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CHAPTERI|

FOUNDATIONS

Section 1. SCHOOL DISTRICT LEGAL STATUS. “Laramie County School District Number
One, State of Wyoming” is a political subdivision of the State of Wyoming, a body corporate, and a unified
school district providing educational services to those eligible students of Laramie County residing in the

area for School District Number One as reflected in Exhibit 1.

Legal Reference - Wyoming Constitution, Article 1, 81; W.S. § 21-3-101, 21-3-104, 21-5-103, 21-5-104,

and 21-5-105
Cross Reference - Chapter I, Section 1, Board of Trustees Legal Status.

Adopted 6/11/84



EXHIBIT 1

LEGAL DESCRIPTION
Laramie County School District Number One

Laramie County School District Number One is that portion of Laramie County, Wyoming, beginning at
the Southeast corner of Section 13, Township 12 North, Range 65 West of the 6" P.M., Laramie County,
Wyoming; thence, Westerly along the South boundary line of Laramie County, Wyoming, to a point on the
West boundary line of Laramie County, Wyoming, located in Section 18, Township 12 North, Range 70
West of the 6™ P.M., Laramie County, Wyoming; thence, Northerly along the West boundary line of
Laramie County, Wyoming; to a point located on the North boundary line of Laramie County, Wyoming,
located in Section 6, Township 19 North, Range 70 West of the 6" P.M., Laramie County, Wyoming;
thence, Easterly along the North boundary line of Township 19 North, Ranges 70, 69, 68, 67, 66, and 65
West to the Northeast corner of Section 4, Township 19 North, Range 65 West of the 6" P.M., Laramie
County, Wyoming; thence, Southerly along the East boundary line of Sections 4, 9, 16, 21, 28, and 33,
Township 19 North, Range 65 West to the Southeast corner of said Section 33, Township 19 North,
Range 65 West of the 6" P.M., Laramie County, Wyoming; thence, Easterly along the North boundary
line of Sections 3, 2, and 1, Township 18 North, Range 65 West to the Northeast corner of Section 1,
Township 18 North, Range 65 West of the 6" P.M., Laramie County, Wyoming; thence, Southerly along
the East boundary line of Townships 18, 17, 16, 15, 14, 13, and 12 North, Range 65 West to the
Southeast corner of Section 13, Township 12 North, Range 65 West of the 6" P.M., Laramie County,
Wyoming, which is the place of beginning.

Laramie County School District Number One is approximately the western half of Laramie County
including the major city of Cheyenne, Wyoming.

Adopted 6/11/84
Revised 7/13/98
Revised 6/20/05



Section 2. MISSION STATEMENT. The mission of Laramie County School District Number
One, in cooperation with students, parents, staff and the community, is to guarantee a high quality
education in a safe and orderly environment for all students, inspiring them to become life-long learners
and responsible, productive citizens.

OUR VISION is to become the premier District “of learners for learners” in the Rocky Mountain
Region where every student is successfully learning.

OUR CORE VALUES: High Expectations, Maximizing Learning Opportunities, Shared

Responsibility, and Human Connection.

Adopted 7/12/99
Revised 9/11/00
Revised 6/20/05
Revised 3/5/07

Revised 6/15/09



Section 3. ACCOUNTABILITY PROGRAM. The Superintendent of Schools shall establish a
program of individual school accountability. Each school shall maintain an accountability program which
includes pupil performance standards, a school improvement plan, and yearly reporting of progress made
in school effectiveness. Guidelines for the accountability program shall be developed by the

Superintendent of Schools.

Adopted 6/11/84

Revised 9/1/89 (Section #only)
Revised 7/8/91

Revised 1/12/98 & 7/12/99



Section 4. NONDISCRIMINATION AND EQUAL OPPORTUNITY ASSURANCES. There shall
be no discrimination within the District against its personnel, potential personnel, students, or others on
the basis of race, color, gender, religion, national origin, or disability. There shall be no discrimination
against persons on the basis of age except as provided by law.

The Board of Trustees affirms its intent to provide equal access and participation opportunities in
its programs, practices, activities, and the provision of services, regardless of race, color, gender, religion,
national origin, disability, or age, as required by Title IX of the Education Amendments of 1972.

Information concerning alleged discrimination shall be furnished by persons having knowledge of

such to the Superintendent or designee.

Legal Reference - Article VII, 810, W.S. §21-4-303 and 21-7-302
Cross Reference - Chapter I, Section 5, Reporting Noncompliance.

Adopted 6/11/84

Revised 1/9/89 (Section # only)
Revised 7/1/92

Revised 7/18/07



Section 5. REPORTING NONCOMPLIANCE. The personnel of the District, students enrolled in
District schools, and the public are encouraged and invited to report to the Board of Trustees through the
office of the Superintendent, noncompliance with any State or Federal law, relative to the activities or
operation of the District.

The personnel of the District shall give full cooperation to any legally constituted agency or
person inquiring into the activities or operation of the District in this respect.

District personnel shall solicit any suggestions, comments, and help from such agencies and
persons which will assist the District in obtaining and maintaining this compliance.

Said reports shall be made to the Assistant Superintendent of Human Resources.

Adopted 6/11/84

Revised 9/14/87

Revised 1/9/89 (Section # only)
Revised 7/10/00

Revised 7/2/01

Revised 12/5/11



Section 6. ETHICAL CONDUCT. This statement of standards for ethical conduct is designed to
inspire a quality of behavior that reflects honor and dignity on all employees of Laramie County School
District Number One. Teachers, administrators, staff, and school board members must recognize the
magnitude of the responsibility inherent in the education process.

All employees of Laramie County School District Number One shall help each student realize his
or her potential as a worthy and effective member of society. These individuals will provide an
environment that stimulates the spirit of inquiry, the acquisition of knowledge and understanding, and the
thoughtful formulation of worthy goals.

An effective educational environment requires the services of men and women of integrity, high
ideals, and human understanding. To maintain and promote these essentials, it is the policy of Laramie
County School District Number One that the Board of Trustees and all staff members maintain high
standards in their relationships with students, colleagues, and community members and act as role
models in the performance of their professional duties. See Administrative Regulation — Wyoming
Professional Conduct Guide from the Wyoming Professional Teaching Standards Board (PTSB).

The components of this statement of ethical conduct are not intended as inflexible or
unchangeable rules. They serve to measure the propriety of each staff member in their working
relationships. They are intended to encourage and emphasize the positive attitudes and behaviors of
professional conduct in all matters. This policy in no way is intended to abridge employees’ rights as
citizens. The District recognizes and supports the First Amendment rights of school district employees to
comment upon matters of public concern. These First Amendment rights must be balanced with the
legitimate and substantial interest of school districts, however, in operating effective and efficient schools.

PROFESSIONAL CONDUCT GUIDE

Laramie County School District Number One adopts the current Wyoming Professional Teaching
Standards Board (PTSB) Professional Conduct Guide as an Administrative Regulation with the
expectation that all employees adhere to the Conduct Guide. Conduct Guide used with permission from

PTSB.



DISTRICT EMPLOYEES

All individuals who serve as employees of Laramie County School District Number One should do

so with integrity. Impropriety should not occur. To this end, employees of Laramie County School District

Number One:

1.

2.

10.

Shall obey local, state, and national laws;

Shall adhere to school board policies and administrative rules, regulations, and
established standards for work and performance;

Shall protect and conserve all property owned, held by, or leased to the District;

Shall not use his/her position for personal gain;

Shall refrain from acting on any matter or letting any contracts in which the employee or
his/her immediate family or business associates stand to gain a pecuniary benefit as
defined by W.S. Section 6-5-101;

Shall refrain from conducting personal business during business hours;

Shall not accept any pecuniary benefits as defined by W.S. Section 6-5-101 in
circumstances that would create the appearance of a conflict of interest;

Shall not accept outside employment or any other outside activity which interferes with
the full and proper discharge of the employee’s duties and responsibilities to the District,
except as allowed by Board of Trustees policies, Chapter VI, Section 7,

Shall not knowingly make a false, malicious, threatening, or harassing statement to or
about District employees, students, or parents;

Shall strive to resolve all problems at the lowest possible level, and attempt to resolve
problems with another employee privately before involving others in a dispute.

EDUCATORS

The educator strives to help each student realize his/her potential as a worthy and effective

member of society. Therefore, the educator works to stimulate the spirit of inquiry, the acquisition of

knowledge and understanding, and the thoughtful formulation of worthy goals.



In fulfilment of his/her obligation, the educator:

1.

Shall make the educational welfare of students the fundamental basis in all
decision making and actions;

Shall make reasonable effort to protect the student from conditions harmful to
learning or to health and safety;

Shall not intentionally expose the student to embarrassment or disparagement;
Shall not use relationships with students for private advantage;

Shall keep confidential information about students obtained in the course of
professional service, unless disclosure serves a compelling professional purpose
or is required by law;

Shall not impose personal opinions concerning politics of the District upon
students (while the District recognizes and supports the First Amendment rights
of its educators, they are not free to impose personal opinions concerning politics
of the District upon students);

Shall uphold the honor and dignity of the profession in all actions and relations
within the workplace.

ADMINISTRATORS

The administrator assumes responsibility for providing professional leadership in the school

community. This responsibility requires the administrator to maintain the highest standards of

professional conduct. The administrator’s actions will be viewed and appraised by the community,

professional associates, and students.

To these ends, in addition to the code of ethics for all employees and educators set forth above,

the administrator:

1.

Shall recognize that public schools are the public’s business and seek to keep
the public informed about their schools;

Shall support the principle of due process and protect the civil and human rights
of all individuals;

Shall implement school board policies and administrative rules and regulations;
9



4.

Shall pursue appropriate measures to correct those laws, policies, and
regulations that are not consistent with sound educational goals.

SCHOOL BOARD MEMBERS

School board members shall recognize that, as members of a public school board, they are

fulfilling a position of public trust, responsibility, and authority endowed by the State of Wyoming. In

honoring the high responsibility which his/her membership demands, the school board member:

1.

10.

