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Elementary School Handbook 

 
The Bemidji Area Schools Elementary Handbook provides information, which all students 
and parents need to know.  This handbook provides information common to all elementary 
schools in the district. 
 
There are six elementary schools in the district, which serve students in grades K-5.  They 
include Horace May, Lincoln, J.W. Smith, Northern, Solway, and Gene Dillon. 
 
Requirement for Admission 
A child must be five years of age on or before September 1 of the current school year to 
enter kindergarten.  First grade children must be six years of age on or before September 1 
of the current school year or have been promoted from an acceptable kindergarten.   
 

CHECKLIST FOR ENROLLING A NEW STUDENT 
●​ Birth Certificate 

●​ Certification of Immunizations 

●​ Parent/Guardian Photo Identification  

●​ A copy of the official residents primary proof of residence: 

○​ Home mortgage statement OR 

○​ Builder’s Agreement OR 

○​ Purchase Agreement OR 

○​ Beltrami/Hubbard County property tax statement OR 

○​ Current gas, electricity or water bill (within the last 30 days) OR 

○​ Lease/rental agreement (must list the names of the parents/guardians 

living in the rental unit, plus the manager’s name and phone number. 
●​ If you have a Beltrami/Hubbard/Cass case number (TANF/SNAP). This is helpful 

for the food service application. 

●​ Custody Papers, if applicable (court order of custody of stamped petition is 

acceptable).        

●​ Registration into Bemidji Area Schools can be done at the District Office at 502 
Minnesota Avenue NW. 

●​ Online registration can be found on the Bemidji Area Schools webpage. 

Mission Statement 
Our mission is to empower each learner to succeed in our diverse and changing world.   
We believe that: 

●​ Each learner should be challenged to develop to his/her full potential. 
●​ Basic knowledge, skills and attitudes are necessary for success. 
●​ Learning is a lifelong process that enriches our lives. 
●​ Education is a partnership with family and community. 
●​ Each person should show sensitivity and respect for self and others. 
●​ There should be expectations of quality for us and for others. 
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District Personnel 

 
District Office Staff   ​ ​ ​ ​ ​ ​ ​ 218-333-3100 
Jeremy Olson, Superintendent​ ​ ​ ​ ​ ​       ext. 31120 
Alexis Wilde, Director of Special Education                                              ​       ext. 31104 
Ashley Eastridge, Director of Business Services​                                                ext. 31198 
Colleen Cardenuto, Director of Curriculum and Administrative Services      ext. 31103 
Tammie Colley, Coordinator of Food Services​ ​ ​ ​        ext. 31142 
Jeremy Jensen, Transportation Coordinator​ ​ ​ ​ 218-333-3225 
Sonia Wadena, Coordinator of Indian Education​ ​     ​ ​ 218-766-3774     
Emily Helm, District Nurse​ ​ ​ ​ ​                333-3119-ext. 37209 
 
Elementary School Principals​ ​ ​ ​ ​ Start Time​ End Time 
Horace May Elementary,  Christine Christiansen    333-3240​ 7:55 a.m.​ 2:40 p.m. 
J.W. Smith Elementary, Bruce Goodwin​               333-3290​ 7:55 a.m.​ 2:40 p.m. 
Lincoln Elementary,​ Jason Luksik​ ​               333-3250​ 7:55 a.m.​ 2:40 p.m. 
Northern Elementary, Amy Worden​               333-3260​ 7:55 a.m.​ 2:40 p.m. 
Solway Elementary, Amy Worden                                467-3232​ 7:55 a.m.​ 2:40 p.m. 
Gene Dillon Elementary, Ami Aalgaard​               333-3400​ 8:10a.m.​ 2:52 p.m. 
 
 
 
                                                   School Board Members 
 
 
Dave Wall   ​ Anna Manecke 

218-308-5422​ 218-368-6217 
Dave_Wall@isd31.net​ Anna_Manecke@isd31.net 
​  
​  
Jack Aakhus                                                              Todd Haugen 
Jack_Aakhus@isd31.net                                            12458 Idlewild Dr. NE  
​     Bemidji, MN 56601  
​     218-766-9527 
                                                           ​ Todd_Haugen@isd31.net 
                                                                                   
 
Ann Long Voelkner​ Jenny Frenzel 
7286 Hawk Pt NE​ 8468 Brian Ct NE​   
Bemidji, MN  56601​ Bemidji, MN  56601 
218-333-0510 (home)​ 218-766-3939​   
Ann_Longvoelkner@isd31.net​ Jenny_Frenzel@isd31.net​  
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DISTRICT ELEMENTARY SCHOOL POLICIES 

 
The Elementary Attendance Policy follows the Bemidji Area Schools 

Student Attendance Policy (MSBA 503) and  
the Minnesota State Statutes for Compulsory Instruction 

 (120.A.22, 121A.41 &  260A. 02-06) 
 

Attendance habits begin in the primary grades.  Frequent absences interfere with the 
learning process and leave students at high risk for educational failure.  Students at the 

elementary level have limited control over circumstances in the home, which may prevent 
them from getting to school regularly and on time.   

 
Compulsory Attendance Law  
The Minnesota statutes require that all children between the ages of seven and seventeen, 
mentally and physically fit, must attend school every day that it is in session. 
 
Truancy and Educational Neglect 
As per Minnesota Statute 260A.02, subd. 3, an elementary student is considered continuing 
truant when there have been three or more unexcused absences without a lawful excuse.   
Habitual truant is a child under the age of 17 years who is absent from attendance at school 
without lawful excuse for seven school days if the child is in elementary school.  Parents 
who do not send their children to school regularly may be charged with educational 
neglect.  Educational neglect is legally defined as a parent’s failure to ensure the child’s 
regular attendance at school. 
 
 
Consistent Attendance 
The federal ESSA legislation insists upon consistent attendance (90% or better/ excused or 
unexcused days) and holds public schools accountable for improving student attendance.  
Minnesota state law outlines the expectations for students to attend school. 
 
Attendance Incentives 
Each school has established an internal attendance incentive program to promote good 
attendance, along with providing strategies to assist students and families with attendance 
problems. 
 
