or threatening,
insulting , or demeaning gesture or
physical contact, including any inten-
tional written, verbal, or electronic
communication or threat directed
against a student that is persistent, se-
vere or repeated and that:

(a) causes a student physical
harm, damages a student’s
property, or places a student
in reasonable fear of harm to
the student or the student’s

property.




Bullying Cont...

(b) creates a hostile environment
by interfering with or denying
a student’s access to an educa-
tional opportunity or benefit;
or

(c) substantially or materially
disrupts the orderly operation
of a school.

2. Bullying includes retaliation against
a victim or witness who reports infor-
mation about an act of bullying and
includes acts of hazing associated with
athletics or school sponsored organiza-
tions or groups.

Students who violate this policy will
face disciplinary action. Depending
upon the severity of the offense, conse-
quences will range
from detention, to in -
school suspension,
short term suspension,
or expulsion.

(See Policy 3210 and
the Harassment/
Intimidation/Bullying S—==—
Incident Reporting Form)

SEARCHES

The goal of search and seizure with
respect to students is meeting the edu-
cational needs of children and ensuring
their security. Reasonable searches may
be carried out to recover stolen prop-
erty, to detect illegal substances or
weapons, Or to uncover any matter rea-
sonably believed to be a threat to the
maintenance of an orderly and safe
educational environment.

School authorities may inspect and
search school property and equipment
owned or controlled by the District
(such as lockers, desks, parking lots),
as well as personal effects left there by
students, without notice or consent of a
student.

The School District may request the
assistance of law enforcement officials,
including their use of specially trained
dogs, to conduct inspections and
searches of lockers, desks, parking lots,
and other school property and equip-
ment for illegal drugs, weapons, or
other illegal or dangerous substances or
material. The School District also util-

izes video surveillance to ensure the
health, welfare, and safety of all staff,
students, and visitors.

School authorities may search a stu-
dent or a student’s
personal effects in a
‘ [ student’s possession
09 //// when  reasonable
— grounds suggest a
search will produce
“ evidence that the
particular  student
has violated or is
violating a law or

District student conduct rules.

When a search produces evidence that
a student has violated or is violating a
law or District policies, procedure,
rules, and handbooks such evidence
may be seized and impounded by
school authorities and disciplinary ac-
tion may be taken.

(See Policy 3204 & 3204 P-1 through P-3)

ACCESS TO
ELECTRONIC
INFORMATION,
SERVICES, NETWORKS

The District provides electronic equip-
ment and networks, including access to
the Internet, as part of its instructional
program and to promote educational
excellence by facilitating resource
sharing, innovation, and communica-
tion. The District expects all students
to take responsibility for appropriate
and lawful use of this access, including
good behavior on-line. The District
may withdraw student access to its
network and to the Internet when any
misuse occurs.

1. EDUCATIONAL PURPOSES
ONLY. All use of the District’s elec-
tronic network must be: (1) in support
of education and/or research, and in
furtherance of the District’s stated edu-
cational goals; or (2) for a legitimate
school business purpose. Use is a privi-
lege, not a right.

Students and staff have no expectation
of privacy in any materials that are
stored, transmitted, or received via the
District’s electronic network or District
computers.

The District reserves the right to moni-
tor, inspect, copy, review, and store, at
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time and without prior notice, any and all
usage of computers, systems, networks
and Internet access and any and all
information transmitted or received in
connection with such usage.

2. UNACCEPTABLE USES OF
NETWORK.

A. Uses that violate the law or
encourage others to violate the law.

B. Uses that cause harm to others or
damage to their property.

C. Uses that jeopardize the security of
computers, systems, or networks of the
District or others.

D. Exposing self or others to the
potential of personal harm.

E. Uses that are commercial
transactions.

(See Policy 3205)

TEXTBOOKS

Although textbooks are furnished by the
school, students are responsible for them
and must pay for lost or damaged books.
New books are expensive (up to $150).
Students should have a cover on every
textbook in order to protect the book and
avoid paying payment of fines due to
excessive wear and tear. Fines for
textbooks will be as follows:

a. Loss of book— value of new book

b. Willfully damaging book-value of new
book

c. Broken back-1/2 the value of new book

d. Cover torn off— 1/3 value of new book

e. Water damage— 1/4 to 1/2 value of new
book

f. Undue soiling- 1/5 to 1/2 value of new
book
*Report cards will be held until assessed
fines have been paid. (See Policy 3520)

“Any teacher or principal shall have the
authority to hold any pupil to strict
accountability for any disorderly conduct
in school or on the way to or from
school, or during intermission or
recess.” Mont. Code Ann § 20-4-302



CONSEQUENCES
FOR MAJOR
MISBEHAVIORS

NOTE: Depending on the severity
of the offense, an administrator
may impose any level of disciplinary
action that is warranted to promote
and ensure an orderly educational
atmosphere in the school and elimi-
nate health and safety risks.
*Consequences are cumulative
during time in Billings Public
Schools!

*All out-of-school suspensions will be
served at the Truancy Center!

STEALING OR
EXTORTION

A. Detention/partial day in- school
suspension

B. One-day in-school suspension to
ten days out-of-school suspension
to be served at the Truancy Center.

C. Emergency suspension pending an
administrative hearing which may
lead to a recommendation to the
Board of Trustees for expulsion.

D. Referral to School Resource Offi-
cer or other law enforcement per-

sonnel.
VIOLATION AGAINST
PROPERTY
A. Detention/partial day in-school
suspension

B. One-day in-school suspension to
ten days out-of-school suspension
to be served at the Truancy Center.

C. Emergency suspension pending an
administrative hearing which may
lead to a recommendation to the
Board of Trustees for expulsion.

D. Referral to School Resource Offi-
cer or other law enforcement per-
sonnel.

FIGHTING

A. Detention/partial day in-school
suspension

B. One-day in-school suspension to
ten days out-of-school suspension
to be served at the Truancy Center.

C. Emergency suspension pending an
Administrative Hearing which
may lead to a recommendation to
the Board of Trustees for expul-
sion.

Referral to School Resource Offi-
cer or other law enforcement per-
sonnel.

SEXUAL/RACIAL
HARASSMENT
THREATS/
INTIMIDATION/
BULLYING

Detention/partial day in-school
suspension

One-day in-school suspension to
ten days out-of-school suspension
to be served at the Truancy Cen-
ter.

Emergency suspension pending an
Administrative Hearing which
may lead to a recommendation to
the Board of Trustees for expul-
sion.

Referral to School Resource Offi-
cer or other law enforcement per-
sonnel.

USE OF OBSCENE
LANGUAGE, BEHAV-

IOR, OR THREATS TO

A.

B.

A STAFF MEMBER

Detention/partial day in-school
suspension

One-day in-school suspension to
ten days out-of-school suspension
to be served at the Truancy Cen-
ter.

Emergency suspension pending an
Administrative Hearing which
may lead to a recommendation to
the Board of Trustees for expul-
sion.

Referral to School Resource Offi-
cer or other law enforcement per-
sonnel.

USE OR POSSESSION
OF TOBACCO
PRODUCTS INCLUD-
ING ELECTRONIC
DEVICES AND
CIGARETTES

Detention/partial day in-school
suspension

One-day in-school suspension to
ten days out-of-school suspension
to be served at the Truancy Cen-
ter.

C. Emergency suspension pending an
Administrative Hearing which may
lead to a recommendation to the
Board of Trustees for expulsion.

D. Referral to School Resource Officer
or other law enforcement personnel.

SALE OF DRUGS OR
ALCOHOL

An Administrative Hearing with possible
recommendation to the Board of Trustees
for Expulsion. (legal authorities will be
contacted) *NOTE: Placebo or over-the-
counter drugs sold as illegal drugs are
subject to above consequences.

USE OR POSSESSION OF
DRUGS OR ALCOHOL,

OR PARAPHERNALIA
*1st offense 5-day Out-of-School
Suspension
*2nd offense - Administrative Hearing
with possible recommendation to the
Board of Trustees for Expulsion.
*Law Enforcement will be contacted.

POSSESSION OF A

WEAPON

WHICH INCLUDES KNIFE/FIREARM
OR ANY OTHER OBIJECT
CONSIDERED TO BE A WEAPON

An Administrative Hearing with
possible recommendation to the Board of
Trustees for Expulsion.

*Law Enforcement will be contacted.

ASSAULT

1 day out-of-school suspension to an
Administrative Hearing with possible
recommendation to Board of Trustees for
Expulsion.

*Law Enforcement will be contacted.

EXPLOSIVES/
FIREWORKS

1 day in-school suspension to an
Administrative Hearing with possible
recommendation for Expulsion.
*Law Enforcement will be contacted.

BOMB THREATS

An Administrative Hearing with possible
recommendation to the Board of Trustees for
Expulsion.

*Law Enforcement will be contacted.



POLICIES

POLICY 3120 ATTENDANCE POLICY

Pursuant to state law, the Board authorizes the Super-
intendent to adopt procedures implementing compul-
sory attendance regulations throughout the District.
These procedures shall be published in student hand-
books annually.

Removal of Student During School Day

The Board recognizes its responsibility for the proper
care of students during a school day. In accordance
with District procedures, only a duly authorized per-
son may remove a student from school grounds, any
school building, or school function during a school
day. A person seeking to remove a student from
school must present evidence satisfactory to a princi-
pal of having proper authority to remove a student. A
teacher should not excuse a student from class to
confer with anyone unless a request is approved by a
principal. The Superintendent will establish proce-
dures for removal of a student during a school day.

PROCEDURE 3120-P1
ATTENDANCE POLICY AND REMOVAL OF
STUDENT DURING SCHOOL DAY

Compulsory Attendance
Parents are responsible for seeing that their children

of age seven or older prior to the first day of school
attend school, until the later of the following dates:

1. The child's 16th birthday, or,

2. The date of completion of the work of the eighth
grade.

Parents shall enroll the student unless the student is:

1. Provided with supervised correspondence or
home study;
2. Excused because of determination by a

district judge that attendance is not in the best
interests of the child;

3. Enrolled in a non-public or home school;
4. Enrolled in a school of another district or
state under the tuition provisions of this title;

5. Excused by the Board of Trustees upon a
determination that such attendance by a child
who has attained the age of 16 is not in the best
interest of the child and the school.

PROCEDURE 3120-P2 ATTENDANCE POLICY
AND REMOVAL OF STUDENT DURING
SCHOOL DAY

Student Attendance

Introduction

Regular attendance is basic to meeting the educa-
tional needs of students. Maximum classroom in-
structional benefits can happen only when the student
is in attendance. Regular and punctual attendance
being essential to educational welfare, it follows that
student, parents, and educators need clear understand-
ing as to rights and responsibilities relating to atten-
dance.

Rights

Students have the right to an appropriate education
and are legally required to attend until they are 16
years old and have completed the 8th grade. Parents
have the right to expect competent instructors and a
school climate conducive to learning. Educators have
the right to expect reasonable cooperation from stu-
dents and parents.

Responsibilities

Students have the responsibility to participate in the
educational opportunities given them. Parents are
responsible for supporting the policies and programs
of the School District, including seeing that students
attend regularly and are to class(es) on time. The
school has the responsibility to provide a significant
curriculum, competent teachers, and adequate facili-
ties and programs. The school also has the responsi-
bility to maintain accurate records and practice dili-
gence in reporting of attendance records.

Attendance Policy - K-8

It is the responsibility of the parent or guardian
to assure their student is in school regularly.
When a student must be absent for illness or
other unforeseeable emergencies, parents must
inform the school of the student's absence. In
cases where doubt occurs concerning the valid-
ity of an excuse, the administration may request
verification. If a student is not present and the
parent has not notified the school of the ab-
sence, the school will attempt to call the parent.

Attendance Policy - Grades 9-12

The intent of the attendance policy is to provide
a structure within which 9-12 grade students can
gain maximum benefit from the instructional
program. The regular contact of the pupils with
one another in the classroom and their participa-
tion in well planned instructional activities
under the tutelage of a competent teacher are
vital to this purpose.

Excused Absences

Excused absences are categorized as follows:
illness
medical appointments which cannot be

scheduled outside the school day

participation in school activities
bereavement
verifiable family emergencies
necessary absences approved by the parent

Unexcused Absences/Truancies

In the event the principal determines an absence
unnecessary, the absence will be considered as
unexcused, such as:
leaving the building without checking out
excuses such as oversleeping, car trouble,
missing the bus, and being late from
lunch
disciplinary suspensions
incarcerations

Truancy, defined as an absence from school not
verified as valid by the parent &/or building
administrator. Absences that are unexcused or
not cleared within 48 hours are also considered
truancies. Chronic truants will be reported to
legal authorities as prescribed by law.

Parent (or Guardian) Responsibilities

When a student must be absent from class for
illness, or other unforeseeable emergencies,
parents must inform the school office of the
absence. If the school is not notified within 48
hours of the last absent day, the excuse will not
be accepted and the absence will be considered
truancy. The principal may make exceptions to
this general policy and excuse the absence, after
consultation with the teacher(s) who are in-
volved, and after giving consideration to the
circumstances related to the failure to notify and
to the frequency of the student's absence. In
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cases where the validity of an excuse is in ques-
tion, the administration may require verification
from other sources.