Shall remember that the first and greatest concern must be the educational
welfare of all children in the District;

Shall bring about desired changes through legal and ethical procedures;

Shall uphold and enforce all laws, State Board of Education rules, and court
orders pertaining to schools;

Shall hold confidential all matters pertaining to school issues, which if disclosed,
may needlessly injure individuals or schools, and shall respect the confidentiality
of information that is privileged under applicable law or executive session;

Shall recognize that decisions must be made by the Board as a whole, make no
personal promise, or take private action which could compromise the Board, and
recognize that authority rests only with the Board in official meetings;

Shall endeavor to make policy decisions only after full discussion at publicly held
Board meetings;

Shall tender all decisions based on the available facts and refuse to surrender
that judgment to individuals or special interest groups;

Shall refuse to participate in irregular meetings such as “secret” meetings, which
are not official and in which all members do not have the opportunity to attend;
Shall encourage the free expression of opinion by all Board members and seek
systematic communications between the Board and parents, students, staff, and
all elements of the community;

Shall make certain the Board remains responsive to the community and shall

communicate to Board members and the Superintendent at appropriate times
10



11.

12.

13.

14.

15.

Adopted 4/13/98
Revised 6/28/99
Revised 7/19/06
Revised 6/7/10

Revised 7/14/14

expressions of public reaction to Board policies and school programs;

Shall avoid being placed in a position of conflict of interest and refrain from using
the Board position for personal or partisan gain;

Shall attend all regularly scheduled Board meetings insofar as possible and
become informed concerning the issues to be considered at those meetings;
Shall understand and accept that the basic function of the Board is to make
policy and not to administrate, and to learn to discriminate between the two
functions;

Shall refer all complaints to the proper administrative office and discuss them at a
regular meeting after failure of administrative solution;

Shall not knowingly make false or malicious statements about District employees,

students, or parents.
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ADMINISTRATIVE REGULATION FOR POLICY CHAPTER I, SECTION 6 - ETHICAL CONDUCT -
PROFESSIONAL CONDUCT GUIDE

Wyoming Professional Conduct Guide

The Best Way to Teach is by Example - Einstein

The following examples of appropriate professional conduct are presented by the Professional Teaching
Standards Board in support of Wyoming educators’ commitment to ensuring safe, healthy environments
for students. The Professional Teaching Standards Board strongly recommends that all school staff
become knowledgeable of their local district’s policies regarding professional conduct. Support a school
culture of professionalism by helping to create a culture of intolerance for unprofessional behavior.
Ignoring unprofessional conduct sends the message that such behavior is acceptable.

HEALTHY BOUNDARIES: All students have the right to be safe emotionally, physically, and

intellectually. More than ever, kids need healthy, clearly-defined relationships with adults. Educators are
mentors; and as such, have the responsibility to model, teach, encourage, and support positive, healthy
human relationships.

Maintain a professional relationship with students inside and outside of school property.

Going to parties or socializing with students is inappropriate.

0 Assigning or requesting students to do errands to meet personal needs is inappropriate.

o Inviting students to your home, especially when no one else is present, is inappropriate.

0 A pattern of writing passes, making excuses, or rides home, for a particular student, or
students is inappropriate.

Use caution in the way you touch students.

o Lingering massages or touches, kisses, or asking for a hug are inappropriate.

o Do not engage in, solicit, or consummate any inappropriate written, verbal, or physical
relationship with a student.

If you need to speak with a student privately, leave your classroom door open.

Maintain a professional relationship with students at extracurricular activities. Loose,
inappropriate boundaries set the stage for inappropriate gender and harassment issues.

Ensure that a chaperone is present and available to students during off-campus school
sponsored activities. It is recommended that there is a male chaperone for male students and a
female chaperone for female students.

Remind students of the limits of your relationship as an educator.

o Affirm the helping nature of your relationship with students.

0 Assist students to obtain the additional supports they may need; counseling, medical
interventions, etc.

0 As an educator you are arole model, not their friend, not their confidante, or surrogate
parent.

Model appropriate language for students. The use of profanity, vulgarity, put downs, sarcasm,

or name calling is inappropriate at all times in the presence of students.

0 Student-educator communications should be open and void of any “hidden messages".

Dress professionally — regardless of current trends. Dress in a manner in which you can be

actively involved in student learning and activities.

o Clothing with vulgar statements, sexual innuendos, discriminatory put downs, or that promote
the use of illegal and unauthorized drugs or alcohol should not be worn at school.

Students need to be supervised at all times while in your classroom.

o
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Do not use, possess, be under the influence of, or encourage the use of alcohol, illegal drugs,
or the unauthorized use of drugs while on school property or at a school sponsored activity
involving students.

o Do not encourage the use of or supply any illegal or unauthorized drug to students.

TECHNOLOGY

Do not use your personal phone to text or call students. If required to use — or recommended
to use — by your school, request that the school issue you a phone specifically to use with
students.

Email students via your school sponsored web site, computer, or email. Do not use your
personal email account. Consider all emails public.

School computers are to be used for school purposes at all times —whether used at school or

away from school.

o Do not download sexually explicit or any inappropriate or questionable material on school
computers.

My Space, Facebook: If you don't want the Superintendent reading it aloud to you in a meeting,

don’t post it.

0 Be aware, once you post something it is there forever. You may take it off — but information

you want deleted may already be out on the internet — without any future control by you.

Set up your site as private. (Understand that “privacy” on the internet is an oxymoron.)

When adding photos select the option “do not share photos”.

Delete any off-color comments made by friends.

Do not “tag” your photos with your name or the names of others. Tagging photos means

listing the people in the photos by name, either partial or full. “Tagged” photos automatically

link to others’ sites.

o0 Keep blogging work friendly. Do not use names of co-workers, bosses, or students in a
rant about a bad day at school.

o Do not allow students into your site.

o Do not give out personal information.

Movies, TV programs, internet sites, reading material, etc. used at school by you for students

need to comply with school district policy.

O O0O0oOo

PROFESSIONAL EDUCATOR

Maintain confidentiality.

0 Grades, test scores, reports from related services personnel (school psychologist’s reports,
nurse, etc) and information from community agencies (Department of Family Services, police
department, etc), and sensitive information shared by family members to you are confidential.

o Disclosure of information to persons who do not have both a right and a need to know
is a violation of the law.

Respect differences; plan for inclusive groupings for instruction and other school activities.

0 Assign leadership roles equitably.

o0 Be careful not to group on the basis of race, gender, family, social, or cultural background,
national origin, political or religious beliefs, or disability.

o0 Actively participate in and comply with Individual Educational Programs (IEP) and 504 plans.

0 Students should not be labeled based on race, gender, sexual orientation, family, social, or
cultural background, national origin, political or religious beliefs, or disability. Do not
undermine a student’s beliefs by criticizing, making fun of, or “subtle” sarcasm.

Adhere to federal and state laws, professional licensure requirements, and local school policies.

Recommend for employment only those educational professionals who have demonstrated

professional and ethical behavior.

Act with honesty and integrity in administering standardized tests.

o Follow the directions for administering the test explicitly.

o Do not read sections that students are required to read independently.

o Do not lead a student to the correct answer.

13



o Do not falsify answers or copy and teach to specific test items on the test.
o Do not edit or change any student answers or results.

e Conduct financial business with integrity and by honestly accounting for all funds committed to
the educator’s charge and collect and report funds consistent with the school and district policy.

e Comply with inquiries regarding investigations and hearings initiated by the Professional
Teaching Standards Board.

e Provide truthful information on all documents and applications for licensure.

Created January 2010 by Wyoming Professional Teaching Standards Board (PTSB)
http://ptsb.state.wy.us

Adopted 7/14/14
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CHAPTER I

BOARD OF TRUSTEES GOVERNANCE AND OPERATION

Section 1. BOARD OF TRUSTEES LEGAL STATUS. The governing body of Laramie
County School District Number One, State of Wyoming, shall be a seven member Board of Trustees.

Members of the Board of Trustees shall be elected and serve as provided by law.

Legal Reference — W.S. § 21-3-105, 21-5-114, 21-5-118, and 22-22-102

Cross Reference - Chapter |, Section 1, School District Legal Status.

Adopted 6/11/84
Revised 9/14/87
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Section 2. BOARD OF TRUSTEES POWERS AND DUTIES. The powers and duties of the
Board of Trustees of Laramie County School District Number One are prescribed by statute. The Board
is charged with the general operation of the public schools of the school district.

The Board of Trustees has the exclusive right to manage the affairs of the District. It may
direct and control its operations and independently make and execute any plans or decisions deemed
necessary for the welfare, advancement, and best interests of the District.

The Board shall maintain a fiscally sound operating budget. In no event shall the Board adopt
an annual expenditure budget that cannot be supported by cash reserves and revenues received for that
fiscal year.

A majority of the number of members of the Board of Trustees shall constitute a quorum for
the transaction of business at any properly convened meeting of the Board of Trustees. No action of the
Board shall be valid unless it receives the approval of a majority of the membership of the Board of
Trustees during a properly convened meeting. An individual member of the Board does not have
authority to act on behalf of the Board, except as delegated by a majority vote of the Board.

As an elected member of the Board of Trustees, the Chairman may vote, subject to the same
provisions and limitations as any other member of the Board. Furthermore, the Chairman shall vote in the
event that any item for decision before the Board is tied prior to the casting of the Chairman's vote.

NEGLECT OF DUTY
A Trustee who willfully fails, refuses, or neglects to perform the duties of his elected position

as Trustee, shall be subject to the provisions of law.

Legal Reference — W.S. § 21-3-105, 21-3-110, 21-3-111, and 21-3-124

Adopted 6/11/84
Revised 8/12/85, 7/28/86, 1/9/89
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Section 3. BOARD OF TRUSTEES ELECTIONS. The election of members of the Board of
Trustees for Laramie County School District Number One shall be held on the Tuesday next following the
first Monday in November in general election years. Members of the Board of Trustees shall be elected
on a nonpartisan ballot in accordance with the provisions of the Wyoming Election Code and the
Wyoming Education Code.

Candidates are elected by the electorate of the entire school district.

Trustees shall within ten days after receiving natification of their election and before assuming
the duties of their offices, appear before some person qualified to administer oaths and take an oath for

the faithful performance of their duties as required by law.

Legal Reference —W.S. § 21-3-106, 21-3-121, 22-22-101 through 22-22-308

Adopted 6/11/84
Revised 8/12/85, 9/14/87, & 7/1/96
Revised 7/13/98
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Section 4. VACANCIES ON THE BOARD OF TRUSTEES. A vacancy occurring for any cause

on the Board of Trustees shall be filled as prescribed by law.

The Board of Trustees shall fill the vacancy within thirty days by a majority vote of the remaining

members.