 
School Times:​ ​  Earliest Drop Off​ ​ Start​ ​ ​ Dismiss 
Northern Elementary​ 7:30 am​ ​ ​ 7:55 am​ ​ 2:40 pm 
Lincoln Elementary​ ​ 7:30 am​ ​ ​ 7:55 am​ ​ 2:40 pm 
J.W. Smith Elementary​ 7:30 am​ ​ ​ 7:55 am​ ​ 2:40 pm 
Horace May Elementary​ 7:30 am​ ​ ​ 7:55 am​ ​ 2:40 pm 
Solway Elementary​ ​ 7:30 am​ ​ ​ 7:55 am​ ​ 2:40 pm 
Gene Dillon Elementary​ 7:40 am​ ​ ​ 8:10 am​ ​ 2:52 pm 
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●​ Students are considered tardy at 8:05 am for Northern, Lincoln, J.W .Smith, Horace 
May and Solway Elementaries.  Students are considered tardy at Gene Dillon at 8:10 
am.   It is vital for students to participate in morning Responsive Classroom 
programming to start their day successfully. 

 
 
Early Dismissal of Students 
No elementary school child shall be permitted to leave school prior to dismissal time except 
at the request of a parent/guardian for pre-scheduled appointment.  In this case, the 
designated person must sign the child out at the school office. For the safety of our students 
and security of the building, all visitors to the building will enter the front doors (all other 
doors are locked from the outside) leading directly into the office.  Office staff will call 
your child from class and have them sent to the office. *Please note that the 
scheduled school dismissal time is 2:40 pm (2:55 pm for Gene Dillon).  We will not  
interrupt the classroom to remove students early as it affects the important closing 
Responsive Classroom routines of the day for elementary- aged students. 
 
Out of Area Student Attendance  
For students who attend school outside of their home school attendance area, there will be 
certain attendance criteria that must be met.  The absence/tardy rate shall be no more than 
5 tardies/absences per quarter.  If the child does not meet the criteria, it is at the Principal’s 
discretion to send the student back to his/her neighborhood school.  Out of Area 
applications must be completed annually through the District office or school. 
 
Open Enrollment  
Applications for enrollment under the Enrollment Options will be approved within the 
District rules of capacity for grade levels and programs. Standards may be used for rejection 
of applications. The school district may terminate the enrollment of a nonresident student 
enrolled at any time during the year upon the student receiving multiple disciplinary 
referrals or receiving disciplinary referrals that result in out of school suspension.  Details 
of Open Enrollment Policy are under policy 509. 
 
Reporting Absences 
Because we are concerned for your child’s safety and well-being, we ask that you notify the 
school the morning the student is absent or by 10:00 AM the following day.  Failure to do 
this will result in the student receiving an unexcused absence.  Whenever possible, 
parents/guardians  should try to schedule appointments outside the school day. 
 
The school district student record system (Skylert) will contact parents/guardians of 
unexcused students after the school day has begun (9:00 am) to ensure their location and 
learn of the reason for the absence. 
 
Please notify the school if your child will miss school due to a family vacation prior to the 
event.  Please contact the teacher to request makeup work so the student can keep up with 
their assignments. 
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Excused Absence (MN 120A.22. Subd.12) 
An excused absence indicates an acceptable absence from school or class with a 
parent/guardian.  Full credit is given for all makeup work. The school recommends two 
days to make up for each one day absent; however, teachers may extend the make-up time 
as they see fit. The following absences are considered excused: 

1.​ Illness of the student. A doctor’s excuse may be required after three days. 
a.​ Illness details are found on the “Too Ill” to be in school section provided by 

the District Health Services. 
b.​ On-going health condition that requires treatment 

2.​ Scheduled appointments- ex. Doctor/dentist/orthodontist/counseling 
3.​ Death or serious illness or funeral of the student’s immediate family/relative/close 

friend 
4.​ Court appearance occasioned by family or personal action 
5.​ Religious holiday or observance-up to three hours in any week 
6.​ Physical emergency conditions such as fire or flood 
7.​ Removal of a student pursuant to a suspension. Suspensions will be handled, as 

excused absences and a student will be permitted to complete make-up work. 
8.​ Family Emergency 

 
Unexcused Absence 
An unexcused absence indicates that the student is absent from school or class without the 
consent of the parent/guardian.  

1.​ Unverified absences by parent/guardian without contacting the school 
2.​ 3 tardies will equal 1 unexcused absence per quarter 
3.​ Work at home 
4.​ Any other absence not included under the attendance procedures is in the policy 

 
Support for Student Attendance 
All elementary schools follow district approved procedures that promote regular student 
attendance and prevent absenteeism and truancy. When possible, the district will work 
with other organizations and agencies to support regular student attendance.  Student 
attendance will be considered for review and possible intervention any time after a student 
is absent or tardy three or more school days (not consecutive, excused or unexcused).  A 
weekly review meeting is held to identify attendance problems. 
 
Bemidji Area Schools believes that the primary responsibility for student attendance 
at the elementary level falls on the parents/guardians.  Attendance monitors work in 
each building to assist students, parents/guardians and school personnel. 
 
Student Responsibilities: 

1.​ Students are to attend class on time. 
2.​ Students should be familiar with the attendance policy. 
3.​ Students are responsible for completing missed assignments in a timely manner as 

defined by the teacher. 
4.​ Students may not leave school grounds without permission for any reason. 
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Parent/Guardian Responsibilities: 
1.​ Parents are expected to ensure that their children attend school. 
2.​ Parents shall inform the school of absences no later than 10:00 a.m. the day after an 

absence. 
3.​ Parents should help their children in completing their make-up work.  
4.​ Parents should schedule student appointments outside the school day to minimize 

the impact of his/her absence on attendance. 
5.​ Frequent illness-related excuses may require an Appointment Notification from the 

medical provider after three consecutive days. A doctor’s note may be required to 
excuse an absence. 

6.​ Frequent tardiness (3 tardies equal 1 unexcused absence per quarter) will be 
addressed in relation to absences.  

 
Teacher Responsibilities: 

1.​ Teachers will take attendance daily using the automated, on-line Skyward System. 
2.​ When a student is absent, teachers will inform the student of the assignments they 

have missed and when they are due. 
3.​ Teachers will encourage students to attend school and will report frequent absences. 
4.​ Teachers are expected to communicate concerns about attendance to parents and 

administration. 
 
Administrative Responsibilities: 

1.​ Principals will inform teachers and parents of the attendance policy. 
2.​ Principals will ensure that procedures to address attendance concerns are 

developed as needed. 
3.​ Principals are expected to facilitate communication with parents when student 

attendance becomes a concern and encourage parents to remediate any attendance 
problems. 

4.​ Principals will ensure that attendance of students will be monitored on a weekly 
basis.  Parents or guardians will be contacted when attendance concerns (absences 
and tardies) are noted. 

 
 
 
 
Attendance Intervention procedures 
 
First Intervention: 

1.​ Student attendance concerns are reviewed at an attendance review meeting. 
2.​ A decision is made at the review meeting whether intervention is warranted. 
3.​ If intervention is warranted, the attendance monitor team will contact the 

parent by letter. 
4.​ Review the student’s attendance the following week. 
5.​ If improvement is made, no further interventions are necessary. 