Parent (or Guardian) Responsibilities

When a student must be absent from class for
illness, or other unforeseeable emergencies,
parents must inform the school office of the
absence. If the school is not notified within 48
hours of the last absent day, the excuse will not
be accepted and the absence will be considered
truancy. The principal may make exceptions to
this general policy and excuse the absence, after
consultation with the teacher(s) who are in-
volved, and after giving consideration to the
circumstances related to the failure to notify and
to the frequency of the student's absence. In
cases where the validity of an excuse is in ques-
tion, the administration may require verification
from other sources.

Checking Out of School

When a student finds it necessary to leave after
the start of the school day, the student shall
follow the office procedures for checking out of
school. Failure to follow this procedure may be
considered truancy and appropriate action as
defined in this policy will be taken.

Suspensions

Suspended students may not participate in extra-
curricular activities while on suspension. One
day suspension usually will cover a 24-hour
period. Suspensions are counted as days absent
from school.

Parents will be notified of all suspensions.
Students who are absent as a result of a suspen-
sion are responsible for the work missed.

Limit on Total Absences

If the total number of absences from any high
school class exceeds 10 per semester, the stu-
dent may be dropped from the class for the rest
of the semester and assigned to a study hall.
Absences from classes due to school-sponsored
activities are not counted in the ten (10).

Students may appeal the 10 absences per semes-
ter limit. A student who anticipates that an
extended absence will exceed the 10 day limit
may appeal in advance. Consequences for
students identified as disabled will be deter-
mined by appropriate planning meetings.

POLICY 3200 STUDENT
RIGHTS ,RESPONSIBILITIES, AND CODE
OF CONDUCT
The District recognizes that all students are
entitled to enjoy the rights protected under
federal and state constitutions and law for per-
sons of their age and maturity in a school set-
ting. The District expects students to exercise
these rights reasonably and to avoid violating
the rights of others or disrupting the education
environment. The District may impose discipli-
nary measures whenever students violate the
rights of others or violate District policies,
procedures, rules, or handbooks, including but
not limited to those listed below, on school
premises or at any school function or activity.
School premises means all property owned,
leased, or used by the School District for in-
struction or student activities. Each student is
expected to strive to take full advantage of



educational opportunities and to do the student’s
best in all areas of school life. Each student has
the right to an education in an orderly, safe, and
sanitary atmosphere and is expected to contrib-
ute to the school environment by meeting the
following responsibilities:

1. Respect and work cooperatively with fellow
students and school staff;

2. Be punctual and regular in school attendance;

3. Respond positively and promptly to direction by
faculty or staff members;

4. Refrain from fighting or other abusive behavior
directed toward any student, faculty or staff
member. Harassment, intimidation, bullying,
hazing, discrimination, and retaliation against
students or staff members is not allowed and
will not be tolerated;

5. Refrain from the use of profanity or vulgarity;

6. Avoid encouraging or assisting another student
to take action that would subject a student to
suspension or expulsion;

7. Refrain from possession or use of explosives,
dangerous chemicals, or weapons on school
property or at a school function;

8. Refrain from engaging in any activity that
constitutes an interference with school purposes
or an educational function or any other disrup-
tive activity, including but not limited to making
a bomb threat, even if only a hoax;

9.  Refrain from damage to or theft of school or
personal property. Causing or attempting to
cause damage to, or stealing or attempting to
steal, school property or another person’s prop-
erty is a violation of this policy;

Refrain from unauthorized entry into or misuse
or damage of school property. Scooters, bicy-
cles, roller-blades, and skateboards cannot be
used or ridden on school property;

11.  Be responsible for willful damage or destruction
of school property;

Refrain from using, possessing, distributing,
purchasing, or selling tobacco on school prem-
ises and at school functions;

Possession, use, purchase, sale, and/or distribu-
tion of illicit drugs, controlled substances, look-
alike drugs, drug paraphernalia, contraband, and
alcohol on school premises or during any school
-sponsored or school-related activity are strictly
prohibited. Students who are under the influence
of such substances will not be permitted to
attend school or school-related activities or
functions and will be treated as though they had
such substances in their possession;

Avoid disruption, on or off school property, of
the educational process or school-related activi-
ties, functions, and programs;

15. Refrain from allowing any bodily substance to
make physical contact with another person.
Bodily substances include, but are not limited
to: feces, sperm, urine, blood, and saliva;

16. Refrain from possession, sale, transfer, or use of
a weapon on school premises or at school-
related activities and functions, which is any-
thing that is which is used, can be used, or could
reasonably be considered to threaten or cause
bodily harm, or intimidate another person, re-
gardless of its primary function; “Weapon” can
also include a bomb, an object meant to look
like a bomb or other explosive, or a toxic or
hazardous substance or material;

Obey directives from staff members or school
officials; obey rules and regulations governing
student conduct;

Do not forge any signature or make any false
entry or attempt to authorize any document used
or intended to be used in connection with any
operation of a school;

19. Do not plagiarize or cheat;

20. Do not gamble for money or other valuable
consideration; and

21. Do not make or abet in a bomb threat, even if
only a hoax. Do not make or abet in a threat of a
hazardous substance, even if only a hoax. A
“bomb threat” means communicating or other-
wise indicating by any means, whether verbal or
non-verbal, that a bomb or an object intended to
look like a bomb or explosive has been or will
be placed on school property or at a school
event, including events that are to take place
after school hours. A "threat of a hazardous
substance" means communicating or otherwise
indicating by any means, whether verbal or non-
verbal, that a hazardous or toxic substance has
been or will be placed on school property or at a
school event, including events that are to take
place after school hours. A "hazardous or toxic
substance" means any material or other thing,
including biomedical materials or organisms,
that, when placed as threatened, could be harm-
ful to humans.

All students who attend the District’s schools, pro-
grams, or activities shall comply with the written
policies, procedures, rules, and handbooks of the
schools, shall pursue the required course of studies,
and shall submit to the authority of the Superinten-
dent, principals, other administrators, teachers, or
other designees of the District. Violation of any of
these expectations is a violation of school policy and
will result in discipline.

POLICY 3201 STUDENT FREEDOM OF
EXPRESSION

Student Freedom of Expression

The free expression of student opinion is an important
part of education in a democratic society. Students'
verbal and written expression of opinion on school
premises is to be encouraged so long as it does not
substantially disrupt the operation of the school.
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The Superintendent shall develop guidelines assuring
that students are able to enjoy free expression of
opinion while maintaining orderly conduct of the
school.

A. Students are protected by the guarantees of the
First Amendment of the U.S. Constitution and are
entitled to express their views while on school
grounds. This does not mean, however, that the
School District is without control over the time,
place, manner and, to a limited extent, the content of
that expression.

B. Students generally have the right to distribute
and possess literature, including, but not limited to
newspapers, magazines, leaflets, and pamphlets.
Students also have the right to speak their views.
Students do not have the right to possess or distribute
literature or to communicate orally if such distribu-
tion or communication is libelous, obscene, or will
cause a material interference with or substantial dis-
ruption of educational activities.

C. The time, place and manner of student distri-
bution of literature may be regulated by the principal
provided such regulations are reasonable and do not
act to prohibit or unduly delay distribution or inhibit
any person's right to accept or reject the literature
sought to be distributed.

D. The principal may require materials sought to
be distributed on school premises or to school-
sponsored groups to be submitted for review. Materi-
als are deemed approved if the principal does not
indicate disapproval within two (2) pupil instruction
days of submittal. A student may appeal a principal's
decision to refuse dissemination directly to the Super-
intendent. The Superintendent will review the materi-
als, listen to the student's explanation and discussion,
if any, and decide whether distribution is permitted by
these rules. The Superintendent's decision shall be
communicated to the interested students.

POLICY 3202 STUDENT RIGHTS AND
RESPONSIBILITIES

Student Publications

Student publications produced as part of the school's
curriculum or with the support of student body funds
are intended to serve both as vehicles for instruction
and student communications. They are operated and
substantively financed by the student body and the
District.

Material appearing in such publications should reflect
all areas of student interest, including topics about
which there may be controversy and dissent. Contro-
versial issues may be presented provided they are
treated in depth and represent a variety of viewpoints.
Such materials may not be libelous, obscene or pro-
fane nor may they cause a substantial disruption of
the school, invade the privacy rights of others, de-
mean any race, religion, sex, or ethnic group, or advo-
cate the violation of the law. They may not advertise
tobacco, liquor, illicit drugs or drug paraphernalia.

The Superintendent shall develop guidelines to imple-
ment these standards and shall establish procedures
for the prompt review of any materials that appear not
to comply with the standards.

A. Given cause, the building principal will have the
right to review student publication materials at any
time to see if they comply with School District Policy
3200.

B. Materials appearing in student publications must



be reviewed by the sponsor of the publication to see if
the materials comply with Billings Public Schools
Policy 3200. If the sponsor finds the material to be in
violation of said policy, the materials must be re-
viewed by the building principal.

C. Materials are deemed approved if the principal
does not indicate disapproval within two student
instruction days of submittal.

D. The principal's decision to refuse the materials
may be appealed directly to the Superintendent. The
Superintendent will review the materials and listen to
the student's explanations and discussion. The Super-
intendent's decision will be communicated to the
interested students.

POLICY3203 STUDENT DRESS
Student Dress

The District recognizes that a student’s choice of
dress and grooming habits demonstrates personal
style and preference. The District has the responsibil-
ity to ensure appropriate conditions for learning while
protecting the health and safety of its student body.
Even though the schools will allow a wide variety of
clothing styles, dress and grooming must not substan-
tially disrupt the educational process of the school or
create a health or safety hazard for students, staff, or
others. Building administrators shall establish written
dress codes that will be distributed and explained to
students at the beginning of each school year. Addi-
tional dress codes may be established by classroom
teachers, coaches, and activity sponsors, with ap-
proval from the building administrator. Teachers,
coaches, and sponsors shall put their dress codes in
writing and distribute them to the students, athletes,
or activity participants at the beginning of the school
year and/or prior to the starting date of the activity or
sport. In order to maintain a positive and safe learning
environment, students are prohibited from the follow-
ing while on school premises or while attending
school functions or activities: 1. Wearing or possess-
ing clothing, jewelry, accessories or other personal
materials, possessing or using electronic equipment
(such as pagers, cell or camera phones, or other com-
munication devices), or grooming in a manner which
by its nature denotes membership in a group or gang
advocating threats, violence, intimidation, drugs,
illegal activities, or any other disruptive behavior. 2.
Implying gang membership or affiliation by written
communication, marks, drawing, paint, design or
emblem upon any school property, personal property,
or on one's person. 3. Wearing clothing that carries
derogatory, obscene, or sexually suggestive state-
ments, connotations, or graphics; advertises alcohol,
tobacco, or drugs; advertises weapons or violence; or
endorses or promotes any illegal activity. 4. Wearing
clothing or accessories that are distracting to the
learning process, unsafe, unhealthy, or disruptive. It is
the responsibility of building administration to deter-
mine the appropriateness of student clothing and
accessories, especially as clothing, apparel, accesso-
ries, and particularly group or gang-related ones may
vary from year to year. For the purpose of this Policy,
a gang is an unauthorized group of three or more
people who demonstrate a majority of the following
traits:

1. Exhibit antisocial behavior often associated with
crime or a threat to the community;
2. Interact together to the exclusion of others;

3. Claim a territory or area;

4. Have a name;

5. Have rivals/enemies;

6.Create an atmosphere in which the well-being of
students, staff, or any other person is adversely af-

fected by undue pressure, behavior, harassment, in-
timidation, bullying, overt gestures, or threat of vio-
lence.

School Uniforms

The Board authorizes any school to choose a school
uniform. The decision to select a school uniform
requires a two-thirds vote of the responsible adult for
all students in the school at the time of the vote (one
adult vote per student). The Board requires that the
building administrator establish a procedure for se-
lecting approved items of attire, for addressing any
exceptions to an adopted procedure, and for making a
financial assistance provision for needy students.
Discipline Students whose dress does not conform
with this policy, and other District procedures, rules,
or handbooks, will be referred to a building adminis-
trator for disciplinary action.

POLICY 3203-P1 GANG ACTIVITY OR
ASSOCIATION

Student Dress — Gang Activity or Association

The Billings Public School System recognizes that a
student's choice of dress and grooming habits demon-
strates personal style and preference. The District has
the responsibility to insure proper and appropriate
conditions for learning along with protecting the
health and safety of its student body. Even though the
schools will allow a wide variety of clothing styles,
dress and grooming must not materially or substan-
tially disrupt the educational process of the school or
create a health or safety hazard for students, staff,
employees or others. Elementary, middle, and high
schools will establish written dress codes that will be
distributed and/or explained to students at the begin-
ning of each school year. Additional dress codes may
be established by classroom teachers with approval
from the building administrator. In order to maintain
a positive and safe learning environment, students are
prohibited from the following while on school
grounds or while attending school activities:

1.Wearing or possessing clothing, jewelry, accesso-
ries and other personal materials, electronic equip-
ment such as pagers, cell or camera phones, or other
communication devices, or grooming in a manner
which by its nature denotes membership in a group or
gang advocating threats, violence, intimidation,
drugs, illegal activities, or any other disruptive
behavior.

2. Implying gang membership or affiliation by writ-
ten communication, marks, drawing, paint, design or
emblem upon any school property, personal property,
or on one's person.

3. Wearing clothing that carries derogatory, obscene
or sexually suggestive statements, connotations, or
graphics; advertises alcohol, tobacco or drugs; or
endorses or promotes any illegal activity.