Each appointee shall be a resident of the District and shall serve until a successor is elected and

qualified.

Legal Reference — W.S. § 21-3-108, 21-3-109, 22-18-111

Adopted 6/11/84
Revised 7/1/92

Revised 7/13/98
Revised 7/19/06
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Section 5. BOARD OF TRUSTEES OFFICERS AND OFFICIALS. The Board officers shall
be Chairman, Vice Chairman, Clerk, Assistant Clerk, Treasurer, and Assistant Treasurer. They shall
perform the duties of their offices as prescribed by law.

The Chairman shall preside at all meetings of the Board of Trustees when the chair is present.

The Vice Chairman shall preside at all meetings of the Board of Trustees at which the
Chairman is not present.

If neither the Chairman nor Vice Chairman is present at any meeting of the Board, the
members who are present shall elect a temporary Chairman for that meeting.

The Clerk shall provide fiscal reports as required by law; provide copies of reports and papers
as required by law; cause certification of bonds or evidence of debt as required by law; and record all
proceedings of the Board as required by law.

The Assistant Clerk shall perform the duties of the Clerk in the absence of the Clerk.

The Treasurer shall have custody of District moneys as prescribed by law; keep an account of
District expenditures and receipts; and provide District financial statements as required by law.

The Assistant Treasurer shall perform the duties of the Treasurer in the absence of the
Treasurer.

Surety bonds shall be required for the Board of Trustees Treasurer, Clerk, Assistant
Treasurer, Assistant Clerk, and the Superintendent as prescribed by law.

SCHOOL ATTORNEY

The Board of Trustees may appoint a firm of attorneys-at-law to serve as legal, administrative
advisors to the Board and the Superintendent.

The School Attorney may render administrative advice, conduct or assist with District litigation,
and provide specialized service. In the event of a contested case where the assistance of the school
attorney is given to the administration, the school attorney shall not advise the Board in their deliberations

of the case.
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INTERNAL AUDIT
The Board of Trustees may designate an employee, or an outside auditor, to perform and

supervise internal audit procedures.

Legal Reference — W.S. § 16-3-111, 21-3-110, 21-3-111, 21-3-113 through 21-3-119
Cross Reference - Chapter 1V, Section 1, Budget; Chapter IV, Section 13, Audits.

Adopted 6/11/85
Revised 9/14/87
Revised 7/1/92
Revised 7/1/95
Revised 6/28/99
Revised 6/19/06
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Section 6. BOARD OF TRUSTEES MEETINGS.

ORIENTATION OF NEW MEMBERS - ORGANIZATIONAL MEETING

An organizational meeting of the Board of Trustees shall be held at the first regular meeting
after December 1. The meeting shall be called to order by the current Chairman of the Board of Trustees.

The meeting shall include the election of Board officers for the ensuing year.

Additional organizational activities that shall be completed include the adoption of resolutions
regarding: bonding of officers and Superintendent, facsimile signatures, federal programs authorization,
designating depositories, and regular meetings.

An orientation session shall be established by the Board Chairman to familiarize new
members with District policies and procedures and their duties as a member of the Board of Trustees.

REGULAR MEETINGS

The Board shall annually determine the dates of regular meetings to be held as prescribed by
law. At least one meeting must be held each month.

The required notice of meetings shall be provided to members of the Board, the
Superintendent, and official newspapers.

The agenda format shall be established by the Board. Each agenda shall be prepared by the
Superintendent or designee. Members of the Board may submit items to the Superintendent for inclusion
on the agenda prior to its preparation. Members of the public may propose items for inclusion on the
agenda, and the Superintendent shall present such items to the Board for consideration. Items may be
added at the Board meeting by majority Board approval.

A Board meeting packet shall be furnished to each Board member. It shall contain a copy of
the agenda and information of possible interest to the Board. Copies of the meeting agenda shall be
made available to the press and to any others attending the meeting. Copies of the Board meeting
packet may be provided to others as deemed necessary by the Superintendent.

Meetings shall be conducted in accordance with the most current edition of Robert's Rules of

Order, except when changed by these policies or by applicable law.

21



Minutes of each meeting shall be kept. The minutes shall reflect: the time and place of the
meeting; resolutions and elections coming before the meeting; the exact wording of motions and
resolutions presented; the identity of members making, seconding, and voting on motions; a record of
warrants issued, and the nature of all business and actions conducted and taken at the meeting.

SPECIAL MEETINGS

Special meetings of the Board of Trustees may be held as prescribed by law and as
determined appropriate by at least two members of the Board or the Chairman of the Board upon due
notice.

EXECUTIVE SESSIONS

Executive sessions may be held by the Board as prescribed by law.

Action by the Board on matters considered in an executive session shall be taken in an open
meeting. All members of the Board, the Superintendent, and the School District Attorney shall be notified
of executive sessions. The Superintendent and/or the attorney may be excluded as deemed necessary by
the Board. Others may be invited to participate in an executive session as deemed appropriate by the
Board.

Minutes shall be maintained of any executive session. Except for those parts of minutes of an
executive session reflecting a members’ objection to the executive session as being in violation of this
act, minutes and proceedings of executive sessions shall be confidential and produced only in response

to a valid court order.

Legal Reference - W.S. § 16-2-102, 16-4-401 through 16-4-406, 21-3-110, 21-3-111, 21-3-116 through
21-3-120.

Cross Reference - Chapter 1X, Section 1, Public's Right to Know.
Adopted 6/11/84
Revised 8/12/85, 9/14/87

Revised 1/9/89,7/1/92, 7/13/98, 7/12/99, 7/10/00
Revised 7/19/06
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ADMINISTRATIVE REGULATION FOR POLICY CHAPTER Il, SECTION 6, BOARD OF TRUSTEES
MEETINGS

BOARD AGENDA FORMAT

The agenda for each Board meeting shall reflect the priorities for presentation and discussion as
determined by the Superintendent. The first order of business shall be approval of the agenda, followed
by any recognitions, approval of the minutes of the previous meeting(s), and approval of bills and payroll.
Generally, items tabled at a previous meeting shall be considered before any new items.

Items from members of the public will be presented as part of the agenda, and a recommendation for
addressing the item will be submitted by the Superintendent.

Copies of the agenda and Board meeting packet will be prepared for all Board members, the District's
attorney, all members of the Senior Leadership Team/Cabinet, all principals, the CTEA president, and
designated representatives of the Wyoming Tribune Eagle.

A complete packet shall be provided to all named individuals unless confidential information regarding a
student or staff member is included or in the event that copying costs preclude the inclusion of certain
backup materials.

SPECIAL MEETINGS

Notices of special meetings shall be sent to each Board member, the District's attorney, the
Superintendent, members of the Cabinet, and the official newspapers.

Adopted 1/89
Revised 7/12/99
Revised 6/7/10
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EXHIBIT 2

LARAMIE COUNTY SCHOOL DISTRICT NUMBER ONE
Cheyenne, Wyoming

NOTICE OF MEETINGS

Notice of Regular Meetings (to be given immediately after organizational meeting, within one week after
start of first semester and with statement of revenue and expenditures of District):

Notice of School Board Meetings and Availability of Minutes

Notice is hereby given that regular meetings of the Board of Trustees of Laramie County School District
Number One, State of Wyoming, are held at 7 p.m., on the 1% and 3" Mondays of each month in the
Boardroom, Storey Gymnasium, 2811 House Avenue, Cheyenne, Wyoming, and that such meetings are
open to the public.

Notice is also given that official minutes of each regular or special meeting of such Board, including a
record of all official acts and of all warrants issued, are available for inspection by any citizen during
regular office hours, at the office of the Clerk of said District, at the Administration Building, 2810 House
Avenue, Cheyenne, Wyoming.

Chairman, Board of Trustees
Laramie County School District Number One
State of Wyoming
Notice of Change of Time or Place for Regular Meetings (whenever such is desired):
Notice of Change of Time (Place) of Regular Meeting of School Board
Notice is hereby given that the time (place) of the regular meeting of the Board of Trustees of Laramie

County School District Number One, State of Wyoming, will be changed from 7 p.m. on to
m. on to , (Building), (Street), Cheyenne, Wyoming.

Chairman, Board of Trustees
Laramie County School District Number One
State of Wyoming

Notice of Special Meetings (whenever such are required - including organizational meeting):

Notice of Special School Board Meeting
Notice is hereby given that a special meeting of the Board of Trustees of Laramie County School District
Number One, State of Wyoming, will be held at __m. on ,20__, at Room,

Building, Street, Cheyenne, Wyoming, for the purpose of considering and acting on the
following matters:

Chairman, Board of Trustees
Laramie County School District Number One
State of Wyoming

Adopted 1/89

Revised 7/1/93

Revised 12/11/00
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Section 7. BOARD OF TRUSTEES CONFLICTS OF INTEREST. A member of the Board of
Trustees shall disclose his interest in any contract or other matter under consideration with the District.
Annually, Board members shall complete District Form #527, Related Party Disclosure Statement.

A Trustee should not vote on any matter in which he has a conflict of interest even though his
vote may be needed to fulfill the requirements of a quorum for Board action.

A member of the Board of Trustees should not act for the Board in connection with any

contract or other matter in which he has a conflict of interest.

Legal Reference —W.S. § 9-13-106 and16-6-118
Cross Reference - Chapter Il, Section 2, Board of Trustees Powers and Duties; Chapter 1V, Section 6,
Purchasing.

Adopted 6/11/84

Revised 7/1/94
Revised 7/19/06
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Section 8. PUBLIC PARTICIPATION AT BOARD MEETINGS. All meetings of the Board of
Trustees shall be open to the public, except for executive sessions which may be convened as provided
for by law.

The Chairman of the Board of Trustees shall recognize all speakers who identify themselves.
The Chairman may set a reasonable time limit for speakers.

The Chairman may refuse to allow anyone other than Trustees to speak while the Board is
considering official business except when an interim public discussion period has been scheduled on the

agenda for a particular item.

Legal Reference — W.S. S 16-4-403
Cross Reference - Chapter Il, Section 10, Rules of Practice Governing Hearings; Chapter IX, Section 1,
Public's Right to Know.

Adopted 6/11/84
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Section 9. GRIEVANCES. This grievance procedure shall provide for the equitable
settlement of disputes in a timely manner, without the fear of reprisals. Earnest efforts shall be made, by
all parties, to resolve disputes at the lowest level. At all times, the focus shall be on problem solving.