 
 

7 
 



Second Intervention: 
1.​ Principal or designated person contacts the parent/guardian by phone or letter. 
2.​ Principal or designated person requests a parent attendance contract meeting 

to discuss how to improve attendance. 
 
 
Third and subsequent Interventions: 

1.​ Attendance monitor team may make a home visit. 
2.​ If there is no improvement after the contract meeting, a referral will be made to 

local Social Service Agencies. 
 
 
 
Visitors to the School 
The school board encourages interest on the part of parents/guardians in school programs 
and student activities. However, in order to make certain of school safety, no unauthorized 
persons may enter the school with wrongful intent.  All classroom visits require an 
appointment pre-arranged with the classroom teacher.  We appreciate a call to schedule an 
appointment to visit classrooms. 
 
Any school employee who sees, or is informed of, an unauthorized person in or near the 
school must report that fact to the building principal.   Visitors attending an assembly 
program are not required to sign the visitor’s register.  Bemidji School District discourages 
students from bringing friends and relatives to spend the day attending classes as visitors. 
 
ALL VISITORS will report to the school office when entering the building, sign the visitor’s 
register and receive authorization (a pass) to visit elsewhere in the building. 
 
Scented Products 
Fragrances and scented products, such as:  perfume, cologne, body spray, hand/body 
lotions, hair spray, essential oils and similar products may cause irritation and allergic 
reactions for individuals who are sensitive to these products.  Students and staff who have 
these sensitivities react to other peoples’ fragrances or scented products causing health 
concerns such as rashes, headaches, chest tightness, and trouble breathing.  Repeated 
exposure to these fragrances or scents may cause a worsening of symptoms. 
Bemidji Area School wants to maintain a safe learning and working environment for 
everyone in our schools.  Therefore, all staff, students and visitors to our school are 
asked to refrain from use of scented personal products. 
 
 
Dress Expectations  
The home and school need to cooperate in the manner of dress.  School is the child’s 
workplace.  Children do better when dressed in a manner that does not interfere with 
learning.  Bandanas, short shorts or skirts, bare midriff, halter-tops, spaghetti straps or 
offensive pictures/wording on clothing are considered inappropriate.  Clothing advertising 
alcohol or tobacco products is prohibited by district policy.  Caps, hats and jackets will not 
be worn in the building. 
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Outdoor Policy 
Bemidji School District uses www.weather.com to determine the current temperature.  As a 
guideline, if the temperature is at or below zero degrees, or a wind chill below -5 degrees, 
the children will stay inside.  Determination of the outdoor activities will be decided by the 
building principal.  Students will need appropriate winter clothing.  Coats, hats, mittens, 
snow pants, and boots are necessary during the winter months because all students have 
recess outside on a daily basis. 
 
Withdrawals from School 
If you are moving out of town, the school office must be notified at least a day in advance so 
that the proper transfer records can be prepared and the child’s supplies collected. 

Students will be dropped from their schedules when our Registrar has received a Request 
for Records from another school OR when a student has been absent for fifteen (15) 
consecutive school days.  

Releasing Students to Non-Parent/Guardian and/or Transporting 
Students to New Locations 
No student shall be released to any non-parent/guardian or transported to a location other 
than the location originally designated by the parent/guardian without written permission 
or personal telephone contact with the parent/guardian. 
 
Appointments 
Parents are encouraged to schedule appointments for their child(ren) outside of the school 
day.  School is your child’s work.  Make sure your child attends school everyday except in 
the case of illness. *Appointment Cards would be helpful for office records to identify the 
excused absence. 
 
School Cost 
Textbooks, workbooks, weekly readers and most of the necessary supplies are furnished by 
the School District free of charge on the assumption that they will be given reasonable care.  
Students will be expected to furnish crayons, pencils, notebooks, and miscellaneous 
supplies. *Each building grade level has a designated supply list.  A student will be 
charged for lost or damaged books. 
 
 
Personal Belongings 
The school can assume no responsibility for personal belongings brought to school by the 
children. Personal electronic devices (video games, iPads, etc.) are discouraged during the 
school day, unless requested by the teacher to support on-line learning.  Please do not 
send toys or electronic devices with your child.   
Waterbottles: Water is the only liquid allowed. No pop, or other sticky liquid allowed.  
 
Student Cell Phones & Smart Watches 
Student cell phones & Smart Watches may not be used during the school day. The office and 
the classroom have access to a  telephone in an emergency.  All personal plans should be 
taken care of before the student comes to school.  Schools are not responsible for lost or 
stolen electronic equipment. 
Other items not allowed in school:  Trading Cards, Fidget Spinners, Skateboards. 
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Change of Address 
Please notify the school of any change of address or telephone number.  Make sure that the 
school is aware, at all times, of your correct phone number plus that of a neighbor, friend or 
relative to contact in the event of an emergency that might occur. 
 
Reporting Student Progress 
The schools report student progress to parents in three ways;  report cards, Skyward 
System, and parent-teacher conferences.  Parents are encouraged to consult school 
personnel regarding their child’s progress at any time. Email is a simple, quick and 
convenient tool of communication.  Check the District website for addresses. 
 
 
Homework 
Parents are encouraged to help students make up work missed during an absence from 
school.  Students frequently become discouraged or frustrated when falling behind their 
classmates on daily assignments. Individual classroom teachers will assign age-appropriate 
homework. 
 
Testing Programs 
Students are tested to gather information concerning their ability and achievement.  This 
information is maintained in each student’s cumulative folder.  If the student moves to a 
different school, the records are forwarded to the new school. 
 
Fastbridge Screening &  MCA Minnesota Comprehensive Assessments 
These tests measure a child’s academic growth from year to year in the areas of 
Mathematics and Reading/Language use. Fastbridge tests are taken on the computer and 
each testing area takes about one hour to administer. Students will take these tests in the 
fall, winter and spring.  Following each testing period, you will receive a report of your 
child’s academic progress during the school year.   
All students in grade three-five must take the Minnesota Comprehensive Assessment in the 
areas of reading and math.  (Please refer to the Parent/Guardian Guide to Statewide Testing 
at the back of the handbook.) 
 
 
Pledge of Allegiance 
In accordance with state law, students will be asked to recite the pledge of allegiance 
weekly.  If a student objects to reciting the Pledge of Allegiance, they need to indicate their 
opposition to their teacher in a timely fashion and special arrangements will be made.  Also, 
proper etiquette, display and respect for the flag of the United States of America will be 
included in the instructional goals.  (School Board Policy 531). 
 