4. Wearing clothing or accessories that are distract-
ing to the learning process, unsafe, unhealthy or dis-
ruptive.

It is the responsibility of building administration,
operating under administrative guidelines, to deter-
mine the appropriateness of student clothing and
accessories, especially as clothing, apparel, accesso-
ries and particularly group or gang related ones may
vary and change from year to year. Gang Activity or
Association For the purpose of this procedure, a gang
is an unauthorized group of three or more people who
demonstrate a majority of the following traits:

1. Exhibit antisocial behavior often associated with
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crime or a threat to the community;

2. Interact together to the exclusion of others;

3. Claim a territory or area;

4. Have a name;

5. Have rivals/enemies; and

6. Create an atmosphere in which the well-being of
students, staff, or any other person is adversely af-
fected by undue pressure, behavior, intimidation,
overt gestures or threat of violence.

Extracurricular Activities

Students involved in extracurricular activities will
adhere to the coaches' or sponsors' dress codes, as
long as the codes are deemed reasonable by school
administrator(s). Coaches or sponsors must establish
written dress codes and distribute them to each par-
ticipant prior to the start of the activity.

Discipline

Students whose dress does not conform with Billings
Public Schools Policy #3203 will be referred to a
building administrator for appropriate disciplinary
action

POLICY 3204 SEARCHES AND SEIZURE
Searches and Seizure

The goal of search and seizure with respect to stu-
dents is meeting the educational needs of children
and ensuring their security. The objective of any
search and/or seizure is not the eradication of crime
in the community. Searches may be carried out to
recover stolen property, to detect illegal substances or
weapons or to uncover any matter reasonably be-
lieved to be a threat to the maintenance of an orderly
educational environment. The Board authorizes
school authorities to conduct reasonable searches of
school property and equipment, as well as of students
and their personal effects, to maintain order and secu-
rity in the schools

School Property and Equipment and Personal Effects
of Students

School authorities may inspect and search school
property and equipment owned or controlled by the
District (such as lockers, desks, and parking lots), as
well as personal effects left there by students, without
notice or consent of a student. This applies to vehi-
cles parked on school property.

The Superintendent may request the assistance of law
enforcement officials, including their use of specially
trained dogs, to conduct inspections and searches of
lockers, desks, parking lots, and other school property
and equipment for illegal drugs, weapons, or other
illegal or dangerous substances or material.

Students

School authorities may search a student or a student’s
personal effects in a student’s possession when rea-
sonable grounds suggest a search will produce evi-
dence that the particular student has violated or is
violating a law or District student conduct rules. The
search itself must be conducted in a manner that is
reasonably related to its objectives and not exces-
sively intrusive in light of age and sex of a student
and the nature of the suspected infraction.

Seizure of Property

When a search produces evidence that a student has
violated or is violating either a law or District policies
or rules, such evidence may be seized and impounded
by school authorities and disciplinary action may be



taken. As appropriate, such evidence may be trans-
ferred to law enforcement authorities.

Law Enforcement Agencies

The District will cooperate with known or identified
legal representatives of the Billings Police Depart-
ment, Sheriff's Office or Probation Office. When a
law enforcement officer comes to a school and prop-
erly identifies himself and his purpose, the admini-
stration will cooperate with him by promptly making
available those students requested for interview at
school, or upon the production of an arrest warrant to
be taken into custody by the law enforcement officer.
It shall be the responsibility of the law enforcement
officer to notify the parents or guardian of the stu-
dents interviewed and/or taken into custody. In addi-
tion, a good faith attempt shall be made by school
personnel to notify the parents or guardian.

PROCEDURE 3204-P1 SEARCHES
AND SEIZURES

Searches of Students and Their Property

Searches may be carried out to recover stolen prop-
erty, to detect illegal or prohibited substances, items,
or weapons; or to uncover any matter reasonably
believed to be a threat to the health, safety, or mainte-
nance of an orderly educational environment.

SEARCHES UPON INDIVIDUALIZED
SUSPICION

A. Searches of a student and/or the student's per-
sonal effects in the student's possession must be
based on reasonable suspicion that the student
(s) has violated school rules or the law.

B.  School officials responsible for conducting the
search must be able to clearly articulate which
school rule or law has allegedly been violated
and establish that the search is reasonable in its
inception.

C. The information which forms the basis of the
search and connects the student to the violation
must be both recent and credible.

D. Searches of a student and/or the student's per-
sonal effects in the student's possession must be
conducted in a manner which is reasonably
related to its objectives and reasonable in scope
in light of the age and sex of the student along
with the nature of the infraction. Highly intru-
sive searches require a high degree of individu-
alized suspicion based upon specific and reli-
able evidence and should never be taken unless
serious infractions, such as possession of drugs
or weapons, are suspected. If a highly intrusive
search is necessary, an attempt will be made to
contact the parent or legal guardian prior to the
search. An intrusive search shall to be con-
ducted in consultation with/by law enforcement
and/or an Executive Director or the Superinten-
dent.

SEARCHES OF SCHOOL PROPERTY

A.  School officials may inspect and search school
property and equipment owned or controlled by
the school (such as lockers, desks, and parking
lots), as well as personal effects left there by the
student(s), without notice or consent of the student

(s).

B.  The principal may request the assistance of law
enforcement officials in a search of school
property or may conduct such searches through

the use of specially trained dogs in accordance
with procedures set forth below.

ADMINISTRATIVE SEARCHES

School officials may undertake a search of a number
of students and their possessions without an individu-
alized suspicion of wrongdoing by a particular stu-
dent provided the following conditions have been
met:

1. There is a recognized problem, such as drug
use or possession of weapons in the school,
and other methods of addressing the problem
have not been effective.

2. The problem has been acknowledged and
recognized by the building principal and the
parents of students attending there. The prin-
cipal or other administrator may involve
parents using whatever means of communi-
cation is customary in that school.

3. Parents and students have been given written
notice that administrative searches will take
place, the reason for the searches, and the
procedure to be followed.

Administrative searches may take place even if these
conditions have not been met if school officials have
knowledge of a specific act or violation (such as a
theft or the existence of weapons in the school which
pose an immediate risk to student safety and school
discipline), but do not know which particular student
is involved.

In either situation, an administrative search must be
minimally intrusive and minimally disruptive. No
student should be singled out when there is no evi-
dence to support an individualized suspicion to
search.

ADMINISTRATIVE SEARCH PROCEDURES

A.  Clothing and Personal

School officials shall request the student to
remove all items from pockets or other personal
effects. Backpacks, purses and the like shall be
opened for the school official to search. If
confiscated for inappropriate use or for violation
of school rules, cell phones, and other electronic
devices may be searched for messages, graph-
ics, photos, and other electronically-stored data.

B. Dog Searches
1. The principal shall notify the appropriate Ex-

ecutive Director of the time frame in which a
dog search will be conducted.

2. The principal shall determine the time and date
of the search and coordinate with the School
Resource Officer, local law enforcement, or a
private security firm. Scheduling arrangements
shall be kept confidential, and dog searches will
be unannounced.

3. If a particular locker is identified by the dog,
the locker will be searched by the building
administrator. If contraband is found, it will be
turned over to law enforcement.

4. If a particular vehicle is identified by the dog
during a parking lot search, the driver or owner
of the car will be located and asked to open the
car so it can be searched. If the student does not
consent, law enforcement will be notified to
assist.

5. The building principal will notify the respective
Executive Director of the search results
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C. Alcohol Consumption Sensor

1.Procedure for Administering an Alcohol
Consumption Test:

a. A student who is believed to be under the influ-
ence of alcohol while attending school or at-
tending a school-sponsored event should be
escorted by the appropriate school official to a
secure location in the building.

b.  The appropriate school official should confront
the student about the suspected consumption
and notify the student that the alcohol detection
test will be administered.

c. The alcohol detection test should then be ad-
ministered.

d.  Ifthe presence of alcohol is detected, the stu-
dent's responsible adult should be notified to
transport the student home.

e. Disciplinary action should be taken in accor-
dance with School District policy. Law enforce-
ment may be notified.

f. Refusal by the student to comply with the
above procedures will be treated as defiance.
The consequences for the defiance will be the
same as being under the influence of alcohol.

g.  Ifthe responsible adult disputes the results, the
responsible adult can have a test done at the
responsible adult’s own expense by an outside
agency within four hours, at an agreed upon
site. The student will not be allowed to return to
school until the test results are provided to the

school.
Seizure of Property/Responsible
Adult
Notification

If a search produces evidence that the student has
violated or is violating either the law or the District's
policies, procedures, rules, and handbooks such evi-
dence may be seized and Procedure 3204-P1 Page 4

of 5 impounded by school authorities, and discipli-
nary action may be taken. Such evidence may be

transferred to law enforcement authorities . The stu-
dent(s) will be taken to a designated area, and the

responsible adult of the student(s) will be contacted.

PROCEDURE 3204-P2 VIDEO
SURVEILLANCE

The Board authorizes the use of video cameras on
District property to ensure the health, welfare, and
safety of all staff, students, and visitors to District
property and to safeguard District buildings, grounds,
and equipment. The

Superintendent will approve appropriate locations for
video cameras.

The Superintendent will notify staff and students
through staff and student handbooks or by other
means that video surveillance may occur on District

property.

The District may choose to make video recordings a
part of a student’s discipline record. The District will
comply with all applicable state and federal laws
related to record maintenance and retention.

Video recordings will be totally without sound.
PROCEDURE 3204-P3 VIDEO SURVEILLANCE
School Buses/Vehicles
Security cameras on a school bus not only provide a

safeguard against illegal entry, vandalism and as a
means to monitor behavior but also protect students



and school bus drivers from being wrongly accused of
participation in illegal or unacceptable behavior.

PROCEDURE FOR USE OF SECURITY
CAMERA RECORDING IN BUSES/VEHICLE

A. request for a camera to be placed on a bus may be
made by:
1. An administrator from School District #2;
2. A supervisor/manager of First Student Trans-
portation.
Note: There are four to five cameras available
and 15 to 20 buses with camera boxes.

B. The camera is active:

1. During the requested runs which may include
the a.m., p.m., midday, field trips, and
shuttles;

2.0ften times a combination of runs will be
recorded even though only a specific run
is being monitored.

C. The following will have access to the recording:

1. An administrator of School District #2 or
other appropriate School District #2 em-
ployee(s);

2. A supervisor or manager of First Student
Transportation and the appropriate school
bus driver(s);

3. Parent(s)/guardian(s) under the supervision of
an authorized adult may view the recorded
activity of his or her own student(s). The
viewed segment may be as short as one
second in length.

4. Student(s) under the supervision of an author-
ized adult, as part of a specific investiga-
tion or disciplinary action;

5. Investigative agencies when evidence of
criminal activity exists;

6. Other person(s) as designated by First Stu-
dent Transportation or School District #2
to assist in an investigation or identifica-
tion of a student(s).

D. A recording may be kept:
1. Until the disciplinary action or investigation
has been resolved satisfactorily;
2. Permanently if requested or deemed neces-
sary by an administrator of School District
#2 or the Manager of First Student Trans-
portation.

School Buildings and Grounds

Security cameras in a school building and on school
grounds provide not only a safeguard against illegal
entry and vandalism, but also protect students and
staff from being wrongly accused of participation in
illegal or unacceptable behavior. School administra-
tion recognizes the importance of protecting the iden-
tity of those filmed. Consequently, although the sys-
tem is active and recording 24 hours a day, seven
days a week, the system is not humanly monitored 24
hours a day, seven days a week.

Students and parents will be notified in the student
handbook of the system's existence, purpose, and the
procedures for use.

PROCEDURE FOR USE OF SECURITY
CAMERA RECORDING IN SCHOOL
BUILDINGS AND ON SCHOOL GROUNDS

A. The real time image and/or the recording may be
viewed:
1. During an orientation activity that may in-
volve parents, staff or students;
2. During the course of an investigation or as
part of the process for identifying a stu-

dent or other district employees.

B. The following will have access to the recording:

1. The school administrators and site School
Resource Officer (SRO);

2. Investigative agencies (e.g. the Fire Depart-
ment) when evidence of criminal activity
exists;

3. Parents, under the supervision of an author-
ized adult, may view the recorded activity
of their own student(s). The viewed seg-
ment may be as short as one second in
length.

4. Students, under the supervision of an author-
ized adult, as part of the orientation to the
system or as part of a specific investiga-
tion.

C. A recording may be kept permanently:
1. If an investigative agency wants the record
for later court procedures;
2. If there is an internally anticipated future
need such as when there are chronic issues
(e.g. harassment, vandalism).

D. A recording may be kept:
1. Digitally on the hard drive where it remains
until recorded over (a maximum of 18
days);
2. On a CD which will be kept in the school
vault.

E. A recording may be kept:
1. Either until the involved student(s) graduates
or until the criminal investigation is com-
pleted, whichever is later.

POLICY 3205 DISTRICT-PROVIDED ACCESS
TO ELECTRONIC INFORMATION,
SERVICES, AND NETWORKS

General

The District makes Internet access and interconnected
computer systems available to District students and
faculty. The District provides electronic equipment
and networks, including access to the Internet, as part
its instructional program and to promote educational
excellence by facilitating resource sharing, innova-
tion, and communication. The District will provide
training conducive to maximizing effective and ap-
propriate use of these resources.

The District expects all students to take responsibly
for appropriate and lawful use of this access, includ-
ing good behavior on-line. The District may with-
draw student access to its network and to the Internet
when any misuse occurs. District teachers and other
staff will make reasonable efforts to supervise use of
computers, the network and Internet access; however,
student cooperation is vital in exercising and promot-
ing responsible use of this access.