DEFINITIONS
1. Grievance - A dispute arising from interpretation or applications of contract
terms, District policies, and/or regulations.
2. Grievant - Employee, or group of employees, or association representing
employees filing grievance.
3. Assaociation - Association shall mean the group/organization recognized as the
bargaining representative for that employee(s) classification.

4. Class Action Grievances: Grievances directly affecting two or more grievants

shall be filed at Level II.

5. Sexual Harassment Grievances - Sexual harassment grievances shall be filed
at Level Il.
6. Written Grievance - The written grievance shall include the following:
a. A description of the grievance.
b. Time-frame or date.
C. Identity of the party(ies) involved.
d. The provision of Board policy, regulations, or negotiated agreement in
dispute.
e. A suggested remedy.
7. Grievance File - A written record of the grievance kept by the Human

Resources Office. This file shall be separate from the personnel file. The
grievance shall not be referred to in any evaluation or recommendation of the
grievant.

8. Days - Days shall mean contract days for the grievant.

a. The number of days indicated at each level shall be considered a
maximum and every effort shall be made to expedite the process.

b. Days shall mean all calendar days when the grievance is received
either:
1) Within twenty (20) days of the end of the grievant’s contract
year; or
(2) After the end of the grievant’s contract year.
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10.

11.

C. Any time period within this procedure may be modified by mutual
written agreement between the parties involved. A copy of this
agreement shall be provided to all parties.

Time Limits -

a. Filing: The grievance shall be presented within thirty contract days of
the actual knowledge of the dispute.

b. Resolution: At the end of each time limit, the grievance shall
automatically proceed to the next level, if the process has not been
completed.

Representation - An employee may be represented at each level of the

grievance.

Eull Disclosure - All parties agree to provide the appropriate data, as it applies
to the grievance. The District shall release individual(s) and their
representative(s) to attend, at District cost, grievance meetings and hearings.

LEVEL |

Time Limit - Five days to complete after receipt of written grievance. Grievant
presents immediate supervisor with a written grievance. A meeting shall be
held between the grievant and the supervisor, with every effort made to

resolve the grievance by consensus. The outcome of this meeting shall be:

a. Resolution of the grievance; or
b. Immediate elevation to Level II; or
c. Withdrawal of the grievance by the grievant.

A written statement shall be developed and signed by all parties to document
this outcome. Copies of this statement shall be given to all parties involved
and kept in the grievance file.

LEVEL Il
Time Limit - Ten (10) days to complete after receipt of the written statement
elevating to Level Il. Grievant and/or supervisor presents the grievance to the
Superintendent. Within two (2) days, the Superintendent shall inform the

grievant of the District Level Administrator assigned the grievance. A meeting
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shall be held between the grievant, supervisor, and District Level
Administrator with every effort made to resolve the grievance by consensus.

The outcome of this meeting shall be:

a. Resolution of the grievance; or
b. Immediate elevation to Level lll; or
C. Withdrawal of the grievance by the grievant.

A written statement shall be developed and signed by all parties to document
this outcome. Copies of this statement shall be given to all parties involved

and kept in the grievance file.

LEVEL Il
1. Time Limit - Ten (10) days to complete the Board hearing after receipt of the
written statement elevating to Level lll. The grievant and/or Superintendent

present the grievance to the Chairman of the Board of Trustees. A hearing
shall be held to resolve the grievance. The decision shall be rendered by the
action of the Board at the next scheduled Board meeting following the
hearing. Copies of hearing documentation and the written decision shall be

given to all parties involved and kept in the grievance file.

Cross Reference - Chapter I, Section 5, Reporting Noncompliance; Chapter VI, Section 5, Scope of
Negotiations; Chapter VII, Section 8, Special Instructional Programs for Students with Disabilities.

Adopted 9/14/87
Revised 7/1/96
Revised 6/28/99
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Section 10. RULES OF PRACTICE GOVERNING HEARINGS.
FORMAL HEARINGS

All contested cases shall be considered at formal hearings of the Board of Trustees to be held
as prescribed by law. Contested cases are defined as matters for determination of legal rights, duties, or
privileges of a party to be determined by the Board after an opportunity for a hearing.

Hearings of noncontested cases may, at the discretion of the Board, be held in the same
fashion. They may also be held by the Board at a regular or special Board meeting.

An alleged contractual obligation may or may not be a contested matter. It will depend on
whether or not it is required by law (entirely independent of the contract) to be determined by the Board of
Trustees after an opportunity for a hearing.

INFORMAL HEARINGS

Informal hearings held other than under the requirements for a formal hearing may be held.
These informal hearings will give any interested person an opportunity to be heard on a particular matter
and to answer inquiries from Trustees concerning the matter. The informality of this type of hearing is
primarily directed at the introduction of evidence and procedures to be employed.

The listing of the informal hearing on the meeting agenda and distribution of the Board
meeting agenda shall be sufficient notice to interested persons.

The Board's decisions on the matters of an informal hearing shall be reflected in the minutes
of that Board meeting.

PROCEDURES FOR PROVIDING FORMAL HEARINGS

The procedures to be followed in the event of a formal hearing shall be:

1. A request for a hearing to the Board of Trustees on a matter in which an
appeal to the Board is provided for shall be submitted to the Board in writing
and shall refer to the recommendation, notice, or action appealed and its date.
All other requests for a hearing shall state the specific purpose and basis, the
identity of all persons who may be affected by the decision, and the action

desired of the Board.
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All papers filed with the Board of Trustees shall be printed or typewritten on
one side of the paper only. As far as possible, the paper shall be 8% by 11
inches in size. The original and one copy of each paper filed shall be
furnished to the Clerk of the Board of Trustees at the time of filing.

Filing of such papers shall be at the office of the Superintendent of Schools for
Laramie County School District Number One. The office of the
Superintendent is located in the Administration Building. Filing shall be during
regular business hours. The secretary of the Superintendent of Schools shall
serve as the designee of the Clerk of the Board of Trustees for the purpose of
maintaining a docket and files on any contested cases.

Additional pleadings or filings shall not be required. Filing of motions
pertaining to procedures as well as filings of requests for subpoenas,
discovery papers, or other matters authorized by the Rules of Practice
Governing Hearings may also be made in this manner.

Upon receipt of a request for a hearing, the following steps shall be taken:

a. The matter shall be entered on the Board's hearing docket;
b. A number shall be assigned to the case;
C. The record of all preliminary proceedings and actions shall be filed in

the case file and docketed,;
d. All subsequent actions, proceedings, and filings shall be docketed
and maintained in the case file.
The procedures followed shall be in conformance with Rules 4 through 6, 26
through 37, 41 through 46, 59 through 61 and 80 of the Wyoming Rules of
Civil Procedures. The procedures will also be in conformance with the
provisions of the Wyoming Administrative Procedures Act as supplemented by
law and these administrative regulations.
Publication of any required notice shall be made by publishing the notice, at
least once, in a newspaper of general circulation, printed and published in the

District.
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10.

11.

12.

Oaths authorized by law to be administered to the Board of Trustees may be
administered by any member of the Board, a notary public, or a certified court
reporter designated to do so.

Subpoenas authorized by law to be issued by the Board may be issued by the
Chairman, the Clerk, or the person designated by the Board to preside at the
hearing.

The Board of Trustees shall conduct all hearings involving the expulsion of a
student, the suspension of a student for more than ten days. A majority of the
Board shall be present at all times during such hearings.

The Board may designate a hearing officer to conduct such hearings.

For all hearings other than those specified in procedure 9, the hearing may be
presided over by any of those designated by law.

If a hearing is held by a hearing officer, the officer shall make recommended
Findings of Fact, Conclusions of Law, and Decision or Order.

The Board of Trustees shall accept, reject, or modify such recommendations.
It may substitute different Findings of Fact, Conclusions of Law, and Decision
or Order based upon the whole record, except as provided for by law.

The decision in any contested case shall be made by the Board of Trustees.
It shall be made by a majority vote of the Board.

Any Trustee, who has viewed the record, including the transcript, may vote on
the decision whether or not he was present at all times during the hearing.
The Board of Trustees shall make Findings of Fact, Conclusions of Law, and

Decision or Order.

These shall be a final determination of the matter subject only to authorized judicial

review.
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contested cases

1.

PROCEDURES FOR CONDUCTING FORMAL HEARINGS

The following additional guidelines shall be observed during the course of formal hearings of

The District may be represented by the regularly employed School Attorney or by an
attorney specifically employed for that hearing at any formal hearing.

Any other party involved in the formal hearing may appear at the hearing in person or as
represented by counsel. This includes the parent of any involved student.

The counsel or representative of any other party shall meet the requirements set by the
Wyoming Supreme Court relative to representation. That is, the counsel or representative
must be admitted to practice law in one of the states in the United States of America,
currently be in good standing to practice law in that state, or be admitted to practice law
in Wyoming, or be accompanied by a person admitted to practice law in Wyoming at all
stages of the procedure.

The evidence and arguments at formal hearings shall be as follows:

a. The District shall be allowed an opening statement.
b. The other party shall be allowed an opening statement.
C. The District shall present its evidence. Witnesses shall be subject to

cross examination. The cross examination will be open first to the
other party and then to Trustees of the Board.

d. The other party shall present its evidence. Witnesses shall be subject
to cross examination. The cross examination will be open first to the
District and then to Trustees of the Board.

e. The District may present rebuttal evidence. Witnesses shall be
subject to cross examination. The examination will be open first to
the other party and then to Trustees of the Board.

f. The District shall make its closing statement.

g. The other party shall make its closing statement.
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Legal Reference

The Board of Trustees may, in its discretion, present evidence or allow evidence to be
presented in an order other than specified in this section.

A verbatim recording or other record shall be made of all formal hearings. Copies of
transcripts of the proceedings may be obtained from the reporter taking record of the

proceedings. Fees may be charged for the transcripts.

- W.S. §16-3-101, 16-3-102, 16-3-114, 16-3-115

Cross Reference - Chapter |, Section 5, Reporting Noncompliance; and Chapter II, Section 9,

Grievances.

Adopted 6/11/84
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Revised 1/9/89
Revised 7/19/06

Section 11. BOARD OF TRUSTEES POLICY DEVELOPMENT. Policies of the Board of
Trustees chart the courses of action to be taken to accomplish the District's goals and objectives.
Experience derived from their application along with changes which are synonymous with the passage of
time, make a continual reassessment of adopted policies necessary.