 
Positive Behavior Support System/Responsive Classroom 
Effective behavior management begins with procedures and routines designed to teach and 
promote positive expectations, inhibit or discourage rule violating behavior and create a 
culture of competence in which communication and procedures are effective and efficient.   
A well-designed behavior management plan focuses on preventing rather than responding 
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to problem behavior. All elementary schools will focus on the three basic expectations of 
Respect, Responsibility and Safety.  We will be teaching and reinforcing these expectations 
by establishing clear rules and routines, using pre-corrects and reinforcement procedures.  
 
 
 
Photo Use Policy 
If a parent/guardian does NOT want their child’s photo taken for publication on the 
websites, local newspaper or local television broadcast they should fill out the photo use 
policy form and remit it to the school. 
  
 
 
Classroom Placement 
A great deal of thought goes into placing children in classes each year. The process is also 
time consuming, as teachers focus on each child’s needs. Every effort is made to place each 
child in a learning environment where they will be the most successful.  
This learning environment incorporates several factors: 

●​ A balance of boys and girls 
●​ A balance of academic ability 
●​ A balance of ethnic diversity to promote multicultural understanding 
●​ Socially balanced groups to reduce peer conflicts 
●​ A balance of different learning styles 

 
Teachers/administration know their colleagues well and make sound professional 
judgments about trying to match teaching and learning styles between teachers and 
students. 
 
Classroom Parties and Treats 
Individual classroom teachers will determine classroom parties.  According to State Law, 
treats must be individually wrapped and store bought.  Please consider smaller, healthy 
alternatives for celebrations. 
 
Field Trips 
Parents will receive a permission form to be signed for all field trips.  If a permission slip is 
not returned, a student will not be permitted to go on the field trip, as we need official 
permission in writing on file.   
 
Clothing Items/Lost and Found 
Please label all items of clothing with your child’s name.  Items not claimed will be donated 
to charity at the end of each quarter. 
 
School Lockers 
School lockers are the property of the school district.  At no time does the school district 
relinquish the exclusive control of school lockers provided by the district. Inspection of the 
school lockers may be conducted by school authorities at any time, with or without student 
consent and without notice. 
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Messages 
Parents should call with messages by 2:00 pm.  Messages for students called in at the very 
end of the day are difficult to get to the students.  If you need to contact your child’s teacher, 
the best time is before 7:55 a.m. or after 2:45 p.m. 
 
 
Elementary Food Service Program 
It is the mission of the Bemidji School Food Service program to provide healthy and 
satisfying breakfast and lunch meals to all students.  We believe that starting the school day 
with a nutritious meal is important to supporting student learning and positive behavior.  
Students who bring their lunch from home or students who are eating school lunch may 
purchase an extra milk for $.75. 

The MN Free Meal Program started with SY'23-'24.  This program will allow a free breakfast 
and free lunch for every student daily.  Completing the Application for Educational Benefits 
is still very important for the district and families to qualify for additional benefits beyond 
free meals.  But all students will be offered and can receive a free breakfast and lunch daily. 

Additional costs will be -2nd breakfast -  $3.50       2nd lunch - $6.00 

Extra Entree -    $3.50 

Applications for Educational Benefits will be sent to district residents prior to the 
beginning of the school year.  These applications should be returned to the district food 
service office as soon as possible so eligibility can be determined.  A new application must 
be completed each school year. 
 
Encouraging students to make healthy food choices and educating students on the benefits 
of healthy eating is supported by all staff during meals. In compliance with the Healthy 
Hunger-Free Kids Act, all students will be required to take at minimum a half cup of fruit 
and/or vegetable at both breakfast and lunch.  A variety of fruits and vegetables are offered 
each meal in an effort to allow student choice and to encourage increased intake of fruits 
and vegetables. Students are not required to take all food groups offered in a meal, allowing 
greater say in what they choose to eat.  However, choosing the entire meal offers the 
greatest nutritional and economic value for the student.   

 
 
With the passage of the “Healthy Hunger-Free Kids Act”, change with the school lunch 
offerings began with the 2012-2013 school year.  Increased portions of fruits and 
vegetables as well as more whole grains will be incorporated into the lunch.  The new 
guidelines will also provide caloric minimums and maximums appropriate to the age of the 
student.  Sodium levels of all meals will also be lowered to meet the ten-year reduction plan 
as part of the HHFK Act.  With the new guidelines, students will be required to take a 
fruit or a vegetable each day as part of their lunch.  If the fruit or vegetable is not taken, 
the meal will be considered incomplete and the student will be asked to go back and choose 
one of the offerings.  Menus will include a variety of both fruits and vegetables, so students’ 
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selection will be made easier.  Choosing the entire meal is the most nutritious and the most 
economical for everyone. 
 
 
If elementary students want/need to purchase additional items with their lunch, they may 
purchase fruits and/or vegetables for $ .80.  We are promoting the increase of fruits and 
vegetables in their daily diet.  Extra milk with a meal as well as milk purchased for a lunch 
brought from home will cost $ .75 for ALL students, regardless of eligibility.   
Please keep food service payments current. 
 
Payments may be made to individual student meal accounts using your credit/debit card 
online with “Family Access” (follow directions posted on the site in August).  Using the 
online payment center allows you to credit your child’s account at any time.  A $1.00 fee is 
charged to cover the cost of this convenience.  You may also mail payments to the district 
food service office or place them in an envelope and put them in a food service drop box 
located in elementary school offices, or the cafeteria/commons at the middle school and 
high school.  Personal checks should be written to ISD #31 with the student’s name and PIN 
in the memo area.  When sending cash, please place it in an envelope and write the 
student’s name, PIN, and the amount of money in the envelope.  We encourage 
parents/guardians to pay in advance of the first day of school to alleviate the time 
constraints students experience those first days of the school year.  This can be done at the 
food service office located at 502 Minnesota Ave NW Bemidji, MN 56601.  Please indicate 
the student’s name, grade, school and PIN on the check when sending it to the office prior 
to the start of the school year.   
 
The district uses an Individual Meal Accounting System in all the schools where each 
student has their own individual account.  The PIN (Personal Identification Number) they 
are given remains with them for access to their account throughout all of their school years 
(K-12) in the district.  Meal accounts are debit accounts; therefore there must be money in 
the account for the student to use it.   
 
Food service staff will contact parents/guardians of negative meal accounts to arrange 
payment.  Since the entire district uses the Individual Meal Accounting System, accounts for 
students with positive or negative balances will be credited for the next school year.  
Positive balances from one sibling will be transferred to another sibling to zero out a 
negative balance.  Students graduating from high school may have their account balances 
transferred to a younger sibling by calling the Food Service Office at: 333-3100 ext. 31141.  
Refunds from accounts will only be sent if the balance is $5.00 or more.  A request for a 
refund must be made by the parent/guardian when a student is leaving the district. 
 