Curriculum

Use of District electronic equipment and networks
will be consistent with the curriculum adopted by the
District, as well as with varied instructional needs,
learning styles, abilities, and developmental levels of
students and will comply with selection criteria for
instructional materials and library materials. Staff
members may use the Internet throughout the curricu-
lum consistent with the District’s educational goals.

Acceptable Uses

Educational Purposes Only. All use of the District’s
electronic network must be: (1) in support of educa-
tion and/or research, and in furtherance of the Dis-
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trict’s stated educational goals; or (2) for a legitimate
school business purpose. Use is a privilege, not a
right. Students and staff members have no expecta-
tion of privacy in any materials that are stored, trans-
mitted, or received via the District’s electronic net-
work or District computers. The District reserves the
right to monitor, inspect, copy, review, and store, at
any time and without prior notice, any and all usage
of computers, systems, networks and Internet access
and any and all information transmitted or received in
connection with such usage.

Unacceptable Uses of Network.

A. Uses that violate the law or encourage others to
violate the law

B. Uses that cause harm to others or damage to
their property
C. Uses that jeopardize the security of computers,

systems, or networks of the District or others

D. Exposing self or others to the potential of
personal harm

E. Uses that are commercial transactions.
Warranties/Indemnification

The District makes no warranties of any kind, express
or implied, in connection with its provision of access
to and use of its computer networks and the Internet
provided under this policy. The District is not re-
sponsible for any information that may be lost, dam-
aged, or unavailable when using the network or for
any information that is retrieved or transmitted via the
Internet. The District will not be responsible for any
unauthorized charges or fees resulting from access to
the Internet. Any user is fully responsible to the
District and will indemnify and hold the District, its
trustees, administrators, teachers, and staff harmless
from any and all loss, costs, claims, or damages re-
sulting from such user’s access to its computer net-
work and the Internet, including, but not limited to,
any fees or charges incurred through purchase of
goods or services by a user. The District expects a
user or, if a user is a minor, a user’s parents or legal
guardian to cooperate with the District in the event of
its initiating an investigation of a user’s use of access
to its computer network and the Internet.

Violations

If a user violates this policy, the District will deny a
student’s access or will withdraw access and may
subject a student to additional disciplinary action. An
administrator or building principal will make all
decisions regarding whether or not a user has violated
this policy and any related rules or regulations and
may deny, revoke, or suspend access at any time, with
that decision being final.

PROCEDURE 3205-P1 DISTRICT-PROVIDED
ACCESS TO ELECTRONIC INFORMATION,
SERVICES AND NETWORKS PROCEDURE

Acceptable use Procedure

Technology is provided for BPS staff and students to
conduct research and to learn and communicate with
others. Communications over the network and files
stored on district equipment should not be considered
private. The communications and files may be treated
like school lockers — administrators and faculty may
review files and messages to maintain system integ-
rity and insure users are acting responsibly. Addition-
ally, the technology department may disable, uninstall
or block traffic at any time with no prior notice to



maintain system integrity.

Violations of the Acceptable Use Policy include, but
are not limited to, the following activities:

Engaging in illegal activities

Sending or displaying pornography, offensive mes-
sages, offensive language or other offensive
media

Use of racist, harassing, insulting or threatening com-
munications

Using district resources for campaigning or promo-
tion of candidates or ballot issues

Wasting technological resources for non-educational
purposes
i.e. - interactive games, p2p file sharing,
downloading games, shareware or freeware,
streaming audio & video, excessive printing

Disclosing personal information outside the network
Posting of images or personal information

Accessing and/or changing files, systems or folders
without authorization

Trespassing in and/or changing other users files,
folders or documents w/o their permission

Using the network for buying, selling, personal profit
or gain

Sharing passwords or logging on as another user
without their permission

Transmitting viruses, Trojan horses, worms or other
destructive files

Posting to bulletin boards, web logs (blogs), chats or
instant messaging (IM), unless specified under
curriculum or as approved by the supervising
teacher or administrator

Engaging in gambling or betting
Plagiarizing and violating copyright laws

Using personal electronic devices unless approved by
a teacher or administrator for educational pur-
poses (i.e. — cell phones, MP3 players, PDAs,
cameras)

Attaching devices to the network without prior ap-
proval from the supervising teacher or adminis-
trator

Attaching personal equipment, such as laptops, to the
district network, installing district software on it
or having district personnel maintain it without
permission from the Director of Technology

Transmitting anonymous communications

Violation of the regulations is unethical and may
constitute a criminal offense. Should a student
commit any violation of the regulations, computer
privileges may be limited or revoked, school disci-
plinary action may be taken and/or appropriate
legal action may be pursued.

POLICY 3210 HARRASMENT,
INTIMIDATION, AND BULLYING

Harassment, Intimidation, and Bullying

The District is committed to providing a safe, produc-
tive and positive learning environment for all students
at all grade levels. A safe and accepting school envi-
ronment is conducive to and necessary for optimal
academic achievement. Like other disruptive behav-
iors, bullying, harassment, intimidation, hazing and
retaliation negatively impact the learning environ-
ment. Harassment, intimidation, bullying, hazing, and
retaliation are behaviors that will not be tolerated at
any grade level. Students and staff are strictly prohib-
ited from taking any action that could be interpreted
as bullying, intimidation, harassment, hazing, or
retaliation for reporting such action.

Definitions
A. “Harassment,” “intimidation” and “bullying”
means any threatening, insulting, or demeaning ges-
ture or physical conduct, including any intentional
written, verbal, or electronic communication or threat
directed against a student or students regardless of the
underlying reason for such conduct that:

1. causes a student physical or mental harm,
damages a student’s property or places a student in
reasonable fear of harm to the student or the student’s
property;

2. is sufficiently severe, pervasive or persistent
as to interfere with or limit a student’s ability to par-
ticipate in or benefit from access to educational op-
portunity or benefit; and/or

3. substantially disrupts the orderly operation
of the school.

B. “Hazing” means an act against a student or coerc-
ing a student into behavior that creates risk of harm to
a person in order for the student to be initiated into or
affiliated with a student activity, team, club or organi-
zation, or for any other purpose.

C. “Retaliation” means an act or communication
intended:

1. as retribution against a person who has
reported an incidence of bullying, harassment, intimi-
dation, hazing or other prohibited discrimination; or

2. to improperly influence the reporting, inves-
tigation, or discipline that results from an incident of
bullying, harassment, intimidation, hazing or other
prohibited discrimination. Retaliation includes, but is
not limited to, any form of intimidation, reprisal,
coercion, discrimination, harassment, or social con-
tact toward a complainant, or any complainant’s or
witnesses’ relatives, friends, or associates. Generally
speaking, retaliation is taking revenge for a perceived
wrong; in this context, it could include intimidation,
teasing, seeking the sympathies of students, sarcasm,
or even disingenuous apologies.

D. “Persistent” may consist of repeated acts against a
single student or isolated acts directed against a stu-
dent or a number of different students.

E. “HIB” means harassing, intimidating, bullying,
hazing and/or retaliatory conduct that is prohibited by
this District policy.

F. “Electronic Communication” is defined in 45-8-
213, MCA, and includes any communication by any
electronic device or other means including but not
limited to text messaging, sexting, email, or use of
social networking.

G. “Sexting” means sending sexually explicit mes-
sages or photographs by way of electronic communi-
cation, such as sending a text message with a sexual
image.

H. “Staff Member” includes but is not limited to
teachers, specialists, coaches, administrators, board
members, volunteers, custodians, and any others
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employed or authorized by the superintendent, school
board, or district.

I. “Designated Investigator” is the principal of the
school, a staff member or independent investigator
appointed by the superintendent, principal, or person
responsible for receiving and investigating reports of
bullying, harassment, or intimidation.

Prohibitions

A. No student or staff member may engage in any
of the following:

1. Bullying, intimidation, harassment, or haz-
ing of a student;

2. Retaliation against a student or staff mem-
ber for reporting an incident of harassment, bullying,
intimidation or hazing, or for participating as a wit-
ness in the investigation of such an incident; or

3. Coercion of another person to commit bully-
ing, harassment, intimidation, hazing or retaliation.

B. Harassment, bullying, intimidation, hazing and/or
retaliation is strictly prohibited:

1. in a classroom or any other location on
school premises, including without limitation prop-
erty used by the school for school purposes but not
owned by the school (e.g., a parking lot);

2. during any school related program, activity,
or function where the school is responsible for the
student, including on a school bus or other school-
related vehicle; or

3. through the use of electronic communication
as defined in 45-8-213, regardless of when or where it
occurs, that disrupts the orderly operation of the
school or any school-related program, activity, or
function where the school is responsible for the stu-
dent.

Consequences

A. Ifastudent or employee is found to have com-
mitted one of the above-prohibited behaviors,
consequences shall follow, up to and including
expulsion or termination from employment.
Such action is meant not only to discipline the
offending student or staff member, but also to
protect the target from future aggression or
retaliation. Consequences shall be implemented
after reporting, investigation, and determination
that a prohibited act has been committed.

B. Depending on the age of the students involved and

severity of the infraction, disciplinary and remedial

actions taken by administration may include and is
not limited to one or more of the following:

1. Parental notification

2. Loss of privilege(s), including participating
in school activities

3. Parent conference

4. Reassignment of seats

5. Reassignment of classes

6. Reassignment to another mode of transpor-
tation

7. Escort of the perpetrator

8. Completion of apology letter and acknowl-
edgement of behavior

9. Referral or appointments with school coun-
selor or other professionals

10. Payment for damaged property

11. Detention

12. Suspension (in-school or out-of-school)

13. Referral to law enforcement

14. Expulsion

Any student disciplined will be afforded due process

in accordance with District policies.

C. Depending on the severity of the offense, discipli-

nary and remedial actions for school staff is subject to

and commensurate with the district’s personnel poli-
cies and collective bargaining agreements and may
include:

1. Verbal warning



2. Written warning

3. Suspension with or without pay
4. Referral to law enforcement

5. Termination of employment

Intervention

A. All staff members shall intervene when wit-

nessing potential HIB. If the staff member witnesses

such behavior or receives a report of unresolved HIB
the staff member will report the matter as provided
for in this policy.

B. Ifitis determined that staff was aware of HIB
and did nothing to intervene, the staff member
will be subject to discipline or other remedial
action.

Reporting

A. Students who feel they have been subjected
to HIB or other students, parents, staff, or other com-
munity members who believe they have witnessed
such treatment of a student may report the incident
either in writing (via Incident Reporting Form) or
verbally. Reports may be made to any employee.
Failure to use the designated form will not cause the
complaint to be dismissed so long as the written
report provides sufficient detail for action by the
school.

B. Any employee who becomes aware of HIB
should attempt to resolve the matter immediately.
When an employee is made aware of unresolved
incidents they shall fill out or assist the student in
filling out an Incident Reporting Form and submit it
to an administrator (unless the administrator is the
subject of the complaint) within two school days of
the incident.

C. If the principal is the subject of the com-
plaint, the report should be submitted to the Executive
Director of Human Resources, the Executive Director
of School Leadership Support, or the Superintendent.

D. Anonymous reports containing adequate
detail to investigate will be investigated.

E. Incident Reporting Forms are available on
the District website, included in the student hand-
book, and available in each school’s main office.

Investigatory Process

A. All investigations should be initiated
promptly, but no later than two school days after the
Incident Report has been completed and filed with the
school administration.

B. The designated investigator will determine
whether HIB has occurred by interviewing the ag-
gressor(s), the target(s), the reporter, and known
bystanders and other witnesses. Previous incident
reports involving the same students should also be
taken into consideration.

C. Any interviewees should be informed that
information given will be kept as confidential as
possible in accordance with student due process
rights, but that disclosure may be necessary.

D. The investigation should be performed and
concluded within five school days of receipt of a
report. Upon conclusion, if it is found that HIB has
occurred parents of the target(s) and the aggressor(s)
shall be notified immediately by a school administra-
tor.

E. The school administration will determine
whether another entity has jurisdiction over the inci-
dent. If instances of HIB rise to the level of a possible
criminal offense, a school administrator shall immedi-
ately notify law enforcement.

F. The school administrator shall determine
and implement appropriate consequences, which may
include discipline and/or remedial action for the ag-
gressor and the target. The aggressor will be informed

that retaliation is strictly prohibited and will be met
with similar or additional consequences.

G. The school administration shall take all
necessary steps to protect the target from further HIB
incidents. This can include but is not limited to
changing the aggressor’s seat, transportation route, or
classes and identifying a staff member to act as a
supervisor for the aggressor. If an escort is appropri-
ate, the aggressor — not the target — should be es-
corted.

H. A school administrator will follow up with
the target of any HIB to ensure that the negative
behavior has stopped and not repeated.

1. A written record will be kept of each re-
ported incident, including the written report, investi-
gatory steps and information, conclusive findings,
referral to other entities (e.g. law enforcement), and
disciplinary and/or remedial action taken.

Notification and Training

A. This policy and any related procedures will
be included in student handbooks for all grade levels
and prominently posted on the District’s webpage.

B. Reporting form(s) will be readily available
to staff members, students, and parents, including on-
line on the District’s website.

C. Staff and students will be educated on the
policy and procedures, including: recognizing inap-
propriate behaviors; using appropriate intervention
and remediation; and possible consequences and
discipline.