The written policies of the Board shall serve as guidelines for the discretionary action of those
to whom it delegates authority. They are a source of information and guidance for all persons who are
interested in and affected by District schools.

Providing for changes in policy including amendments, additions, and deletions is the
responsibility of the Board of Trustees. It is an ongoing process which requires consultation between
Board and administrative staff to assure congruence between policy intent and implementation.

POLICY ADVISORY COMMITTEE

A Policy Advisory Committee shall be activated by October 15.

Final determination as to the adoption of a proposed policy amendment, addition, or deletion
shall be that of the Board of Trustees.

POLICY ADVISORY COMMITTEE OPERATION
The Policy Advisory Committee shall consist of the following membership:
1. The Superintendent;
2. Three certificated employees of the Administrative Cabinet designated by the

Superintendent;

3. Two principals designated by the Cheyenne Administrators Association;

4. Five certificated personnel designated by the Cheyenne Teachers Education
Association;

5. One representative from each of the classified units in the District; and

6. Five parent representatives designated by the District Parent Advisory
Committee.
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The term of service for each member of the Committee shall be one year. However,
members may be designated by their respective organizations to succeed themselves.

The committee shall adopt its own procedural rules.

The Committee may request research assistance and other consultation from any District
employee through the Superintendent.

PROPOSALS FOR POLICY AMENDMENT, DELETION, OR ADDITION

Proposals for policy amendments, deletions, or additions may be made by parents, students,
employees, and other patrons; and they shall be made to the Superintendent, who shall submit them to
the Advisory Committee and advise the Board of Trustees of the proposals.

The Policy Advisory Committee shall research and consider each proposal. It shall determine
whether or not to recommend adoption of the proposal to the Board. The proposal shall be presented to
the Board in written form, titled, and coded in conformance with the Board's system for consideration.

The Board of Trustees or a Trustee may refer a proposal for policy amendment, deletion, or
addition to the Policy Advisory Committee. The Board may also act on the development of any policy,

policy amendment, deletion, or addition without referral to the Policy Advisory Committee.

Legal Reference —W.S. § 16-3-101, 16-3-103, 16-3-104

Adopted 6/11/84
Revised 1/9/89, 7/1/92
Revised 1/12/98
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Revised 7/13/98
Revised 7/10/00
Revised 7/19/06

Section 12. ADOPTION OF BOARD OF TRUSTEES POLICIES. The Board of Trustees
shall act on proposals for policy amendment, deletion, or addition when received from the Policy Advisory
Committee within ninety days after presentation.

Action shall consist of either a rejection of the proposal, an indication of intent to adopt the
proposal, or a modification of the proposal. If the intent is to adopt a proposal, notice of the action shall
be given as required by law.

At a time not sooner than forty-five days after the notice, the Board of Trustees shall adopt,
reject, or modify the proposal at a regular or special meeting of the Board. During the meeting, any
interested person may submit views, arguments, comments, and observations regarding the proposal.

If the proposal is adopted, it shall be filed with the County Clerk to become effective
immediately as provided by law. The effective date may be accelerated in emergency cases as provided
for by law.

Exhibits 3, 4, 5, and 6 show the forms for motion of intended action, notice of intended action,

motion adopting policy or policy change, and certificate of adoption for filing with the County Clerk.

Legal Reference —W.S. § 16-3-101, 16-3-103, 16-3-104

Adopted 6/11/84
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Revised 8/12/85
Revised 7/1/92
Revised 7/19/06

EXHIBIT 3

MOTION

I move that the Board hereby declares its intention to (adopt) (amend) (repeal) Chapter ,

Section of its Policy Manual (if adopt or amend: to read as reflected in Exhibit B

attached hereto and made a part hereof by this reference) (if repeal only: relative to ),

such action to be taken at a (regular) (special) meeting of the Board to be held at m. on

the day of 20 , in the Board meeting room, Storey Gymnasium, 2811

House Avenue, Cheyenne, Wyoming.
Further, that notice of such meeting as set forth in Exhibit A, attached hereto and made a part hereof by this
reference, be published in the Wyoming Tribune Eagle, Cheyenne, Wyoming; and that a copy of such notice be

sent to:

County Clerk, Laramie County

Department of Education, State of Wyoming
Cheyenne Teachers Education Association
Wyoming Education Association, Local #1
Wyoming Public Employees Association

and to any others who request a copy thereof.
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Adopted 6/11/84
Revised 8/12/85

EXHIBIT 4

NOTICE

The Board of Trustees of Laramie County School District Number One, State of Wyoming,

intends to (adopt) (amend) (repeal) Chapter Section of its Policy Manual
relating to such action to be taken at a (regular)
(special) meeting of the Board to be held at m. on the day of

20 ,inthe Board meeting room, Storey Gymnasium, 2811 House Avenue, Cheyenne, Wyoming.

Interested persons may submit data, views, and arguments relative thereto in writing or orally, at
such meeting, and they may submit the same in writing in care of the Superintendent of Schools,
Administration Building, Laramie County School District Number One, 2810 House Avenue, Cheyenne,
Wyoming 82001; in time to be received prior to such meeting. A copy of such Policy Manual as so

changed is available for inspection at said office of the Superintendent.

Chairman, Board of Trustees
Laramie County School District Number One
State of Wyoming
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Adopted 6/11/84

EXHIBIT 5

MOTION

I move the (adoption) (amendment) (repeal) of Chapter , Section , of the
Board'’s Policy Manual (if adoption or amendment: to read as reflected in Exhibit B attached hereto and

made a part hereof by this reference) (if repeal only: relating to

and that the same

be filed in the office of the County Clerk as required by law).
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Adopted 6/11/84

EXHIBIT 6

CERTIFICATE OF ADOPTION FOR FILING
WITH COUNTY CLERK

POLICIES, RULES, AND REGULATIONS
APPROVED BY
THE BOARD OF TRUSTEES
OF
LARAMIE COUNTY SCHOOL DISTRICT NUMBER ONE
STATE OF WYOMING
| certify that the attached is a true and correct copy of the policies of the Board of Trustees of

Laramie County School District Number One relating to Foundations, School Board Governance, General
School Administration, Fiscal Management, Supportive Services, Personnel, Instruction, Students, and
Community and Other Institution Relations, adopted in accordance with W.S. 21-3-110(a), (i) 1999
Edition. These policies supersede all other policies previously filed.

Prior to adoption these policies were made available for public inspection on the day

of 20 , and notices of intended adoption were mailed to all persons requesting

notice of proposed rules.
The attached policies are effective immediately upon filing with the County Clerk.

Signed this day of 20

Superintendent of Schools
Laramie County, State of Wyoming
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Adopted 6/11/84
Section 13. MAINTENANCE OF BOARD OF TRUSTEES POLICY MANUAL. The policies

of Laramie County School District Number One Board of Trustees shall be maintained in book form
known as the Policy Manual.

One copy shall be issued to each Trustee, the School Attorney, the Superintendent, the
President of the Cheyenne Teachers Education Association, and the County Clerk.

Public copies shall be maintained in each appropriate building and the Superintendent's office.
They shall be made available to any District employee, parent, student, or resident for review or use
within the building. The Superintendent may give custody of one or more copies to anyone for a
reasonable length of time at his discretion.

Additional copies may be printed and made available to administrators and others as deemed
necessary by the Superintendent. A record of the location of all policy manuals shall be maintained by
the Superintendent.

The Superintendent shall have the responsibility of keeping these copies of the Policy Manual

current and complete.

Legal Reference —W.S. S 21-3-110
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Adopted 6/11/84
Revised 1/9/89
Revised 7/1/92

Section 14. BOARD OF TRUSTEES APPROVAL OF ADMINISTRATIVE DIRECTIVES.

All directives, regulations, handbooks, or similar documents developed by District personnel

shall be consistent with adopted Board policy.

They shall be available for review by the Board if requested.

Cross Reference - Chapter lll, Section 7, Building Administration, Handbooks; Chapter VIII, Section 11,
Disruptive Student Behavior, Discipline, and Detention.
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Adopted 6/11/84
Section 15. COMPREHENSIVE-SYSTEMATIC ACCOUNTABLE LONG-RANGE PLANNING

PROCESS. Laramie County School District Number One shall use a comprehensive-systematic
accountable long-range planning process. The process shall be used to systematically identify and
resolve critical needs in the following six areas: (1) Administration, (2) Facilities and Equipment, (3)
Community Relations, (4) Human Resources, (5) Program/Curriculum, (6) Prevention of At-Risk Barriers
to Student Achievement, and (7) School Results.

The planning process shall systematically document and demonstrate how student
performance standards adopted by the Board have affected planning for facilities and annual budget
priorities.

The planning process systematically assures that the District and each school within the
District shall assess itself in order to identify strengths, plan and implement improvement; shall comply
with all legal requirements; and shall demonstrate to the public that students are learning in accordance
with locally determined performance standards.

The planning process involves parents, community, and professional staff in implementing and
improving programs which will improve student results.

Student performance results shall be identified, monitored, and reported annually. Results will
be disseminated widely to patrons of the District.

Staff development shall relate to student performance.

The planning process assures that all school operations are in compliance with legal

requirements, federal, state, and local.
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Adopted 3/13/89
Revised 7/1/92
Revised 7/1/95
Revised 4/13/98

Section 16. PUBLIC PETITIONS RECEIVED BY THE BOARD OF TRUSTEES. The Board of
Trustees action will be administered in accordance with W.S. 21-3-110. W.S. 21-3-110 states the
following: Consider every petition presented to the Board and subscribed by at least five (5) citizens of
the school District and take some action on such petition within thirty (30) days after it is received;

provided, that no action shall be required if the precise question presented by the petition has been

considered and acted upon by the Board of Trustees at any meeting held within the current fiscal year.

Legal Reference - W.S. S 21-3-110
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Adopted 7/19/06
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CHAPTER Il

GENERAL SCHOOL ADMINISTRATION

Section 1. DISTRICT MANAGEMENT TEAM. The Board of Trustees supports the concept
and application of team management in the administration of District programs and activities. Members of
the management team shall assist and advise each other in accomplishing the goals specified in their
respective job descriptions to ultimately achieve the goals and objectives of the District.

The Superintendent shall direct District Administrators to provide for communication and input
in the development and management of District programs and activities. Members of the

Superintendent’s Staff shall consist of Administrators appointed by the Superintendent.