Food Allergies and/or Special Diets 
Please contact the food service office prior to your child/children beginning school if you 
have concerns related to their food allergies or special diets.  We must follow the guidelines 
of the USDA program yet can accommodate many diets.  A physician’s written note is 
required if we are to eliminate items from the program requirements and provide others as 
substitutions, as in the case of food allergies.  The physician recommends foods to be 
substituted into the diet.  If you have any questions, please do not hesitate to call 333-3100 
ext. 31142 or ext. 31141. 
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Emergency School Closing Related to Transportation 
Because of the climate in which we live, it is important for the home and the school to 
communicate safety issues to all students.   Each day several thousand students are 
transported from an area of nearly one thousand square miles.  The potential for injury is 
great.  The District will utilize the district-wide calling system as noted in the student 
database (Skylert). Therefore, great care must be taken so all students are given maximum 
protection.  With respect to protection of students during emergency conditions, the school 
district would like to take the following precautions: 

1.​ Parents have the responsibility to decide whether or not students will attend during 
emergency conditions.  There will be days during the winter when some parents might 
feel it is too cold or too windy to have school.  If school is held on any of these days, 
parents have the right to decide whether or not to send their children to school. 

2.​ If parents feel as though conditions exist during the school day that might impair the 
safety of their children, they should feel free to pick them up at school.  Sometimes it will 
be possible to use the telephone and other times parents will simply have to present 
themselves at the child’s school. 

3.​ Students will only be released to their parents or guardians.  By written approval they 
can be released to a friend or neighbor. 

4.​ If conditions exist at the end of the day that could impair the safety of students, they will 
not be allowed to leave the school. 

5.​ Bus drivers have been instructed to NOT allow students to get off the bus unless they 
have reasonable assurance they have somewhere to go.   

6.​ Buses will take children to the Kids and Company Program as usual, weather permitting; 
however, they must be picked up within one hour of school closing. 

7.​ Parents are encouraged to listen to the local radio stations for the most current weather 
information and notice of school closings, late starts and early releases. 

8.​ Parents are encouraged to insist that students be dressed appropriately during the 
winter season. 

9.​ Critical to the safety of all students is that each family have a family strategy for 
emergency conditions.  Basically, this includes a plan for anything that might happen if 
there is not a normal day of school.  This would include communication with babysitters 
and daycare providers. 

 
Emergency Evacuation 
In case of an emergency at one or more of our schools, students will be evacuated according 
to the following schedule.  Parents are urged to listen to local radio stations for 
announcements regarding emergency situations. 
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If the emergency is at:​ ​ ​ ​ We will transport to: 
​ ​ Gene Dillon Elementary​ ​ ​ ​ Sanford Event Center 

Horace May Elementary​ ​ ​ ​ Sanford Event Center 
J.W. Smith Elementary​ ​ ​ ​ Sanford Event Center 
Lincoln Elementary​ ​ ​ ​ ​ Sanford Event Center 

​ ​ Northern Elementary ​ ​ ​ ​ Sanford Event Center​  
Solway Elementary​ ​ ​ ​ ​ Sanford Event Center 

              ​ ​ ​ ​  
 
Transportation Policy/Procedures 
 
Bus Guidelines and Safety Rules: 
Bemidji Area Schools are committed to providing your child with a safe and respectful bus 
ride. For student safety all students are issued a bus card that they should carry with them 
at all times. These cards are used in case of emergency for transportation staff and other 
emergency management agencies.   
 
One Pick-Up 
Families are allowed one pickup address.  Home or daycare within the attendance 
boundary of their assigned school. Setting up a new stop if you move or change daycares 
takes up to 5 working days. 
 
One Drop-Off 
Families are allowed one drop off address. Home or daycare within the attendance 
boundary of their assigned school. Setting up a new stop if you move or change daycares 
takes up to 5 working days. 
 
Bus stop location 
Please be sure your address number located on your mailbox and or your fire number is in 
good condition and clearly visible from all directions for our Bus drivers and Sub Bus 
drivers. 
 
Alternate Bus Stops 
Students will not be transported to various locations for music lessons or to parents' work 
locations, sleep overs, etc. No daily changes to any location.  The bus drivers will not accept 
notes written by parents or school staff. No friends allowed on the bus.  This would include 
birthday parties, sleepovers, etc. If your student tries to ride a bus to which they are not 
assigned when transferring at the Middle School they may miss their assigned ride, and will 
be written up for this. For specific cases or emergencies or for any transportation related 
questions please call the Bemidji Area Schools Transportation Department @ 
218-333-3225 
 
Riding the school bus is a privilege, not a right.  This means a student may lose riding 
privileges for violating safety guidelines and/or school policy.  Students are expected to 
follow the same standards of behavior on the school bus as in the school.  The school bus is 
school property and the school bus ride is part of the school day.  With regard to the well 
being of our students the bus driver has the same responsibility and authority as any other 
school staff member.  
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Student Bus Rules 
 

1)​ Immediately follow the directions of the driver. 

2)​ Sit in your seat facing forward. 

3)​ Talk quietly and use appropriate language. 

4)​ Keep all parts of your body inside the bus. 

5)​ Keep your whole body, and belongings to yourself. 

6)​ No fighting, harassment, intimidation, bullying or horseplay. 

7)​ Do not throw any object. 

8)​ No eating, drinking, or use of alcohol, tobacco, vaping or drugs.  

9)​ Do not bring any weapons or dangerous objects on the bus 

10)​ Do not damage the bus or equipment. 

11)​ Electronic devices may be used without sound or with the use of 

headphones/earbuds. 

12)​ The driver has the authority to assign seating on the bus. 

13)​ Keep the bus clean. 

 
Consequences for Misbehavior-  Depending on the severity of the students actions, 
disciplinary action may be escalated to a higher offense level.  
1.​ Verbal warning. 
2.  Conduct report issued and sent home to parents as a warning. 
3. Conduct report issued and a three-day bus suspension. 
4. Conduct report issued and a five-day bus suspension.  Conference scheduled with parent, 

student and transportation representative. 
5. Conduct report issued and loss of bus riding privileges for the remainder of the year. 
 
Safety On and Around the Bus when Boarding the bus: 

1.​ Arrive at the bus stop five minutes before the scheduled stop, dressed appropriately for 
the weather. Be at the bus stop ready to board the bus. 
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2.​ Respect others’ rights at the bus stop. 