POLICY 3220 EQUAL EDUCATIONAL
OPPORTUNITY

Equal Educational Opportunity

The District recognizes and celebrates Montana’s
Constitutional guarantee of equal educational oppor-
tunity to each person in this state. To that end, the
District will make equal educational opportunities
available for all students of the District without regard
to race, color, national origin, ancestry, sex, ethnicity,
language barrier, religious belief, political belief,
physical or mental handicap or disability, economic
or social condition, age, or actual or potential marital
or parental status. This policy applies to all areas of
education including academics, coursework, co-
curricular and extracurricular activities, and other
rights or privileges of enrollment. In addition, the
District will not tolerate harassment, intimidation,
bullying, or hazing as set forth in Policy 3210. If such
conduct is based on or motivated by race, color, na-
tional origin, sex, age, political beliefs, religion,
creed, physical or mental handicap or disability, or
marital status, the District will consider such behavior
as constituting discrimination in violation of state and
federal law. Any student or responsible adult with
questions about this policy is encouraged to address
the question first to the student’s building administra-
tor. The student or responsible adult may also address
questions concerning this policy to the Superinten-
dent or to the District’s nondiscrimination coordinator
(Executive Director of Human Resources). Any indi-
vidual may file a complaint alleging violation of this
policy by following the procedure outlined in Policy
3230, Policy 1700, or the use Form 3210-F1. Pursu-
ant to federal law, the District will notify annually all
students, the responsible adult, and staff of this policy
and the name and location of the designated District
coordinator to receive inquiries. The annual notifica-
tion will also be included in all student handbooks.

POLICY 3230 NON-DISCRIMINATION
AND ANTI-HARASSMENT

Non-Discrimination and Anti-Harassment
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The District will not tolerate harassment, intimida-
tion, bullying, hazing, or retaliation as defined in
Policy 3210, or adverse conduct that is reasonably
perceived as being motivated by any actual or per-
ceived attribute such as race, color, ancestry, national
origin, language barrier, religious beliefs, political
ideas, age, sex, marital status, or disability. Such
conduct by students, employees, trustees, volunteers,
and third-parties (who are on school grounds or in-
volved in school-related activities) is discriminatory
and prohibited. One example of prohibited discrimi-
nation is “sexual harassment”. Sexual harassment
occurs whenever an individual makes unwelcome
advances, requests sexual favors, or engages in other
verbal, non-verbal, or physical conduct of a sexual or
sex-based nature, imposed on the basis of sex, that:
1. Is so severe or pervasive that it denies or limits

the provision of educational, benefits, services,
or treatment; or

2.  Has the purpose or effect of:

a. Substantially interfering with a stu-
dent’s educational environment;

b. Creating an intimidating, hostile, or
offensive educational environment;

c. Depriving a student of educational aid,
benefits, services, or treatment; or

d. Making submission to or rejection of
such conduct the basis for academic decisions affect-
ing the student or making such conduct a condition of
a student’s ability to participate in the student’s edu-
cation.
Examples of sexual harassment include, but are not
limited to, touching, crude jokes or pictures, discus-
sions of sexual experiences, teasing related to sexual
characteristics, and spreading rumors related to a
person’s alleged sexual activities. Sexual harassment
also includes sexual violence: physical sexual acts
perpetrated against a person’s will or where a person
is incapable of giving consent due to the use of drugs
or alcohol or due to mental handicap or disability.

Harassment motivated by any protected-class status

is considered discrimination if it:

1. Is so severe or pervasive that it denies or limits
the provision of educational, benefits, services,
or treatment; and/or

2. Has the purpose or effect of:

a. Substantially interfering with a stu-
dent’s educational environment;

b. Creating an intimidating, hostile, or
offensive educational environment;

c. Depriving a student of educational aid,
benefits, services, or treatment; or

d. Making submission to or rejection of
such conduct the basis for academic decisions affect-
ing the student or making such conduct a condition of

a student’s ability to participate in the student’s edu-

cation.

Designation of “Title IX
(Non-discrimination) Coordinators”

The District has designated employees in each school
to serve as a “Title IX Coordinator”, also known as
“Non-discrimination Coordinator”, who is trained to
understand and apply the procedures and policies for
addressing sexual harassment, sexual violence, and
discrimination. In addition, the Executive Director of
Human Resources in Lincoln Center also serves in
this role. These coordinators are not limited to ad-
dressing gender-based discrimination but can address
all issues pertaining to harassment, intimidation,
bullying, hazing, discrimination, and retaliation.

Procedure for Reporting Harassment,
Discrimination, or Retaliation:
Students who believe they are being or have been
subjected to protected class-based harassment, dis-
crimination, or retaliation or who have witnessed such
conduct may report the conduct either:




1. On Form 3210-F1;
In accordance with the Uniform Complaint
Procedure, Policy 1700;
3. Verbally to an administrator, teacher, counselor,
or Title IX coordinator;
4. In accordance with Title IX, IDEA, Section
504, or ADA grievance procedures; or
5. Verbally to any employee.
Any adult school employee, adult volunteer, district
contractor, or agent who witnesses, overhears, or
receives a report, formal or informal, written or oral,
of harassment, intimidation, or bullying, hazing,
discrimination, or retaliation shall report it in accor-
dance with this policy and/or any procedures devel-
oped under this policy.

Employee Responsibilities

Each administrator is responsible for maintaining an

educational environment free from discrimination.

The administrators shall take appropriate actions to

ensure the School District’s equal opportunity and

non-discrimination policies and procedures are en-
forced. These actions include, at a minimum:

1. Providing notification of the District’s grievance
or reporting procedures in the student and staff
handbooks (See incident reporting form, Policy
3210);

2. Providing notification of the rights and respon-
sibilities of students and staff regarding harass-
ment, intimidation, bullying, hazing, discrimina-
tion, and retaliation;

3.  Providing new employees of the District a copy
of these policies;

4. Taking prompt action to report and investigate
complaints of harassment, intimidation, bully-
ing, discrimination, and retaliation; and

5. Instructing employees and students regarding the

procedures for reporting harassment, intimidation,

bullying, discrimination, and retaliation.

All school employees shall intervene when
witnessing behavior which could be considered bully-
ing, harassment, intimidation, hazing, discrimination,
or retaliation. If the employee witnesses such behav-
ior or receives a report of such behavior, the em-
ployee shall report the behavior to an administrator or
Title IX coordinator and/or on Form 3210-F1. If it is
determined that an employee was aware of bullying,
intimidation, harassment, discrimination, or retalia-
tion and did nothing to intervene or report, the em-
ployee will be subject to discipline.

Investigation Process
All investigations should be initiated promptly,

but no later than two (2) school days after the
Incident Report has been completed and filed
with the school administration.

B. The designated investigator will determine
whether bullying, harassment, intimidation or
hazing, discrimination, or retaliation has oc-
curred by interviewing the aggressor(s), the
target(s), the reporter, and known bystanders
and other witnesses. Previous incident reports
involving the same individuals should also be
taken into consideration.

C. Any interviewees should be informed that infor-
mation given will be kept as confidential as
possible in accordance with student due process
rights, but that disclosure may be necessary and
required in proceedings flowing from the inci-
dent.
The investigation should be performed and
concluded within five (5) school days of initia-
tion of the investigation. Upon conclusion, if it
is found that bullying, harassment, intimidation,
hazing, or retaliation has occurred, the responsi-
ble adult of the target(s) and the aggressor(s)
shall be notified immediately by a school ad-
ministrator.

A.

E. The school administration will determine
whether another entity has jurisdiction over the
incident. If instances of bullying, harassment,
intimidation, hazing, discrimination, or retalia-
tion rise to the level of a possible criminal of-
fense, a school administrator shall immediately
notify the police.

F.  The school principal, in conjunction with the
counselor or other appropriate staff, shall deter-
mine and implement appropriate consequences,
which may include discipline and/or remedial
action for the aggressor and the target. The
aggressor will be informed that retaliation is
strictly prohibited and will be met with addi-
tional consequences.

The school administration shall take all neces-
sary steps to protect the target from further
bullying, harassment, intimidation, hazing,
discrimination, and retaliation incidents. This
can include but is not limited to changing the
aggressor’s seat, transportation route, or classes
and identifying a staff member to act as a super-
visor for the aggressor. If an escort is appropri-
ate, the aggressor — not the target — shall be
escorted. However, the School District may
provide an escort for the targeted student, if
requested by that student.

The principal or other designated school admin-

istrator will follow up with the target of any

bullying, harassment, intimidation, hazing,
discrimination, or retaliation to ensure that the
negative behavior has stopped.

1. A written record will be kept of each reported
incident, including the written report, investiga-
tory steps and information, conclusions and
findings, referral to other entities (e.g. law en-
forcement), and disciplinary and/or remedial
action taken.

Consequences for Discrimination

If a student or staff member is found to have
committed one of the above-prohibited behav-
iors, consequences may follow, up to and in-
cluding expulsion or termination from employ-
ment. Such action is meant not only to disci-
pline the offending student or staff member, but
also to protect the target from future aggression
or retaliation. Consequences may be imple-
mented after reporting, investigation, and deter-
mination that a prohibited act has been commit-
ted.

B.  Depending on the age of the students involved
and severity of the infraction, disciplinary and
remedial actions for student perpetrators may
include:

1. Notification given to the responsible adult;

2. Loss of privilege(s), including participation in
school activities;

3.  Conference with the responsible adult;

4.  Reassignment of seats;

5. Reassignment of classes;

6.  Reassignment to another mode of transporta-
tion;

7.  Escort of the perpetrator;

8. Completion of apology letter and acknowledge-

ment of behavior;
9.  Referral or appointments with school counselor
or other professionals;

10. Payment for damaged property;

11. Detention;

12.  Suspension (in-school or out-of-school);
13. Referral to law enforcement; and

14.  Expulsion.

Any student disciplined will be afforded due proc-
ess in accordance with District policies.
C. Depending on the severity of the offense, discipli-
nary and remedial actions for school staff is subject to
and commensurate with the district’s personnel
policies and may include:
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1 Verbal warning;

2. Written warning;

3. Training, at the employee’s expense;

4. 4. Suspension with or without pay;

5 Referral to law enforcement; and

6. Termination of employment.

D. The District may also provide additional training
to students and staff following a report and investiga-
tion. The District may also provide information and
resources to the victim of available academic, coun-
seling, medical, and other services.

Retaliation, Reprisal, and Fabrication

The District prohibits retaliation and reprisal against
any person who reports an act of harassment, intimi-
dation, bullying, hazing or discrimination or who
participates as a witness in an investigation or disci-
plinary hearing arising out of such reports. Students
or employees who retaliate will be disciplined, with
the possible consequences including expulsion or
termination. Individuals who intentionally fabricate
allegations of harassment, intimidation, bullying,
hazing, or discrimination shall be subject to discipli-
nary action, up to and including expulsion or termina-
tion.

Notification and Training
The District policy, procedures and rules will be
included in student handbooks for all grade
levels and prominently posted on the District’s
webpage.
B. Reporting form(s) will be readily available to
staff members, students, and the responsible
adult, including on-line on the District’s web-
site.
Staff and students will be educated on the pol-
icy, procedures, and rules, including: recogniz-
ing inappropriate behaviors; using appropriate
intervention and remediation; and possible
consequences and discipline.

POLICY 3235 STUDENT DRUG AND
CHEMICAL USE AND ABUSE
(Please see complete policy on Billings
Public Schools website and refer to
Athletic Code of Conduct)

POLICY 3240 TOBACCO FREE SCHOOLS

Tobacco Free Schools
As it is a medical fact that the use of tobacco and
related substances is a major health hazard, the Board
of Trustees of School District No. 2 hereby institutes
a "tobacco free" policy in all schools, school func-
tions, and school activities. Use of tobacco by minors
is also against the law. It is the belief of the Board
that staff modeling is critical to the educational proc-
ess and that this policy supports our instructional
expectations and curriculum. Since it is also a medi-
cal fact that passive smoke consumption can be as life
-threatening as active smoke consumption, the Board
of Trustees hereby directs that all buildings utilized
by School District No. 2 shall be "tobacco free," in
order to insure that all students, staff, and public alike
within school buildings shall be free and protected
from passive smoke exposure. Students who use
tobacco on school premises, at school functions, or
during school activities are subject to discipline.