Adopted 6/11/84
Revised 1/9/89 & 8/13/90
Revised 6/20/05
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Section 2. ADMINISTRATIVE ORGANIZATION PLAN. The authority of the Board of
Trustees shall be transmitted through the Superintendent, who is the District's executive school officer.
The Superintendent shall be accountable for administering the Board's policies and general management
of the District's operation. The Superintendent shall establish an appropriate organizational structure with
the advice and consent of the Board. The Superintendent shall inform the Board of its specific lines of
authority whenever there is a change.

The lines of authority on the chart represent direction and allocation of authority and
responsibility.

Further specification of supervisory and evaluative responsibility, as well as the functions and
duties of the individuals holding these positions, are maintained in the specific job descriptions, which are

in the District Job Description Manual.

Adopted 6/11/84
Revised 1/9/89
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Section 3. TEMPORARY ADMINISTRATIVE AUTHORITY ARRANGEMENTS. In the
absence of the District Superintendent or the principal of any building, administrative continuity must be
maintained in order to insure that matters requiring administrative attention are promptly resolved.

DISTRICT ARRANGEMENT

The following lines of authority are established:

1. Superintendent

2. Assistant Superintendent of Instruction

3. Assistant Superintendent of Human Resources
4. Assistant Superintendent of Support Operation
5. Director of Instruction

6. Director of Special Services

In the absence of the individual in the first named position, the individual in the second
position shall assume the authority of the Superintendent. In the absence of the individuals in the first
and second named positions, the Superintendent shall designate an individual to assume the authority of
the Superintendent.

Except in cases of emergency, the individual planning an absence which would cause the
assumption of authority by another should notify the other individual.

An acting replacement for any administrator may be appointed by the Superintendent, and
approved by the Board, until a permanent replacement has been employed. Such replacement may be
necessary in the event of the resignation, death, or extended illness of the incumbent. The Board shall
appoint an acting Superintendent in the event of resignation, death, termination, or extended iliness of the
incumbent.

BUILDING ARRANGEMENT

Each secondary principal shall designate either an associate or assistant principal to assume
administrative authority in his absence. If all administrators are to be absent, a teacher shall be
designated to assume administrative authority. An administrator from another building shall be
designated to be contacted by the designated teacher in the event of an emergency or matter requiring

the decision of an administrator.
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Each elementary principal shall designate a certified employee to assume administrative
authority in his absence. Furthermore, when an elementary principal is to be absent from the District for
more than one day, another administrator shall be designated to be contacted by the designee in the
event of an emergency or matter requiring the decision of an administrator.

An acting principal shall be appointed by the Superintendent, and approved by the Board,
when there is a vacancy in a principalship due to resignation, extended illness, or death of the principal.

Such administrator shall serve until a permanent replacement has been employed.

Adopted 6/11/84
Revised 1/9/89 & 7/1/93
Revised 7/1/95

Revised 7/13/98
Revised 6/20/11
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Section 4. CURRICULUM COORDINATION. Curriculum coordinators may be designated by
the Superintendent with the approval of the Board of Trustees. Their duties and responsibilities shall be

specified in the respective job descriptions.

Adopted 6/11/84
Revised 7/28/86 & 1/9/89
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Revised 7/1/95

Section 5. ELEMENTARY SCHOOL TRIAD PLAN. Elementary schools shall be designated
into triads to aid in balancing class size and to coordinate instructional programs as closely as possible.

The goal of the Elementary School Triad Plan shall be to maintain the quality of education
within the financial resources of the District.

The Elementary School Triad Plan shall enter into the assignment of children to attendance

areas.

Cross Reference - Chapter V, Section 11, Student Transportation; Chapter VIII, Section 4, Attendance
Areas.

Adopted 6/11/84

Revised 7/19/06
Revised 6/7/10
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Section 6. SECONDARY SCHOOL DEPARTMENTAL PLAN. Department chairmen may be
appointed by the principal of each secondary school. The appointment of a departmental chairman shall
be considered when the number of teachers and students in an academic area or grouping is such that a
department chairman will accomplish a substantial increase in educational efficiency.

The duties and responsibilities of a department chairman shall be as specified in that job
description.

A department chairman shall not make any formal written evaluation of certificated personnel.

Any certificated employee may be called upon to assist in the improvement of instruction.
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Adopted 6/11/84
Revised 1/9/89

ADMINISTRATIVE REGULATION FOR CHAPTER I, SECTION 6, SECONDARY SCHOOL
DEPARTMENTAL PLAN --

The principal of a secondary school shall determine the administrative structure of the school. The
principal may decide to use department heads as part of the structure or may decide to use an alternative
structure.

The principal may assign duties as appropriate within District policies and contracts. However, a

department chairman shall not be required to make any formal written evaluation of certificated
personnel.

54



Adopted 1/89

Section 7. BUILDING ADMINISTRATION.
PRINCIPALS

A qualified principal shall be appointed by the Superintendent, with the approval of the Board
of Trustees, to each elementary and secondary school within the District. A school may be organized in
more than one building.

Their duties and responsibilities shall be specified in a job description.

Associate and assistant principals shall be appointed by the Superintendent, with the approval
of the Board. Their duties and responsibilities shall be specified in a job description.

BUILDING HANDBOOKS

Each building shall develop, issue, and maintain a staff handbook and a student handbook (or
combination staff and student handbook). The contents shall not conflict in any way with existing policy,
rule, or regulation. It shall describe those schedules and procedural or disciplinary requirements
necessary for the efficient, effective operation of the building. Each building handbook shall be approved
prior to publication by the Superintendent or designee. Each handbook shall be made available to
Trustees upon their request for inspection.

A copy of each building handbook shall be made available to any employee, student, or parent
who is affected by its contents.

BUILDING CDM TEAMS

Decisions to improve school effectiveness and climate provide the best opportunity for
success when they are developed collaboratively. Collaborative decision making teams (CDM teams)
shall be formed at each building.

By September 15, the CTEA faculty representative, with the administration, will be responsible
for calling a building meeting to form the CDM team. Each building staff shall decide the membership to
include a minimum of one (1) representative from each of the following sub-groups:

1. Certificated Staff
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2.

3.

4,

Classified Staff

Administration

Parent and/or Community

Terms of membership and additional members shall be decided at the building level. Specific

sub groups may be convened to address internal concerns. These concerns may be resolved at this

level or recommendations referred to the CDM team.

At the first CDM team meeting of the year, the team shall, by consensus, determine:

1.

2.

3.

4,

5.

Chairman

Frequency of meetings

Method of communication to constituents
Process of developing agenda

Distribution of minutes

The CDM team, by consensus:

1.

2.

Shall help develop and review building policies and procedures;

Shall offer assistance and advice to the administration;

May review and help implement school improvement plans;

Service on the CDM team shall be taken into account by balancing extra
assignments.

Training shall be offered by the district to facilitate implementation of the CDM

process.

Cross Reference - Chapter I, Section 14, Board of Trustees Approval of Administrative Directives;
Chapter VIII, Section 11, Disruptive Student Behavior, Discipline, and Detention.

Adopted 6/11/84
Revised 1/9/89
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Revised 6/28/99
Revised 7/1/13
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CHAPTER IV

FISCAL MANAGEMENT

Section 1. BUDGET. The budget is a legal document which states the operational plan, in
financial terms, for the conduct of all programs within the District. It is the legal basis for the
establishment of tax rates. It shall be prepared, adopted, and used as provided by law.

The fiscal year for the District shall be July 1 through June 30.

The budget officer of the District shall be the Superintendent. The Superintendent may
delegate some of the responsibilities of budget officer to the Assistant Superintendent of Support
Operations or designee.

The budget program system is a combination of personnel, facilities, equipment, supplies, and
services which operate together to improve student performance by accomplishing the goals and
objectives of the District. As required by law, the District's budgeting program system shall conform to the
uniform system established by the Wyoming Department of Education.

1. The funds available for use in District programs.

2.  The use of funds by District programs are shown in Exhibit 8.

BUDGET TIMETABLE

During the first six months of the budget year, the administration shall establish a budget
calendar outlining dates for accomplishment of generating the new budget.

At Board meeting immediately prior to May 15 -----

Superintendent or designee presents preliminary budget to Board, with an estimate of
anticipated revenues and recommendation for proposed expenditures. Board action and updated data
are used to establish a proposed budget.

Summary of proposed budget and notice of budget hearing submitted to officially designated
newspaper for publication at least one week before the hearing.

Board of Trustees holds public hearing on budget no later than the third Wednesday in July

and a copy of the legal notice of hearing is sent to the Wyoming Department of Education and State
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Department of Audit.

On or the day following the public hearing, the Board of Trustees shall, by resolution or
ordinance, make the necessary appropriations and adopt the budget, subject to future amendments,
which shall be in effect for the next fiscal year.

Board of Trustees certifies in writing to the County Commissioners a copy of the budget and
the amount to be raised by tax levy to finance the budget.

Board of Trustees files a copy of the budget with the District budget office, the county clerk,
and the Wyoming Department of Education.

Within six months after the close of the fiscal year -----

An audit shall be conducted by an independent auditor according to the general accepted
auditing standards of all funds.

Audit completed and filed with --

1. Department of Audit
2. County Clerk
3. Wyoming Department of Education

BUDGET PREPARATION

Budget preparation shall emphasize reality and accuracy. Estimates of revenues shall be
based on data from previous budgets, Wyoming Department of Education consultation, the Department of
Revenue, the County Treasurer, the County Assessor, and other appropriate sources.

Estimates of expenditures shall be based on data supplied by principals, department
chairmen, teachers, supervisors, and others who have information on need for human and material
resources necessary to achieve the goals and objectives of the district.

The budget officer shall conduct hearings, consultations, and research as necessary to refine
budget items. The data shall be consolidated into a summary of estimates for all budget items.

TRANSFERS

Transfers of funds within the budget categories shall be made only on approval of the Board of
Trustees. Transfers of budget items within categories may be made by the Superintendent or designee.