 
 
Community Education 
The community education staff and advisory council provides several programs to all of the 
elementary students.  Information about each of these programs is distributed digitally 
through the Peachjar app to all students/families with an email address in the district 
skyward system.  Information and registration can be found on the Community Education 
website:  https://bemidjicommunityed.arux.app.  These activities include recreational 
sports, art, music and other enrichment opportunities and summer activities for all ages. 
For more information please call 218-333-3284. 
 
Early Childhood Family Education (ECFE) 
Early Childhood Family Education believes that parents are the child’s first teacher and 
offers classes for information and support to parents in this important role.  Licensed 
teachers provide age appropriate preschool experiences for children from birth through 
age five.  Parents and children attend class, spending part of the session doing activities 
together, and then separating for the last half of class for parent discussion groups.  We also 
have a few drop off options and an Explore and Play open classroom option. Classes are 
offered both daytime and evening at the Paul Bunyan Early Childhood Center, 3300 Gillett 
Dr NW, Bemidji, MN 56601. For more information or to register call 218-333-3284 or check 
out the Community Education website:  www.bemidjicommunityed.com.arux.app 
 
Shool Age Care 
Kids & Company is an after school program that provides a safe and quality environment 
for children in grades K-5. Qualified, caring staff provides a varied choice of activities (art, 
crafts and hobbies, computer, games, sports and play) that enhance positive self-concepts 
and socialization.  The program is offered each school day at several elementary schools 
immediately after school until 6 p.m.  Parents who work, attend school or for some reason 
are unable to be home during these hours will find that Kids & Company can provide the 
fun learning environment they seek for their children.  A full day summer program is also 
offered.  Jack & Jill Preschool,and the Paul Bunyan Early Childhood Center also provide 
aftercare through Community Education to preschool students from 2:30-5:30pm.  Before 
school care is also offered at 7:30am at PBC.  For more information call 333-3100, ext. 
35302 or 35309. 
 
 
Indian Education 
Sonia Wadena, Director 
Office:  (218) 441-6354 
Fax:   (218) 333-3188 

  
The Bemidji Indian Education Program is designed to meet the identified educational and 
cultural needs of American Indian Students attending the Bemidji Area Public Schools. 
Annually, a needs assessment is conducted where the educational and cultural needs of 
American Indian students are outlined, based on that needs assessment. The ultimate goal 
of the Indian Education Program is to assist American Indian students to successfully 
complete high school and to encourage and prepare students to seek post-secondary 
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training and education. The Indian Education Program has become an integral part of our 
public school system.  The Local Indian Education Committee (L.I.E.C.) in cooperation with 
the Board of Education and school staff govern the Indian Education Program. (Please see 
Indian Ed Forms at the back of the handbook.) 
 
American Indian youth may utilize a bandana for culturally appropriate and functional use 
to keep their hair neat and out of their faces with approval by the building principal and 
Indian Education personnel. 
 
District Code of Conduct 
The Code of Conduct Policy (506R)  is a district–wide policy for addressing inappropriate 
student behavior.  Elementary students will be subject to all the provisions under this 
policy.  The policy is lengthy and includes consequences for K-12 students.  Because of the 
length and importance of the document, it is available on our website under district 
policies. Parents/guardians should read over this document with their children to 
understand the District Code of Conduct. 
 
Behavior Expectations 
Students are expected to behave in a manner that allows them to learn and teachers to 
teach.  Behavior that distracts other students or teachers is inappropriate.  Inappropriate 
behavior will be dealt with on an individual basis. 
 
Weapons 
A Minnesota law makes it a felony to have a weapon on school district properties.  Please 
make sure you talk with your children about this law.  Failure to do so could result in their 
expulsion from school for the year and possible placement in a juvenile center.  A weapon is 
defined as follows: 

“A dangerous weapon means any firearm, whether loaded or unloaded, or any device 
designed as a weapon and capable of producing death or great bodily harm, or any 
flammable liquid or other device or instrument that, in the manner it is used or 
intended to be used, is calculated or likely to produce death or great bodily harm.” 

Weapons Policy 
In accordance with state law and to provide a safe environment for students, staff, and the 
public, weapons are not allowed in school buildings or on school grounds.  This policy does 
not apply to licensed peace officers and military personnel.  If anyone finds himself or 
herself by accident to be in possession of a weapon they need to immediately report to the 
principal’s office. (School Board Policy 501) 
 
 
 
Sexual Harassment/Violence Policy 
School Board Regulation policy 413, Sexual Harassment and Sexual Violence, protects all 
staff and students from sexual harassment and violence.  Sexual harassment is defined as 
un-welcomed sexual behavior that creates a hostile and intimidating work and/or learning 
environment.  All who interact in the school district should be aware of the following: 
1.​ To maintain learning and working environment that is free from sexual harassment and 

violence, this school district prohibits any form of sexual harassment and violence.  

18 
 



2.​ Any student or employee of this district who harasses or commits violence toward 
another student or employee through conduct or communication of a sexual nature will 
be subject to the consequences described in the policy handbook.  

3.​ All complaints whether verbal or written will be investigated and appropriate 
disciplinary action will be taken.  

4.​ The individual reporting a violation is encouraged to use the form available in the office.  
All verbal and written complaints should be submitted to the principal or the Office of 
Human Rights (218) 333-3100, ext. 31113. 

5.​ Confidentiality of all persons involved will be respected to the fullest extent possible. 
 
This is a summary of the District #31 Sexual Harassment/Violence Policy.  A complete copy is available in the 
office. 

​       
 

      
 
       STUDENT PERSONNEL 
BULLYING PROHIBITION POLICY 

 
I.​ PURPOSE 
 
A safe and civil environment is needed for students to learn and attain high academic 
standards and to promote healthy human relationships.  Bullying, like other violent or 
disruptive behavior, is conduct that interferes with students’ ability to learn and/or 
teacher’s ability to educate students in a safe environment.  The school district cannot 
monitor the activities of students at all times and eliminate all incidents of bullying 
between students, particularly when students are not under the direct supervision of 
school personnel.  However, to the extent such conduct affects the educational environment 
of the school district and the rights and welfare of its students and is within the control of 
the school district in its normal operations, the school district intends to prevent bullying 
and to take action to investigate, respond to, and remediate, and discipline those acts of 
bullying which have not been successfully prevented.  The purpose of this policy is to assist 
the school district in its goal of preventing and responding to acts of bullying, intimidation, 
violence, reprisal, retaliation, and other similar and disruptive behavior. Policy 514 
 
 
 