POLICY 3250 GUN FREE SCHOOLS

Gun-Free Schools
In accordance with the provisions of the Gun-Free
Schools Act, 20 USC 3351, any student who brings a
firearm onto school premises or at a school-related
function or activity, except as provided below, shall
be suspended or expelled for a period of not less than
one calendar year unless modified by the Superinten-
dent on the basis of facts determined through the



hearing process, as set forth in the District discipline
policies below. In accordance with the provisions of
the Gun-Free School Zones Act, 18 USC 922(q),
students and other authorized persons may bring
unloaded firearms onto school property for use in
instructional activities that have prior written permis-
sion of the District Superintendent. At the conclusion
of the activity, the firearms must be immediately
removed from school property. No student shall pos-
sess any firearm, without authorization, on school
premises, on the way to and from school or school
activities, or during intermission or recess, or any
school function or activity. Violation of this provision
shall result in discipline up to and including expul-
sion. All students charged with violation of this pro-
cedure shall have the right to a hearing. The term
"firearm" shall be defined as provided in 18 USC 921.
This term shall include any weapon which is de-
signed, or may be readily converted, to expel a pro-
jectile by the action of an explosive, the frame or
receiver of any such weapon, a muffler or silencer for
such a weapon, or any explosive, incendiary or poison
gas, or which can reasonably be considered, or looks
like, a firearm. The Superintendent shall develop a
process to notify the criminal justice or juvenile delin-
quency system of any student who brings a firearm to
school. The District will refer to law enforcement for
immediate prosecution any person who possesses,
carries, or stores a weapon in a school building or on
school premises. In addition, the District will refer for
possible prosecution a responsible adult of any minor
violating this policy on grounds of allowing a minor
to possess, carry, or store a weapon in a school. The
District shall keep a record of all students disciplined
under this policy and the circumstances surrounding
their discipline, including the number of students
expelled and the types of weapons involved. This
information shall be provided to local law enforce-
ment authorities and other governmental agencies as
required by law. This policy in no instance applies to
law enforcement officers and other officials provided
for in law. The Superintendent may grant persons and
entities advance permission to possess, carry, or store
a weapon in a school building

POLICY 3255 BOMB THREATS AND
THREATS OF HAZARDOUS SUBSTANCES

Bomb Threats and Threats of Hazardous Substances
The Board will expel any student who makes a bomb
threat, even if only a hoax or intended to be a hoax,
for a definite period of time of at least one (1) calen-
dar year. However, the Superintendent may modify
the requirement for expulsion of a student on a case-
by case basis. The Board will expel any student who
makes a threat of a hazardous substance, even if only
a hoax or intended to be a hoax, for a definite period
of time of at least one (1) calendar year. However, the
Superintendent may modify the requirement for ex-
pulsion of a student on a case by-case basis.

POLICY 3300 STUDENT DISCIPLINE:
CONSEQUENCES FOR VIOLATIONS OF
STUDENT CODE OF CONDUCT

The Board grants authority to a teacher or principal to
hold a student to strict accountability for conduct:
1.  Inschool;
2. On, or within sight of, school grounds before,
during, or after school hours;
3.  Ataschool function or activity;
4. On the way to or from school, school functions
or activities;
5.  During intermission or recess;
6. Out of school conduct as defined below; or
7. At school functions and activities.
The Board grants authority to a building ad-
ministrator to impose on students under their charge
any disciplinary measure, other than expulsion or

corporal punishment, that is appropriate and in accor-
dance with policies, procedures, rules, and handbooks
on student discipline. The Board authorizes teachers/
adult supervisors of students to implement their class-
room disciplinary interventions or remove students
from classrooms with a referral to the building admin-
istrator for disruptive behavior.

Out-of-school conduct which is recognized to be
within the jurisdiction of the school includes acts
which:

1.  Tend to demoralize other students in the school;

2. Are detrimental to the overall good order and
best interests of the school;
3. Produce a negative effect on the discipline,

function, or general welfare of the school,;

4.  Adversely impact the physical or emotional
safety and/or the care for and wellbeing of the
school's students, staff, or property; or

5.  Anywhere conduct may reasonably be consid-
ered to be a threat or an attempted intimidation
of a student or staff member or an interference
with school purposes or any educational func-
tion.

Disciplinary Measures

This District may assign consequences to any student

for disobedience or misconduct. For the purpose of

this Policy, “disobedience or misconduct" means a

student's failure to obey or a student's improper be-

havior, including without limitation violation of
school policies, procedures, rules and handbooks,
laws and regulations, applicable to schools, and any
behavior damaging to the school environment. Disci-
plinary measures include, but are not limited to:

1. Expulsion;

Suspension;

Detention, including Saturdays;

School community service;

Loss of student privileges;

Loss of bus privileges;

Notification to juvenile authorities and/or po-

lice; and

8.  Restitution for damages to school property.

Nk wN

No District employee or person engaged by the Dis-
trict may inflict or cause to be inflicted corporal pun-
ishment on a student. Corporal punishment does not
include reasonable force that District personnel are
permitted to use as needed to maintain safety for
other students, school personnel, or other persons, or
for the purpose of self-defense, or as otherwise al-
lowed by law.

POLICY 3350 STUDENT DISCIPLINE:
DUE PROCESS

The District will maintain a system of legally-sound
procedures for administering student discipline so that
due process of law is provided. The type of proce-
dural protections given will depend upon the severity
of the infractions(s) and the severity of the penalty
being sought.

PROCEDURE 3350-P1 DETENTION

For minor infractions of school rules or regulations,
or for minor misconduct, staff may detain students
after school hours for not more than 60 minutes on
one or more days. Students may be required to attend
Saturday detention for up to four hours. Preceding the
assessment of such consequences, the staff member
shall inform the student of the nature of the offense
charged and/or the specific conduct which allegedly
constitutes the violation. The student shall be afforded
an opportunity to explain or justify the student’s
actions to the staff members. After-school detention
shall not begin until the responsible adult has been
notified (except in the case of the adult student) for
the purpose of informing the responsible adult to
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make arrangements for the necessary transportation of
the student when the student has been detained after
school hours for corrective action or punishment.
Students detained for corrective action or punishment
shall be under the direct supervision of the staff mem-
ber or another member of the professional staff.

PROCEDURE 3350-P2 SUSPENSION
AND EXPULSION

The District recognizes and honors students’ constitu-
tional right to educational opportunity. However, as
provided for in Montana law, the District will exer-
cise its right to suspend or expel a student when nec-
essary. The District expects all students to know and
follow the District’s policies, procedures, rules, and
handbooks. The District considers a student’s failure
or refusal to comply with District policies, proce-
dures, rules, and handbooks cause for discipline,
including suspension or expulsion. Students with
disabilities will be suspended or expelled pursuant to
the provisions of the Individuals with Disabilities
Education Act (IDEA), Section 504, and correspond-
ing Montana law. See Policies 3360 P-3 and P-4.

A. Definitions and Rudimentary Procedures

1. Suspension “Suspension” means the exclusion of a
student from attending individual classes, school,
school functions or activities and participating in
school activities for an initial period not to exceed ten
(10) consecutive school days per incident. Following
an alleged infraction, a school administrator shall give
the student oral or written notice of the alleged mis-
conduct. If the student denies the allegations, the
administrator shall explain the evidence of the mis-
conduct to the student. The student shall then be
given an opportunity to present the student's position.

The administrator shall make every reasonable at-
tempt to contact the responsible adult as soon as
possible, by phone, email, or letter. If requested by
the responsible adult, a meeting with the responsible
adult shall be scheduled at the earliest convenience. K
-8 students will not be sent home during the school
day, but may be suspended effective at the end of the
school day unless a responsible adult has been noti-
fied and will transport the student to home or other
safe place. The student may not participate in school
sponsored activities during the term of suspension or
alternative placement.

An administrator may hold an informal hearing with
the student and responsible adult on or before day ten
(10) to determine if the student’s immediate return to
school would be detrimental to the health, welfare, or
safety of others or would be disruptive of the educa-
tional process. A student may be suspended for an
additional period of time not to exceed a total suspen-
sion of twenty (20) consecutive school days. Only an
administrator may order the suspension of a student.

2. Expulsion “Expulsion” is any removal of a student
for more than twenty (20) school days without the
provision of educational services. Only the Board of
Trustees may expel a student.

B. Due Process Hearing

There are two (2) distinct situations that may lead to a

due process hearing:

1. Aseries of problems with documented efforts
by the school to solve these problems; and

2. Asituation where there is a single severe viola-
tion of the policies, procedures, rules, or hand-
books.

The hearing can result in four (4) possible actions

being taken by the hearing officer:



1. Reinstatement of the student at the conclusion
of the current disciplinary action;

2. A suspension, not to exceed twenty (20) days,
from date of initial suspension;

3. Alternative placement, which could extend up
to one school year. If the violation occurs in the
second semester of the school year, the discipli-
nary action may extend through the first semes-
ter of the following school year; and

4. A recommendation of the hearing officer,
through the Superintendent, to the Board of
Trustees, that the student be expelled from the
Billings Public Schools.

Correspondence and the record of the due process

hearing and outcome will become a part of the stu-

dent’s permanent record as provided by law.

Building Administrator:
If a due process hearing is warranted, the administra-
tor who made the decision to hold a due process
hearing will send a notice to the responsible adult
(hand-delivered or certified return mail) or if the
student is over age 18, by hand-delivery. This notice
must be postmarked or hand-delivered with receipt,
not later than two (2) school days following the day
the administrative decision to pursue due process
hearing was made. This notice shall contain:

1. Name of hearing officer (different person from
the one deciding to invoke process, and only
licensed administrators contracted by the Dis-
trict may act as hearing officers);

2. A description of possible disciplinary action;

3. A description of the alleged misconduct and
standards of student conduct allegedly violated;

4.  Notice that all educational records will be re-
viewed;

5. A statement of time and place of the hearing,
with not less than two (2) days between notice
and the actual hearing to permit preparation of
defense;

6. A statement of procedural rights accorded the
student including the right to be represented by
an attorney, the right to question witnesses, and
the right to present witnesses and evidence, the
right to an impartial hearing officer, the right to
have a personal copy of the official record at the
student’s own expense, and the right to reason-
able access to the student's records and relevant
non-privileged evidence which may be used at
the hearing. However, in the event of sexual
abuse or severe harassment, the District may
protect the victim and limit any right to face-to-
face cross-examination;

7. The student or responsible adult must give
written notice to the building administrator at
least 48 hours before the date of the hearing if
the student will have an attorney present;

8.  The administrator must contact the appropriate
executive director or Superintendent to request
legal counsel if the student is represented by an
attorney; the building administrator must also
notify the hearing officer that attorneys will be
present. If the hearing officer requests legal
counsel, one will be secured through the appro-
priate executive director or the Superintendent;

9. A statement that nonappearance of the student

or the student’s representative shall entitle the

hearing officer to conduct the hearing in the
student’s absence;

A copy of this Policy and any related policies,

procedures, rules, and handbooks; and

11. A statement that any reasonable accommoda-

tions, such as an interpreter, will be provided as

requested,;

The hearing may be waived and the proposed

disciplinary action imposed if the student and

responsible adult furnish the hearing officer a

signed statement to that effect;

10.

12.

13.
14.

A statement that the hearing shall be recorded.
The hearing shall be closed to the public unless
the student requests in writing an open hearing
prior to its commencement.

The hearing shall be scheduled within five (5) school
days after the hearing notice has been sent. If the
student requests a postponement of the hearing the
student is to remain out of school pending a decision
by the hearing officer. The postponement may be
granted only if the student and the student’s represen-
tative agree that the student shall remain out of school
pending a decision by the hearing officer, waiving the
statutory and constitutional right of reinstatement
after twenty (20) days.

The student has a right to an impartial hearing officer.
Upon written objection of the student made at least
two (2) days before the hearing, stating the reason for
the objection, another hearing officer may be desig-
nated. If the first assigned hearing officer conducts
the hearing, that officer must address the objection
and make a finding of impartiality. The student has
the right to question all witnesses and challenge all
evidence (except the victim of sexual abuse or severe
sexual harassment). The student may submit evi-
dence, present witnesses and testify in the student’s
own defense. Freedom from self-incrimination is not
applicable in school disciplinary proceedings. While a
student will not be compelled to testify, the refusal to
do so may be used to support a finding that the stu-
dent did engage in the charged conduct.

Hearing Officer:

The hearing officer is not required to conform to the
formal rules of evidence. The student is presumed
innocent until evidence proves otherwise. The hearing
officer has two (2) school days to make the findings
and decision. The student’s initial disciplinary action
will remain in effect until notified by the hearing
officer of the due process decision.
The student and responsible adult shall be notified of
the result of the hearing in writing, by hand-delivery,
or by certified return mail, posted within two (2)
school days after the hearing. The letter from the
hearing officer must:
1.  Be on district or school letterhead;
2. Indicate date of hearing;
3. Name the student;
4 Explain behavior that made due process hearing

necessary;
5. State the beginning and ending date of discipli-
nary action, if any, and restrictions on student's
presence on school premises and at school ac-
tivities;
Identify an alternative placement;
Inform as to appeal procedure; and
Be signed by the hearing officer.

®a

Superintendent Review:
The Superintendent or the Superintendent’s designee
shall review the Hearing Officer’s final report. If the
Superintendent is satisfied that Board Policy, includ-
ing the right to substantive and procedural due proc-
ess, was followed by the building administrator and
Hearing Officer, then the Superintendent shall affirm
the Hearing Officer’s report. If the Superintendent is
not satisfied that Board Policy was followed, then the
Superintendent shall remand the matter to the build-
ing administrator and/or hearing officer for further
action. The Superintendent shall give written notice to
the building administrator, hearing officer, student,
and responsible adult within five (5) school days of
receipt of the hearing officers’ final report, unless the
student has sent the Superintendent a written appeal,
in which case the time to review is extended an addi-
tional two (2) days.

Appeal:
The student or responsible adult may appeal the issue

of whether substantive and procedural due process
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was provided by writing to the Superintendent within
three (3) days of receipt of the hearing officer’s deci-
sion. The Superintendent may designate a review by
an impartial individual for a recommendation con-
cerning the appeal.