Transfers between categories shall be approved by the Board. Major categories are:
Instruction; Instructional Support; Support Services - General Support; Operation of Non-Instructional
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Services; Facilities Acquisition and Construction Services; Other Uses; Cash Reserve.
Transfers from the cash reserve fund shall be made only as authorized by law.
BUDGET INFORMATION SYSTEM
A system shall be maintained for informing District personnel who initiate purchase requests
routinely and punctually about budget allocations, purchase totals, and remaining balances in accounts
pertaining to them. Both those who initiate requests and those who approve them shall be responsible for
planning the use of budgeted funds to maximum advantage in reference to department, building, and
District priorities.
GRANT REQUESTS
All applications for grants for funding shall be authorized by the Board of Trustees or
designee.
FEDERAL GRANTS
Federal grants that allow advance draws shall be drawn as closely as administratively feasible
to the related program expenditures.
It is prohibited for any federal money to be used for partisan political purposes within Laramie

County School District Number One.

Legal Reference — W.S. § 16-4-101 through 16-4-124, 21-2-304, 21-3-125, 21-13-101 through 21-13-721
Adopted 6/11/84

Revised 10/12/87, 7/8/91
Revised 7/1/92, 7/1/95, 8/1/97, 7/19/06, 6/15/09, 5/7/12
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EXHIBIT 7

FUNDS FOR UTILIZATION

General Fund

Special Revenue Funds

Debt Service Funds

Capital Projects Funds

Enterprise Funds

Internal Services Funds

Trust Funds

Agency Funds

General Capital Assets & General Long-Term Liabilities

BALANCE SHEET STRUCTURE

Assets
Liability
Fund Equity

REVENUE

Revenue from Local Sources
Revenue from County Sources
Revenue from State Sources
Revenue from Federal Sources
Other Sources

EXPENSES

Personal Services — Salaries

Personal Services — Employee Benefits
Purchased Services

Supplies and Materials

Capital Outlay

Other Objects

Other Uses of Funds

Adopted 6/11/84
Revised 7/8/91, 7/1/95, 5/7/12
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EXHIBIT 8
UTILIZATION OF FUNDS BY PROGRAM

INSTRUCTION

INSTRUCTIONAL SUPPORT

SUPPORT SERVICES — GENERAL SUPPORT

OPERATION OF NON-INSTRUCTIONAL SERVICES

FACILITIES ACQUISITION & CONSTRUCTION SERVICES

OTHER USES

CASH RESERVE

Any additional State reporting requirements will be handled within these major categories.

Adopted 6/11/84
Revised 7/8/91, 7/1/95, 5/7/12
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Section 2. BOND ISSUES. The bond indebtedness of the District shall not exceed ten
percent of the assessed valuation of the District.

The procedures, purposes, and redemption of bond issues shall be as prescribed by law.

Legal Reference — W.S. § 21-13-701 and 21-13-703 through 21-13-721
Adopted 6/11/84
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Section 3. STUDENT ACTIVITY FUNDS. Student organizations may be established with the
consent of the Superintendent or designee(s).
When a student organization receives or expends funds, the funds shall be administered,
expended, and accounted for under the supervision and direction of the Superintendent or designee.
Separate and complete records shall be maintained for each student organization. The
records, accounts, and funds shall be audited annually as prescribed by law.
PROCEDURES TO ACCOUNT FOR STUDENT ACTIVITY FUNDS
The following procedures shall be used in accounting for student activity funds.
1. Receipts from registration fees, curriculum connected activities, admissions,
and rentals shall be deposited promptly in the authorized depository.
2. The funds for each student organization shall be kept in separate accounts
supervised by the Superintendent or designee.
3. Expenditures for the above listed receipts are to be charged to line items in
the activity fund (agency fund).
4. All disbursements from activity accounts shall be:

a. By check carrying a signature of Board officers, signed with the
authorized facsimile signature plate,

b. By petty cash in accordance with the requirements and limitations for
the petty cash system, supported by an itemized voucher with
attached receipts, or

C. By ACH for credit card payments only.

5. The funds of activity accounts supported by the budget are to be reverted to
the general fund at the end of the fiscal year.

6. The funds of activity accounts not supported by the budget may remain in the
account established for that activity.

7. Activity sponsors shall be routinely and punctually informed of the status of
activity accounts pertaining to them, including expenditure and receipt totals

as well as current balances. Provision shall be made so that year-end
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balances for continuing activities shall be rebudgeted for the following year to
provide continuity and responsible use of funds.

Disbursements from activity accounts shall not be made without signature of
the faculty sponsor and activity/organization treasurer on an activity fund
voucher. Forms to be used as vouchers will be maintained by the Business
Office.

Further specifications regarding accounting procedures for student activity
funds shall be maintained in the office of the Assistant Superintendent of

Support Operations.

Legal Reference —W.S. §16-4-121, 21-3-110
Cross Reference - School Handbook for Activity Funds (available in the Business Office); Chapter VIII,
Section 8, Student Organizations.

Adopted 6/11/84
Revised 10/12/87
Revised 7/1/92
Revised 7/1/95
Revised 7/19/06
Revised 5/7/12
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Section 4. DEPOSITORY OF FUNDS. All revenue received by the District shall be deposited
in an official depository or depositories designated by the Board of Trustees.

The Board shall make these designations for each fiscal year or for other periods if it deems
such action advisable or required.

Each financial institution named as depository shall pledge securities sufficient to secure all

District deposits as prescribed by law.

Legal Reference — W.S. §9-4-806 through 9-4-831

Adopted 6/11/84
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Section 5. PETTY CASH. Petty cash or impressed checking account (referred to as petty
cash) accounts are cash funds of a fixed amount established through an advance of funds to effect
immediate cash payments of relatively small amounts for purchases of supplies or services.

Petty cash accounts shall be established only with the approval of the Board of Trustees.
Petty cash accounts shall be established only when they will provide for necessary and more efficient,
economical accomplishment of District goals and objectives.

The amount of each petty cash account shall be established on the basis of the estimated
monthly payments to be made from the account and the need for replenishment without undue
administrative burden, but shall not exceed $4,000 at the building level.

The administration building accountant's office shall have a $16,000 petty cash checking
account which will be used to fund all petty cash accounts within the District. The accountant responsible
for managing this account shall be bonded.

Payments from a petty cash fund shall be made only on the authorization of the individual to
whom the fund is entrusted. Itemized receipts shall be obtained for each expenditure from a petty cash
fund.

A petty cash fund shall be reimbursed regularly from District funds. Each reimbursement shall
be accompanied by an itemized voucher supported by receipts.

High schools may establish an additional petty cash checking account to pay game officials

with the permission of the Superintendent of designee(s). Limits as established above will apply.

Cross Reference - Chapter IV, Section 6, Purchasing.

Adopted 6/11/84
Revised 7/1/95, 7/1/96, 5/7/12
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Section 6. PURCHASING. All purchases of the District shall be made as prescribed by law.
Purchases shall be marked by fair and open dealing.

No trustee, officer, or employee of the District shall be interested in any way, directly or
indirectly, in the sale of school supplies to the District.

Trustees of the Board and District employees shall not accept personal gifts or entertainment
from any person or entity doing business with the District, except advertising items of nominal value which
are widely distributed. These items shall not exceed $20.

Purchases shall not exceed budget allowances.

ACCEPTANCE OF GIFTS AND DONATIONS

Any person or organization wishing to make a nonsolicited gift other than cash contributions to
the schools of the District or to a particular school in the District shall submit to the appropriate building
and/or program administrator a written statement giving information relative to the nature of the gift or
donation and its proposed use. The District reserves the right to accept or decline the proposed gift or
donation.

At the time of acceptance, there shall be a definite understanding with regard to the use of the
gift, including whether it is intended for the use of one particular school or for all schools in the District.

When the gift or donation has been accepted by the appropriate building and/or program
administrator, it shall become the property of the District, is subject to applicable fixed asset inventory
requirements, and all decisions regarding its maintenance and use shall be made by the District.

To be considered for acceptance, a gift should satisfy the following criteria:

1. Would not imply the endorsement of any particular business, or product, or

any specific political or religious point of view;

2. Would not be in conflict with any provisions of state or local laws and
regulations;

3. Would have a purpose consistent with the goals of the educational program;

4. Would not be inappropriate or harmful to the welfare of the students or staff;

5. Would not result in excessive costs for staff, maintenance, installation,

replacement, or unacceptable continuing costs to the District;
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6. Would not restrict or otherwise limit the school program;
7. Would, if the gift constitutes a piece of equipment, meet the accepted quality,
performance and safety standards;
8. Would become the sole property of the school district and subject to the same
controls and regulations as other school owned property.
PURCHASING AUTHORITY

Approval of the budget is authority to purchase, within the limits of the budget, items in

accordance with established District purchasing procedures.
PURCHASING ACCOUNTABILITY

Responsibility for assuring that all purchases made by the District are necessary and within
budget allowances shall be that of the Superintendent or designee(s).

Assurance shall be in the form of monthly/quarterly reports made to the Board Treasurer.
Reports shall analyze the expenditures for the quarter and shall include information on any special areas
requested by the Board.

Further assurances shall be provided in the form of administrative regulations which outline
the procedures required to carefully scrutinize and justify all purchase requests. These regulations shall
be distributed to all administrators, coordinators, and supervisors and shall be made known to the Board
Treasurer. Records of the enforcement of these administrative procedures shall be kept and the Board
Treasurer shall be advised of enforcement activities.

EMERGENCY PURCHASES

In accordance with the Board of Trustees fiscal management policy, an emergency is defined
as the need to procure materials, equipment, and/or services in order to protect the life, safety, or welfare
of District employees, students, or the community or to preserve the assets of the District.

Emergency procurement will only be granted if the situation or activity clearly meets the
parameters stipulated by the Board of Trustees in its fiscal management policy, as defined above.

Poor planning or unanticipated circumstances which do not threaten life or assets will not
constitute an emergency.

An emergency situation will not universally waive the competitive bid requirements. Based on
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the required time line for a response, as defined by the customer, the Assistant Superintendent of
Support Operations or designee has the right to seek competitive quotes through an abbreviated bid
process.

The Board of Trustees shall retroactively approve emergency purchases where the total value
of the equipment or service exceeds $25,000.

FIXED ASSET INVENTORY SYSTEM

A system shall be maintained by the Superintendent or designee to provide for the continuing
inventory of all District property to conform with recognized standards for fixed assets accounting as well
as a system for supply and warehouse inventory. These records shall be the responsibility of each
building or program administrator whose duty it shall be to complete annually an inventory of the
equipment in his/her school or department on forms provided by the Business Services office.