 
HAZING PROHIBITION POLICY 526 

 
I.​ PURPOSE 
STUDENT PERSONNEL HAZING PROHIBITION 
The purpose of this policy is to maintain a safe learning environment for students and staff 

that is free from hazing. Hazing activities of any type are inconsistent with the 
educational goals of the school district and are prohibited at all times. 
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Specialized Programs 
 
Programs for Students with Disabilities 
Certified special education teachers serve children with all types of disabilities in Bemidji 
Area Schools.  The school system encourages parents to become involved in the educational 
planning for their children.  Special education services are provided in a variety of 
educational settings.  Emphasis is placed on educating students in settings with all students 
(least restrictive environment).  Educating students in special settings occurs only when 
assessments and planning determine that the students’ needs require such a setting (most 
appropriate placement).  Inclusion is a word often heard with regard to special education 
programs.  Inclusion means involving students with special needs in those areas of 
development (in and out of school) experienced by most students.  The term does not apply 
only to education.  Special education programs in the Bemidji Area Schools begin 
identifying students with needs at birth.  Services provided are based on identified needs 
and goals listed in each student’s Individual Education Plan (IEP).  
 For more information, contact your building principal, or the Director of Special Education 
218-333-3100 Ext. 31104. 
 
 
 
Title I/MTSS Programs 
Title I/MTSS programs are present in all district schools, grades kindergarten through five.  
Title I teachers, interventionists, and educational paraprofessionals provide supplemental 
help to students who qualify in reading and/or mathematics.  For more information, 
contact a building principal. 
 
Section 504 – Rehabilitation Act of 1973 
Section 504 is an act, which prohibits discrimination against persons with disabilities in 
any program with Federal financial assistance.  The act defines a person with a disability as 
anyone who: 

1.​ Has a physical or mental impairment which substantially limits one or more major life 
activities including activities such as care for one’s self, performing manual tasks, seeing, 
hearing, speaking, breathing, learning and working. 

2.​ Has a record of such an impairment; or 

3.​ Is regarded as having such an impairment (34 Code of Federal Regulations Part 104.3). 
 
In order to fulfill its obligations under Section 504, the Bemidji Area Schools recognizes a 
responsibility to avoid discrimination in policies and practices regarding its personnel and 
students.  No discrimination against any person with a disability will knowingly be 
permitted in any of the programs and practices in the school system. 
 
The school district has specific responsibilities under the act, which include the 
responsibility to identify, evaluate, and if the child is determined to be eligible under 
Section 504, provide access to appropriate education services.  If the parent or guardian 
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disagrees with the determination made by the professional staff of the school district, 
he/she has a right to a hearing with an impartial hearing officer. 
 
The Family Education Rights and Privacy Act (FERPA) also specifies rights related to 
educational records.  The act gives the parent or guardian the right to: 1.) inspect and 
review his/her child’s educational records; 2.) make copies of these records; 3.) receive a 
list of all individuals having access to those records; 4.) ask for an explanation of any item in 
the records; 5.) ask for an amendment to any report on the grounds that it is inaccurate, 
misleading or violates the child’s rights; and 6.) a hearing on the issue if the school refuses 
to make the amendment. 
 
If there are any questions, please feel free to contact the Section 504 Coordinator at each 
school or the Special Education Director at 333-3100, ext. 31104. 
 
 
 
 
 
Parent/Guardian Involvement 
The mission of the Parent Teacher Organization (PTO) is to promote effective 
school-family-community partnerships. 
 
Why Get Involved: 
●​ When parents are involved, students achieve more, regardless of race, economic and 

social status or the parents’ level of education. 
●​ The more parents are involved, the higher the student's achievements. 
●​ With parent involvement, success for disadvantaged students not only improves, it can 

reach and equal the standards for children.   
●​ The benefits of parental involvement are significant at all ages and all grade levels. 
●​ Students who are failing improve dramatically when parents become active partners in 

their education. 
 
How to Get Involved: 
●​ Provide a safe and loving home environment. 
●​ Make sure your child is well fed and rested. 
●​ At home, help with homework and class projects, teaching responsibility to attend 

school regularly and have work on time. 
●​ Attend school events, such as concerts, plays and ceremonies, and show appreciation 

and support. 
●​ Volunteer to help in the classroom – for special events or on a regular basis. 
●​ Join the PTO and/or serve on a school or district committee. 
●​ Your child’s teachers are your best resources.  Be in contact with them throughout the 

year. 
●​ Attend Parent/Teacher conferences. 
●​ Ask your child about his/her day. 
 
 
Criminal History Background Checks 
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In order to maintain a safe and healthy environment and to promote the physical, social and 
psychological well being of students, the school district has implemented policy SBR 
200-90-16 MSBA404 requiring a criminal history background check for applicants who 
receive an offer of employment.  Minnesota law requires a school hiring authority to 
request a criminal history background check from the superintendent of the Bureau of 
Criminal Apprehension on all individuals who are offered employment in a school and on 
all individuals, except enrolled student volunteers, who are offered the opportunity to 
provide athletic coaching services or other extracurricular services to a school, regardless 
of whether any compensation is paid.  In accordance with the established policy, the district 
may also elect to request background checks of volunteers, independent contractors and 
student employees. 
 
Questions about criminal history background check requirements can be referred to the 
Human Resources department at (218) 333-3100, ext. 31111.  A copy of the policy can be 
obtained by contacting the Human Resources department or on the district website at 
isd31.net 

Technology & Acceptable Use Agreement 

Bemidji Area Schools provides students with access to devices, networks, and digital tools 
to enhance their education. This document is a summary of our core expectations. Please go 
over these expectations with your child.  Students and parents/guardians must sign the 
agreement to use school technology. 

Student Expectations & Agreement 

Using school technology is a privilege. While using district-provided devices, accounts, 
software, or the school network, I agree to the following: 

●​ Educational Purpose: I will use school technology and my Google Workspace 
account for educational and research purposes. 

●​ Safety & Privacy: I will never share my passwords, nor will I give out personal 
information (like my address or phone number) or the personal information of 
others online. 

●​ Digital Citizenship: I will use appropriate language and treat others with respect. I 
will give proper credit to the creators of the digital content I use and will not present 
their work as my own. 

●​ Device Care: I will handle all school equipment carefully and respectfully. I will not 
download or access unauthorized games or software, nor will I attempt to bypass 
district internet content filters. 

●​ Reporting: If I accidentally access inappropriate material, or if my device is 
damaged or malfunctioning, I will report it to a teacher or staff member 
immediately. 

Google Workspace & Additional Services Notification 
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ISD 31 utilizes Google Workspace for Education. This suite includes tools like Gmail,Drive , 
Docs, and Classroom, which students use to complete assignments, communicate with 
teachers, and collaborate. 