C. Board Hearing

If the hearing officer believes, after a due process
hearing, that the Board should consider an expulsion,
the hearing officer shall forward the record of the
hearing, along with a written recommendation of
expulsion, to the Superintendent. The hearing offi-
cer's recommendation shall contain the following:

1. Date due process hearing occurred;

2.  Reasons for expulsion recommendation; and
3.  Hearing officer's signature.

_Superintendent:
The Superintendent shall provide the record from the

due process hearing and the recommendation for

expulsion to the Board if the Superintendent concurs

in the recommendation. The record and recommenda-
tion provided to the Board shall include:

1. All documents, including exhibits, statements,
notices, letters, and other written communica-
tions between the School District and the stu-
dent, concerning the alleged misconduct and the
hearing;

2. A detailed description of the due process hear-
ing including date, location, persons present and
role of each person present;

3. Areasonably detailed summary of the testi-
mony and evidence of the hearing by the hear-
ing officer;

4.  Areasonably detailed statement of the hearing
officer's assessment of the evidence and testi-
mony;

5. A proposed statement of the facts, including all
facts necessary to determine that expulsion is
proper; and

6. A statement of why the hearing officer believes
the conduct may warrant expulsion, and the date
and location of the hearing.

The Superintendent shall send notice of the expulsion
hearing to the student and responsible adult at least
five (5) school days before the date scheduled for the
hearing. In addition to that date, the notice of the
hearing shall include:

1. A definition of expulsion;

2.  The date, time and place of the hearing;

3.  Information describing the process to be used
to conduct the hearing;

4.  Notice that the student or responsible adult
must give notice at least two (2) school days
before the hearing that they will have an attor-
ney present at the hearing;

5. Information that the student, or the student’s
responsible adult or attorney may make arrange-
ments with the Superintendent to review the due
process hearing record; and

6.  The Board's decision to conduct the hearing in
closed session unless the responsible adult or
emancipated student waives the right to hold the
hearing in executive session. Such waiver re-
quests must be made to the School Board, in
writing, at least two (2) school days before the
hearing. The Board's decision as to whether to
hold the hearing in executive session will be
made in accordance with state law.

An expulsion hearing may be rescheduled by the
student or responsible adult by submitting a written
request showing good cause to the Superintendent or
the Superintendent’s designee at least two (2) school
days prior to the date of the hearing as originally
scheduled. A student’s request to reschedule consti-
tutes a waiver of any statutory or constitutional right



to be reinstated within twenty (20) days of the first
day of suspension. The Superintendent or the Super-
intendent’s designee shall determine if the request
shows good cause.

Board of Trustees:

The Board shall consider expulsion in a de novo

hearing. The expulsion hearing is not an appeal of the

due process hearing officer’s decision, and the

Board's determination on the question of expulsion

shall not affect any disciplinary action already im-

posed. The de novo board hearing on expulsion

should be scheduled so that it may be resolved within
twenty days of initial suspension, unless the student
or responsible adult has waived that deadline.

The expulsion hearing will be conducted by the Board

in accordance with Montana law. Formal rules of

evidence are not binding upon the Board's conduct of
the hearing. Before the expulsion hearing the student
will be entitled to:

1. Access to any and all evidence which may be
presented, as well as access to the student's own
records; and

2.  Representation by the responsible adult, or
someone else designated in writing by the re-
sponsible adult.

During the expulsion hearing, the student shall be

entitled to:

1. The opportunity to comment on any evidence
discovered after the due process hearing;

2. Not be compelled to testify, although the re-
fusal to do so may be used to support a finding
that the student did engage in the charged con-
duct;

3.  The opportunity to comment on any alleged
violation of due process;

4.  Representation by the responsible adult, or
someone else designated in writing by the re-
sponsible adult.

5.  The opportunity to present evidence or testi-
mony of any witness on the student’s behalf.

6.  The opportunity to cross-examine witnesses,
except the victim of sexual abuse or severe
sexual harassment.

At the expulsion hearing, the record of the due proc-

ess hearing shall be entered into evidence. The Board

will announce its decision and shall cause notice of
the decision to be sent by certified mail (return receipt
requested) or by hand-delivery with receipt, to the
student and responsible adult.

After the lapse of one year, the student so expelled

may apply for reentry to the school by making written

application to the Board through the Superintendent.

The application for readmission shall contain facts

and evidence indicating resolution of the problem that

caused the expulsion. Any supporting statements
from persons other than the responsible adult or stu-
dent should be included with the application.

The Board shall consider each application individu-

ally and make an independent determination of

whether or not the request will be granted. The Board
may order a hearing to be held on any application for
readmission to school. The hearing shall follow pro-
cedures the same as those of the expulsion hearing,
except the student shall have the burden of establish-
ing the resolution of the student's particular difficul-
ties. Readmission may occur only at the beginning of

a grading period.

POLICY 3416 ADMINISTERING
MEDICINES TO STUDENTS

It is most desirable for medication to be administered
at home. However, when a student is required to take
medication during the regular school day, the follow-
ing applies:
1. The initial dose of medication must be adminis-
tered at home in order to avoid adverse reactions from
occurring at school.

2. School personnel reserve the right to review and
deny all requests for medication being taken during
school hours.

3. With written permission from parent or guardian,
a student may self-administer medications in accor-
dance with district procedure. Prescription drugs
require current written instructions from a medical
practitioner.

4. If a student is not able to self-administer medica-
tion, medication will be administered pursuant to the
written authorization of a physician or dentist order as
well as written permission from parent or guardian, in
accordance with district procedure. A nurse will
administer medication to those students.

Administration of Glucagon
If a parent requests and the Superintendent approves,
a school employee may volunteer to administer gluca-
gon pursuant to Section 20-5-412, MCA, and pursu-
ant to procedures developed by the Superintendent.

PROCEDURE 3416- P1 ADMINISTERING
MEDICINES TO STUDENTS

Procedures for Self-Administration and Administra-
tion of Medications

1. For all students, the initial dose must be adminis-
tered at home to avoid adverse reactions
from occurring at school.

2. School personnel reserve the right to review and
deny requests for medication being taken
during school hours.

3. All medication (except those approved for keeping
by students) must be stored in designated
area that is to remain locked when not in
use.

Self-Administered Medications: Elementary Students

1. School personnel may not accept or supervise the
taking of medication unless it is accompa-
nied by a "Consent for Student Self-
Administration of Medication" form, signed
by the parent/legal guardian.

2. Students taking medication (over the counter or
prescribed by physician) must present the
medication in its original container to the
principal or designee.

3. The student will self-administer the medication
with supervision. Some assistance may be
given to the student with verbal suggestions,
prompting, reminding, gesturing, opening
the lid, guiding the hand, removing the
medication from the container, and holding
fluids to assist in swallowing of oral medica-
tions.

4. Students must take all medication in the presence
of designated school personnel. (Exception:
with consent form and original container,
student may carry inhaler or epipen with
them).

5. School staff is responsible for informing the nurse
in writing of any parent requesting a child to
take medication at school.

Self-Administered Medications:
Middle School Students

1. Middle school students will follow elementary
procedures when taking prescription medica-
tion.

2. Middle school students may keep in their posses-
sion a small quantity of nonprescription
medication in original container and self-
administer in accordance with parent in-
struction.

Self-Administered Medications:
High School Students
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High school students are responsible for taking their
own medication. High school students are allowed to
carry only a small amount of necessary medication in
properly labeled containers.

Procedures for Students with Special Needs

Special considerations must be given to any student
who is unable to take medication on their own.

Since each child's needs vary greatly, an appropriate
procedure for the dispensing of medication at school
will be developed.

The nurse will be responsible for administering medi-
cation or delegating the administration of medica-
tions.

Some special needs students may be able to assume
responsibility for taking their own medications with
supervision by following the procedures outlined in
Self-Administration of Medication for Elementary
Students.

Some special needs students may require the nurse to
administer medications.

1. The school must be provided with signed
written permission from the parent/
guardian of the student requesting the
nurse assist the student in taking the medi-
cation prescribed by the physician.

2. The medication must be in the original con-
tainer, labeled accordingly (child's name,
name of medication, dosage, route, time of
day to be taken, duration of time to be
taken, and physician name).

3. A signed physician order is required for all
medication to be administered. This order
must be current (renewed at the beginning
of the school year and for any change in
medication orders).

4. All medication must be stored in designated
area that is to remain locked when not in
use.

5. The nurse will complete the medication re-
cording form to be retained as part of the
health file.

The nurse will make certain of the child's identity
before administering medication.

POLICY 3431 EMERGENCY TREATMENT

The Board recognizes that schools are responsible for
providing first aid or emergency treatment to a stu-
dent in case of sudden illness or injury; however,
further medical attention is the responsibility of a
parent or guardian.

The District requires that every parent or guardian
provide a telephone number where a parent or desig-
nee of a parent may be reached in case of an emer-

gency.

When a student is injured, staff will provide immedi-
ate care and attention until relieved by a superior, a
nurse, or a doctor. The District will employ its nor-
mal procedures to address medical emergencies with-
out regard to the existence of medical directives to
health care professionals as such directives do not
govern school-based personnel. A principal or desig-
nated staff member will call a parent or parental des-
ignee immediately so that the parent may arrange for
care or treatment of an injured student.

When a student develops symptoms of illness while
at school, a responsible school official will do the



following:

isolate the student immediately from other children to
a room or area segregated for that purpose;

inform a parent or guardian as soon as possible about
the illness and request a parent or guardian to
pick up the child, and

report each case of suspected communicable disease
the same day by telephone to a local health
authority or as soon as possible thereafter if a
health authority cannot be reached the same
day.

When a parent or guardian cannot be reached and
when in the judgment of a principal or other person in
charge that immediate medical attention is required,
an injured student may be taken directly to a hospital
and treated by a physician on call. Once located, a
parent or a guardian is responsible for continuing
treatment or for making other arrangements.

POLICY 3600 STUDENT RECORDS

The Board recognizes that school student records are
confidential and that information from them will not
be released other than as provided by law.

State and federal law extend to students and parents
certain rights, including the right to inspect, to copy,
and to challenge school records. The District will
ensure that information in school student records is
current, accurate, clear, and relevant. All information
maintained concerning a student receiving special
education services will be

directly related to the provision of services to that
child. The District may release directory information
as permitted by law, but parents will have the right to
object to release of information regarding their child.

The Superintendent will implement this policy
through adopted administrative procedures in compli-
ance with state and federal laws. The Superintendent
or designee will inform staff members of this policy
and will inform students and their parents of it, as
well as their rights regarding student school records.

Each student’s permanent file, as defined by the
board of public education, must be permanently kept
in a secure location. Other student records must be
maintained and destroyed as provided in 20-1-212,
MCA.

FORM 3600-F1 FERPA (FAMILY
EDUCATIONAL RIGHTS AND PRIVACY ACT)
ANNUAL NOTIFICATION

Notification to Parents and Students of Rights
Concerning a Student’s School Records

The District will maintain two (2) sets of school
records for each student: a permanent record and a
cumulative record. The permanent record shall in-
clude: the name and address of the student; the name
and address of the student’s parent or guardian; the
student’s birth date; the student’s academic work
completed; the student’s level of achievement
(grades, standardized achievement tests); the stu-
dent’s immunization records as per 20-5-506, MCA;
the student’s attendance data; and a record of any
long Term suspension or expulsion. The cumulative
record may include: intelligence and aptitude scores;
psychological reports; achievement test results; par-
ticipation in extracurricular activities; honors and
awards; teacher anecdotal records; verified reports or
information from non-educational persons; verified
information of clear relevance to the student’s educa-

tion; information pertaining to release of this record;
and disciplinary information.

The Family Educational Rights and Privacy Act
(FERPA) grants parents or guardians and students
over eighteen (18)

years of age (“eligible students”) certain rights with
respect to the student’s education records. They are:

1. The right to inspect and copy the student’s
education records, within a reasonable time from
the day the District receives a request for access.

Parents or guardians of students less than eighteen
(18) years of age and students older than eighteen
(18) years of age have the right to inspect and copy
the student’s permanent record. Parents, guardians or
students should submit to the school principal (or
appropriate school official) a written request that
identifies the record(s) they wish to inspect. The
principal will make arrangements for access and
notify the parent(s)/guardian(s) or eligible student of
the time and place where the records may be in-
spected.

The District charges a nominal fee for copying, but no
one will be denied their right to copies of their re-
cords for inability to pay this cost.

The rights contained in this section are denied to any
person against whom an order of protection has been
entered concerning a student.

2. The right to request the amendment of the
student’s education records that the parent(s)/
guardian(s) or eligible student believes are inaccu-
rate, misleading, irrelevant, or improper.

Parents/guardians or eligible students may ask the
District to amend a record that they believe is inaccu-
rate, misleading, irrelevant, or improper. They should
write the school principal or records custodian,
clearly identifying the part of the record they want
changed, and specify the reason.

If the District decides not to amend the record as
requested by the parent(s)/guardian(s) or eligible
student, the District will notify the parent(s)/guardian
(s) or eligible student of the decision and advise him
or her of their right to a hearing regarding the request
for amendment. Additional information regarding the
hearing procedures will be provided to the parent(s)/
guardian(s) or eligible student when notified of the
right to a hearing.

3. The right to permit disclosure of personally
identifiable information contained in the student’s
education records, except to the extent that
FERPA or state law authorizes disclosure without
consent.

Disclosure is permitted without consent to school
officials with legitimate educational or administrative
interests. A school official is a person employed by
the District as an administrator, supervisor, instructor,
or support staff member (including health or medical
staff and law enforcement unit personnel); a person
serving on the Board; a person or company with
whom the District has contracted to perform a special
task (such as an attorney, auditor, medical consultant,
or therapist); or a parent(s)/guardian(s) or student
serving on an official committee, such as a discipli-
nary 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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Upon request, the District discloses education records
without consent to officials of another school district
in which a student has enrolled or intends to enroll, as
well as to any person as specifically required by state
or federal law. Before information is released to
individuals described in this paragraph, the parent(s)/
guardian(s) will receive written notice of the nature
and substance of the information and an opportunity
to inspect, copy, and challenge such records. The
right to challenge school student records does not
apply to: (1) academic grades of their child, and (2)
references to expulsions or out-of-school suspensions,
if the challenge is made at the time the student’s
school student records are forwarded to another
school to which the student is transferring.

Disclosure is also permitted without consent to: any
person for research, statistical reporting, or planning,
provided that no student or parent(s)/guardian(s) can
be identified; any person named in a court order; and
appropriate persons if the knowledge of such infor-
mation is necessary to protect the health or safety of
the student or other persons.

4. The right to a copy of any school student
record proposed to be destroyed or deleted.

5. The right to prohibit the release of directory
information concerning the parent’s/guardian’s
child.

Throughout the school year, the District may release
directory information regarding students, limited to:
name; address; telephone number; photograph, image
or likeness (individually or in a group) in pictures,
videotape, film, or other medium; gender; grade level;
birth date and place; names and addresses of parents
or guardians; academic and other school-related
awards, degrees, and honors; information related to
school-sponsored activities, organizations, and athlet-
ics, including weight and height; major field of study;
and dates of attendance in school.

Any parent(s) or guardian(s) or eligible student may
prohibit the release of any or all of the above informa-
tion by delivering a written objection to the building
principal on or before the student’s first day of
school.

Military Recruiter Access to Information: The
United States Congress recently passed legislation
that requires high schools to provide to military re-
cruiters, upon request, access to secondary school
students and directory information on those students.
Both the No Child Left Behind Act of 2001 and the
National Defense Authorization Act for Fiscal Year
2002 reflect these requirements. However, a secon-
dary school student or the parent of the student may
request that the student's name, address, and tele-
phone listing not be released without prior written
parental consent.

6. The right to file a complaint with the U.S.
Department of Education, concerning alleged
failures by the District to comply with the require-
ments of FERPA.

The name and address of the office that administers
FERPA is:

Family Policy Compliance Office
U.S. Department of Education
400 Maryland Avenue, SW
Washington, DC 20202-4605
PROCEDURE 3600-P1 STUDENT RECORDS

Maintenance of School Student Records

The District maintains two (2) sets of school records



for each student, a permanent record and a cumulative
record.

The permanent record includes:

the name and address of the student;

the name and address of the student’s parent or guard-
ian;

the student’s birth date; the student’s academic work
completed;

the student’s level of achievement (grades, standard-
ized achievement tests);

the student’s immunization records as per 20-5-506,
MCA;

the student’s attendance data; and

a record of any disciplinary action taken against the

student that is educationally related.

For the purposes of this procedure, a disciplinary
action that is educationally related is an action that
results in the expulsion or long term suspension of the
student.

The cumulative record may include:

intelligence and aptitude scores;

psychological reports;

achievement test results;

participation in extracurricular activities;

honors and awards;

teacher anecdotal records;

verified reports or information from non-staff per-
sons;

verified information of clear relevance to a student’s
education;

information pertaining to release of this record; and

disciplinary information.

The District requires information in a permanent
record to indicate authorship and date. The District
will maintain in perpetuity a permanent record for
every student who has been enrolled in the District.
The District will maintain cumulative records for
eight (8) years after a student graduates or leaves the
District permanently. After five (5) years, the District
may transfer cumulative records that may be of con-
tinued assistance to a student with disabilities who
graduates or permanently withdraws from the District
to parents or to a student if a student has succeeded to
the rights of the parents.

A building principal is responsible for maintenance,
retention, or destruction of a student’s permanent or
cumulative records, in accordance with District pro-
cedure established by the Superintendent.

Access to Student Records

The District will grant access to student records as set
forth below.

Neither the District nor any District employee will
release, disclose, or grant access to information
found in any student record, unless the condi-
tions set forth in this policy are met.

Parents of a student under eighteen (18) years of age
are entitled to inspect and to copy information
in their child’s school records. A parental re-
quest to view or to copy records must be made
in writing and must be directed to the Superin-
tendent. The District will grant access to re-
cords within fifteen (15) days of receipt of such
a request.

When parents are divorced or separated, the
District will permit both parents to inspect and
to copy a student’s school records unless a court
order indicates otherwise. The District will
send copies of the following to both parents at

the request of either parent, unless a court order
indicates otherwise:

academic progress reports or records

health reports

notices of parent-teacher conferences

school calendars distributed to parents/
guardians

notices about open houses and other major
school events, including pupil-parent interac-
tion

When a student reaches eighteen (18) years of
age, graduates from high school, marries, or
enters military service, the District observes that
all rights and privileges accorded to a parent
become exclusively those of a student.

When a student has waived his or her right of access,
after being advised of the right to obtain names
of all persons making such confidential letters
or statements, the District will not grant access
to a parent or a student to confidential letters
and recommendations concerning admission to
a postsecondary educational institution, applica-
tion for employment, or receipt of an honor or
award.

When a current, demonstrable educational or admin-
istrative need is shown, the District, without
parental consent or notification, may grant
access to or may release information from stu-
dent records to District employees or officials,
or to the Montana Board of Public Education, or
to the Montana Office of Public Instruction.

The District may grant access to or release informa-
tion from student records without parental con-
sent or notification to any person, for purposes
of research, statistical reporting, or planning
provided that no student or parent can be identi-
fied from the information released and the per-
son to whom information is released signs an
affidavit agreeing to comply with all applicable
statutes and rules pertaining to school student
records.

The District will grant access to or release informa-
tion from a student’s records pursuant to a court
order, provided that a parent is given prompt
written notice, on receipt of such order, of its
terms, the nature and substance of information
proposed to be released and is given opportunity
to inspect and copy such records and to chal-
lenge their contents.

The District will grant access to or release infor-
mation from any student record, as specifically
required by federal or state statute.

The District will grant access to or release infor-
mation from student records to any person pos-
sessing a written, dated consent, signed by a
parent or eligible student with particularity as to
whom records may be released, information or
record to be released, and reasons for a release.
The District will keep one (1) copy of a consent
form in a student’s records, and the Superinten-
dent will mail one (1) copy to a parent or eligi-
ble student. Whenever the District requests a
consent to release certain records, the Superin-
tendent will inform a parent or an eligible stu-
dent of the right to limit such consent to specific
portions of information in the records.

The District may release student records to a
superintendent or an official with similar re-
sponsibilities in a school in which a student has
enrolled or intends to enroll, on written request
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from such official.

Before release of any records or information
under items 5, 6, 7, and 8 above, the District
will provide prompt written notice to parents or
an eligible student of the intended action. This
notification will include a statement concerning
the nature and substance of records to be re-
leased and the right to inspect, copy, and chal-
lenge the contents.

The District may release student records or informa-
tion in connection with an emergency, without
parental consent, if knowledge of such informa-
tion is necessary to protect the health or safety
of a student or other persons. The Superinten-
dent will make this decision, taking into consid-
eration the nature of an emergency, the serious-
ness of a threat to the health and safety of a
student or other persons, the need for such re-
cords to address an emergency, and whether a
person to whom such records are to be released
is in a position to deal with an emergency. The
District will notify parents or an eligible stu-
dent, as soon as possible, of the information
released, date of release, the person, agency, or
organization to whom a release was made, and
the purpose of a release.

The District may disclose, without parental consent,
student records or information to the youth
court and to law enforcement authorities per-
taining to violations of the Montana Youth
Court Act or criminal laws by a student.

The District may charge a nominal fee for copying
information in a student’s records; however, no
parent or student will be precluded from copy-
ing information because of financial hardship.

The District will assure that a record of all releases of
information from student records (including all
instances of access granted, whether or not
records were copied) is kept and is maintained
as part of such records. The District will main-
tain this record for the life of a student record
and will assure it to be accessible only to a
parent or an eligible student, the Superintendent,
or other designated person. The record of re-
lease will include:

information released or made accessible

name and signature of the Superintendent

name and position of the person obtaining

the release or access date of release or grant of access
copy of any consent to such release

Directory Information
The District may release certain directory information

regarding students, unless parents prohibit such a
release. Directory information will be limited to the
student’s:

Name, address, Telephone number

photograph, image or likeness (individually
or in a group) in pictures, videotape,
film, or other medium;

Gender, grade level, birth date

names and addresses of parents or guardians;

academic and other school-related awards,
degrees, and honors;

information related to school-sponsored
activities, organizations, and athletics,
including weight and height;

major field of study; and

dates of attendance in school.

The Superintendent will notify parents and students
of their right to object to release of directory informa-



tion.
Student Record Challenges
Parents may challenge accuracy, relevancy, or propri-
ety of records, except for (1) grades and (2) refer-
ences to expulsions or out-of-school suspensions, if a
challenge is made when a student’s school records are
being forwarded to another school. Parents have a
right to request a hearing at which each party has the
right:
to present evidence and to call witnesses
to cross-examine witnesses
to counsel
to a written statement of any decision and
the reasons therefore;
to appeal an adverse decision to an adminis-
trative tribunal or official, established
or designated by the Board of Public
Education..
Parents may insert a written statement of reasonable
length describing their position on disputed informa-
tion; the Superintendent will include that statement in
any release of information in dispute.

PROCEDURE 3600-P3 STUDENT RECORDS
Withholding Records for Unmet

Financial Obligations
In the event that a student with a financial obligation

to a school transfers to another school in the State of
Montana, the building principal will:

Notify the pupil's parents in writing that the
school district to where the student has
transferred has been requested to withhold
the pupil's grades, diploma, or transcripts
until the obligation has been satisfied.
Included in this notification, inform the
pupil's parents of their right to appeal that
decision to the Superintendent;

Forward appropriate grades or transcripts to the
school to which the pupil has transferred,
and notify that district of the student's
financial obligation and formally request
that the pupil's grades, diploma, and tran-
scripts be withheld as indicated under the
School Laws of Montana 20-5-201 until
formal notice that the obligation has been
met;

Inform the transfer school district when the
pupil or pupil's parents have satisfied the
obligation.

Upon receiving notice from a school district
requesting the withholding of the grades,
diploma, or transcripts of a pupil, this
district shall withhold the grades, diploma,
or transcripts of the pupil until it receives
notice, from the requesting district, that
the decision has been rescinded.

PROCEDURE 3600-P5
SPECIAL EDUCATION RECORDS

Notice to Parents

The District shall provide notice to parents prior to
any major identification, location or evaluation
activity to include:

1. Information from parents about primary lan-
guage will be collected prior to evaluation
through the Parent Interview Form or the Pupil
Information Form depending on the age of the
student. When the primary language is other
than English, attempts will be documented of
the District's attempts at providing notice in the
parents' native language or other method of
communication.

2.  Parents will receive as part of this notice a
description of the types of information sought,
the methods used to gather this information, and
the uses of this information. This will be accom-
plished through the use of one of these two
forms depending on the age and origination of
identification process, Parent Consent/
Notification for Special Education or What Can
You Expect at Preschool Screening flyer.

3. A summary of the policies and procedures that
the District will follow regarding storage,
disclosure to third parties, retention, and
destruction of personally identifiable
information will be provided parents through
one of the following documents, Parents'
Rights in Special Education or What Can You
Expect at Preschool Screening.

4. Description of all rights of this information,
including the rights under the "Family
Education Rights and Privacy Act" (1974) will
be provided parents through one of the follow
ing documents, Parents' Rights in Special
Education or What Can You Expect at Pre
school Screening.

5. Published notice will be made in local newspa
per, screening flyers sent home from schools
and to community service providers of chil
dren (pediatricians, Department of Family
Services, medical clinics, Head Start) with
circulation adequate to notify parents within
the District of these activities.

Access Rights

The District will comply with a request to access
records without unnecessary delay and before any
meeting regarding an IEP or any hearing relating to
the identification, evaluation, or educational place-
ment of the child, or the provision of FAPE to the
child, and in no case more than 45 days. The parent

has the right to:

1. have a representative inspect and review
records; and

2. a response from the District to reasonable

request for explanations and interpretations of
the records.

Records on More Than One Child

When records include information on more than one
child, the parent of those children shall have the right
to inspect and review only the information relating to
their child or to be informed of that specific informa-
tion.

Videotaping Students

Administrators may arrange for surveillance video-
taping when appropriate to supervise areas. Certified
staff may arrange to videotape, as a tool of observa-
tion, a student(s) for the following purposes:

1. gather assessment or baseline information;

2. assist in planning and training of staff
specifically involved with the student(s);

3. to evaluate student curriculum/activity out

comes or to assist with student self-evaluation.

The following guidelines must be followed when

videotaping a student(s):

1. if the videotape is to be shared with persons
outside the classroom or evaluation process,
prior parental notice and consent is required.

2. if the video is being produced for any reason
other than those listed above, prior parental
consent is required.

3. the produced video will be considered as part
of the student's educational record and main
tained according to guidelines or will be elimi
nated at the conclusion of the assessment,
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activity or training. This determination will be
made by the certified staff. Surveillance tapes
will be maintained by the school administrator.

4.  excepting surveillance tapes, students and staff
will be provided prior knowledge of video-
taping.

S. parents may access and review a video of their
child; however, that video can only contain
film of their child unless prior parental consent
is obtained from other children's parent.