To support instruction, this suite also extends to additional Google services. Google restricts 
certain features of these additional services to protect students under 18. Services your 
student may access include, but are not limited to: 

●​ Google Search & Translate 
●​ Google Earth & Maps 
●​ YouTube (filtered for age appropriateness) 

Google provides detailed information regarding how it collects and uses data in its Google 
Workspace for Education Privacy Notice which can be found at: 
https://workspace.google.com/terms/education_privacy/. By signing this agreement, you 
grant permission for your student to use these services as part of their educational 
experience. 

Digital Tools & Student Data Privacy 

ISD 31 uses various vetted digital tools and software to support student learning. We 
maintain a public inventory of our digital curriculum, testing, and assessment tools, 
including an outline of the student data elements utilized by each tool. 

You can review this inventory at any time at: 
https://www.isd31.net/technology/digital-resources. 

Please reach out to your child’s building administrator if you have questions regarding the 
specific digital tools used in their classroom. 

For the full board policy, please review School Board Policy 524 -” Internet and Technology 
Acceptable Use and Safety Policy” which can be found at: 
https://www.isd31.net/district/board-of-education. 

 
 
Health Services 
District #31 Health Services provide a variety of functions to promote health and well being 
for each student.  A qualified health paraprofessional is in each school providing health 
services and the district nurse oversees all health services being performed in all Bemidji 
District schools.  Students requiring care for general injuries should report to the health 
office where their condition will be assessed and cared for accordingly.   
 
Health Services should be informed if your child has special health needs.  It is helpful to 
know what medical treatment has taken place and what adjustments must be made in the 
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child’s program to meet his/her special needs.  The District School Nurse is available to 
assist and give counsel to parents and teachers in regard to a pupil’s health concern. The 
Health Staff will write a Health Plan for your child if your child has a medical condition that 
warrants daily or emergent care. 
 
Immunization Policy 
Minnesota law requires all students enrolled in Minnesota schools to have up-to-date 
immunization records.  Immunization policy requires that parents present an up-to-date 
immunization record at the time of registration.  Registration will not be done without this 
information.   
 
 
 
Minimum requirements  from MDH include: 
Birth- Age 4/Preschool                Kindergarten- Age 6​       ​  1st grade/Age 7 – 6th grade    ​  
4 DTaP/DT     ​ ​ 5 DTaP​                                       3 DTap ​ ​ ​  
3 Polio             ​                      ​4 Polio                                       3 Polio   
1 MMR            ​ ​  2 MMR​                                      2-MMR​ ​ ​  
1 Hib​ ​ _​ ​ _ 
2 Hep A​ ​ _​ ​ _ 
3 Hep B           ​ ​   3 Hep B ​ ​ 3 Hep B  
1 Varicella*   ​ ​          2 Varicella*​           ​        2 Varicella*​  
4 Pneumococcal*​                                                                                                                            
*Varicella (or doctor documentation of having Chicken Pox) 
* Not required after 24 months 
* Fifth shot of DTaP not needed if the 4th was after age 4.  Final dose on/after age 4. 
* Fourth shot of polio not needed is 3rd was after age 4.  Final dose on/after age 4. 
* Proof of at least three doses of diphtheria/tetanus vaccine needed. 
 
Special Exemptions:  Your child must have immunizations up to date or an Exemptions for 
Conscientious or Medical Reason form signed and notarized or your child may be excluded 
from attending school.  The district office has immunization forms available.   
 
If a student has had a vaccine at a local health care agency or clinic, parents can request a 
copy of that vaccine record to bring to the school with the month, date, and year given.  
Parents can also request that the clinic fax the immunization record to their child’s school. 
 
 
 
Illness or Injury at Home 
Parents should notify the health paraprofessional at school when a child is absent due to 
illness or injury.  Also, contagious conditions such as strep throat, chicken pox, scabies, 
head lice, pink eye, impetigo, etc. should be reported.  Children should not be sent to school 
if they have shown signs of illness, such as vomiting, fever, diarrhea, nausea, etc. the 
previous day/night.  Children should be free of fever or symptoms for 24 hours before 
returning to school.  A note must be sent with your child if you feel that he/she should not 
participate in certain activities (ie. phy ed class, recess) because of an existing condition.  If 
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your child is unable to participate in an activity for more than two days, a doctor’s note is 
required. 
 
Screenings 
Health screenings including vision, hearing will be done annually according to the State 
Department of Health guidelines in K, 1st grade, 3rd grade, and 5th grade and for other grades 
as needed and requested.  Height and weight checks as well as scoliosis screenings will be 
done as needed or requested.  Head lice checks will be done on students as needed.  Only 
two days are excused for treatment of head lice. 
 
Medication Policy 
If your child needs to take medication during school hours, the school district requires the 
following: 
All medication must be brought into the health office by the parent.  Exception:  1.) 
Students needing Epi-pens for the treatment of allergic reactions will be allowed to carry 
the Epi-pens in their backpacks.  2.) Students with asthma are allowed to carry their 
inhalers. 
1.​ A written order from your doctor which includes the following: 

a.​ student’s name 
b.​ name of medication, dosage, route to be given 
c.​ time to be given 
d.​ diagnosis (optional) 
e.​ possible side effects (optional) 
f.​ how long medication needs to be given 

2.​ A signed Authorization for administration of medication form from the parent/guardian 
requesting school personnel to give the medication. 

3.​ All medication must be brought to school in a pharmacy-labeled container.  School 
personnel may refuse to give medication sent to school in odd bottles, plastic bags, foil, 
envelopes, etc., or if it is unidentified. 

4.​ Over-the-counter (non-prescription) medications may only be given with a signed 
Authorization for Administration of Medication form.  These include Tylenol, Benadryl, 
antacids, eye drops, cough syrup, etc.  Parents are required to bring any over the counter 
medications for their children to the health office and sign permission for it to be given.  
All medication must be in a properly labeled container. 

5.​ Epi-pens:  Individual plans will be developed for each student requiring the need for 
Epi-pen administration for bee stings or other allergies. 
a.​ In School: 

    ​​ i.  Parents will provide the school with doctor’s orders, a signed Emergency  
 
      Response plan that will be developed by the LSN and parent, and the Epi-pen. 

b.​ Bus: 
i.  Transportation will be notified when a student needs to have an Emergency 

Response Plan for an allergy. 
ii.  Bus drivers will not be responsible for carrying or storing Epi-pens on the bus or 

for administration for the Epi-pen. 
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ADDITIONAL FORMS: 
 
Statewide Testing and Indian Education 
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