WAREHOUSE INVENTORY SYSTEM

Every effort shall be made by the Superintendent or designee to minimize the inventory
investment. Purchases of stock items shall not raise inventory value above $500,000 unless specifically
authorized by the Board. A perpetual inventory system which conforms with recognized accounting and
auditing standards shall be maintained.

Warehouse requisitions shall be used in lieu of individual purchase orders for building and
program supply needs for warehouse stocked items.

LOCAL PURCHASE ORDERS

The local purchase order system was designed to expedite payment for local purchases which
meets all of the following eligibility criteria:

1. The purchase does not exceed $1000 in total amount. The purchase may not
be divided into smaller amounts in order to circumvent these criteria. Local
purchase orders over $1,000 shall require the written approval of the
Superintendent or designee.

2. The purchase is not an ongoing, periodic, or anticipated payment or purchase
such as a membership, subscription or service agreement.

3. The payment is to a local vendor, determined by the vendor address reflecting

a Laramie County Zip Code.
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In the event that the purchase does not meet at least one or more of the above criteria, the
regular purchase procedures shall be followed. The only exception is provided when the purchase or
payment requires confidentiality to prevent circulation of warrants and attachments which may violate the
protected interests of students or District personnel. This use of the Local Purchase Order shall require
the approval of the Superintendent or designee.

Local purchase order books shall be in the possession of supervisors or designee(s) who will
be authorizing purchases. A listing by position shall be maintained in the Business Office detailing to
whom the books have been issued and those employee positions authorized to approve local purchase
orders.

When needed, a subordinate shall request the book from the supervisor stating the need for
the purchase and receive at that time a verbal approval for the purchase. Upon completion of the
purchase, the book shall be returned to the supervisor who shall sign approval and retain the book. The
appropriate copy must be forwarded to the purchasing office for their review and concurrence.

Local purchase order books shall be kept in a secured place and used judiciously.

Capital outlay equipment shall not be purchased under a local purchase order, however,
consultant services or other purchased services may be paid following the provision of services when
social security numbers and other appropriate tax identification have been received.

At no time shall an employee sign a local purchase order in more than one place on the order.
The employee shall not sign for the vendor. Supervisors who are signing for services or supplies and
equipment that they themselves have received shall sign as the employee on the local purchase order
and forward to their supervisor for approval.

The local purchase order system shall not be used to circumvent state statutes or established
District purchasing procedures.

LOCAL PURCHASE PREFERENCE

Preference in purchases made through established District procedures may be given to
materials, supplies, equipment, and services which are provided, manufactured, supplied, or grown in
Wyoming to that of equal quality offered by competitors outside of the state. When the manufacturer
establishes the selling price, a local vendor will be given preference. A maximum five percent differential

may be allowed.
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PROCEDURES FOR PROCESSING PURCHASE REQUESTS

The following procedures shall be used in processing purchase requests:

1.

Requisitions for purchases shall originate with the person(s) responsible for the use
of the services, supplies, materials, or equipment requested. Requisitions shall be
electronic unless the department or school does not have the appropriate computer
access.

Each requisition shall have a reference to the budget item from which it is to be
paid.

The requisition shall be submitted to the supervisor of the individual making the
request for approval or disapproval.

If approved, the requisition shall be submitted to the office of the purchasing agent.
Blanket electronic signature approvals are obtained from each building or
department administrator.

The purchasing agent shall determine if the request conforms to requirements of
the law and is in proper form. If specifications are desired for the purchase, the
purchasing agent shall cooperatively prepare the specifications with the individual
making the requisition and the appropriate District personnel with input from
vendors and manufacturers as required. Competition is a primary consideration in
the specification development process.

If the transaction does not require bidding, the purchasing agent shall prepare the
purchase order.

If the transaction does require bidding, the Assistant Superintendent of Support
Operations or designee shall follow those procedures as specified in policy.

The District administrator of Business Services shall review regular purchase
requests and local purchase orders for compliance with state statutes and Board
policy. He shall review any purchase or request to purchase that he deems may be

inappropriate with the Assistant Superintendent of Support Operations. The
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10.

11.

12.

13.

14.

Assistant Superintendent of Support Operations may deny the purchase request if
an impropriety exists. In the event that the transaction has already taken place, as
on a local purchase order, the Assistant Superintendent of Support Operations shall
order the transaction reversed. If it is not possible to reverse the transaction, a letter
of reprimand shall be placed in the permanent personnel file of the supervisor who
authorized the purchase. Two letters of reprimand in any one fiscal year shall be
deemed cause to terminate the purchasing authority of the supervisor for the
remainder of that fiscal year. Whenever the Superintendent or Assistant
Superintendent of Support Operations deems a purchase, either local purchase
order or a request to purchase is atypical, the matter shall be reviewed with the
Board.

The purchasing officer shall order the merchandise or service from the vendor once
approved. Considerations as specified in policy relative to local purchase
preference shall be applied.

After the merchandise is received or the service is performed, as well as the
itemized invoice and signed voucher received from the vendor, the Board shall
approve or disapprove payment. Forms to be used for vouchers will be maintained
by the Business Office. Normally, Board approval shall be requested by presenting
a list of purchases, identified by purchase order number to the Board at monthly
intervals.

All documents relative to purchase orders presented to the Board for approval shall
be available in the Business Office for review by Trustees.

For services received such as travel voucher, the voucher must be signed by the
person performing the service.

If payment is approved by the Board, checks or warrants for payment shall be
prepared for signature. After signatures are obtained, payment shall be made. One
of the keys for the facsimile signature machine shall be maintained under the
exclusive control of the Board Treasurer.

The Assistant Superintendent of Support Operations shall insure that information
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relative to approval or disapproval of purchase requests is transmitted to the
person(s) initiating such requests.
PROFESSIONAL SERVICE SOLICITATION

Selection of a provider for all professional services costing in the excess of $10,000 shall be
accomplished by the use of a competitive selection process. Professional services include, but are not
limited to, architects, auditors, accountants, attorneys, consultants, engineers, financial advisers, lecturers,
underwriters, etc. Professional services are not to be confused with purchased services which include but
are not limited to custodial, maintenance, mechanical repair, grounds care, snow removal, etc. Purchased
services are acquired through the Invitation for Bid (IFB) process.

Procedures will be established to insure uniform application of this competitive selection
process for professional services.

All selections will be presented to the Board for approval. Any and all exceptions to this
competitive selection process will be allowed only with the approval of the Board.

BIDDING

All District purchases in which the cost is anticipated to exceed $10,000 shall require informal
competitive bidding. Purchases in which the anticipated cost is over $25,000 shall require competitive
bidding with formal notice and publication in accordance with Wyoming Statutes.

The District shall obtain competitive quotations or bids whenever possible with the
understanding that there is patented, sole source or emergency items or services which will not always
lend themselves to such processes. Negotiated pricing may be accepted in lieu of formal bid pricing when
duly authorized by action of the Board of Trustees.

Purchases not exceeding $10,000 shall be distributed equitably among qualified vendors or
may be bid at the discretion of the purchasing officer and shall follow established procedures.

BIDDING PROCEDURES
The following information shall be used for District purchases which require bidding:
1. Definitions.
a. Capital Outlay - an expenditure for land or existing buildings,
improvement of grounds, construction of buildings, additions or

remodeling of buildings, initial or additional equipment, and
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3.

replacement of equipment.

Purchased services and supplies - amounts paid for services rendered
by individuals not on District payroll.

Supplies - purchase of expendable items.

Informal bids - competitive price quotes or bids solicited by phone,
letter, or other informal process, with an estimated value of $10,000 to
$25,000.

Formal bids - competitive bids received as a result of a formal legal

advertisement with the approval of the Board of Trustees.

Prebidding Criteria.

a.

Budgeted expenditures:

(1) All investigations necessary to complete the proposal must be
conducted and reduced to writing.

(2) The necessary specifications must be drafted.

3) Cost estimate must be developed, including information
comparing budgeted amount and estimated cost.

4) Approval of the Superintendent or designee must be obtained

before calling for bids.

Bidding Criteria.

a.

Expenditures under $10,000 - items may be purchased following
routine purchasing procedures.

Expenditures $10,000 to $25,000 - solicit at least three informal bids
and document the process. Telephone quotes must be sufficiently
documented to insure the lowest and best bid has been obtained and
approved by the purchasing officer. Facsimile bids will be allowed as
determined appropriate by the purchasing agent.

Expenditures over $25,000 - solicit a minimum of three formal bids in
accordance with Wyoming Statutes with approval of the Board of
Trustees, and required notices published. Facsimile bids will not be

allowed.
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4.

Formal Bidding Procedures.

a.

Invitation to bid shall be disseminated to all potential bidders as
determined by the Assistant Superintendent of Support Operations or
designee. The dissemination shall be in consideration of purchasing
bidder lists and bidder application files, past experience, knowledge of
potential suppliers, characteristics of the product or services desired,
and the number of able and interested suppliers. The competitive
process shall be maximized to insure best value for the District's
expenditure.

The invitation to bid shall reflect that the District reserves the right to
reject any and all bids and to waive irregularities and informalities in
the bidding.

A performance bond shall be required for construction repairs,
additions, or improvements estimated to cost over $7,500. Bid
specifications shall state this requirement.

Bid specifications and instructions shall be clear, complete, and
conducive to competitive bidding.

Adequate time of at least ten days shall be provided between the
distribution of bid specifications and the bid opening time.

The five percent preference to local bidders shall be calculated as
follows: if an out-of-state firm submits the low bid, the amount
submitted by the out-of-state firm may be multiplied by not more than
five percent for comparison to amounts submitted by resident bidders.
Prompt pay and other discounts offered will be taken into
consideration and deduction made prior to application of the
preferential rate or percentage.

A successful resident bidder shall not subcontract more than twenty

percent of the work covered by his contract to nonresident
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contractors.

h. Preference of ten percent will be applied for any printing done within
the state of Wyoming provided the printer either owns, operates,
and/or maintains an establishment that does at least seventy-five
percent of the printing on the premises. The preferential rate will be
applied after deduction of any discounts offered.

i. Non-Wyoming laborers may be used on construction, reconstruction,
improvement, enlargement, alteration, or repair projects only when
Wyoming laborers are not available for such employment within the
state or are not qualified to perform the work involved.

j- Davis-Bacon bid compliance - when Laramie County School District
Number One uses federal funds, either partially or in whole, to pay for
contracted goods or services, the provisions of the Davis-Bacon Act
(PL74-403, 40 USC 276A-276A-7) as amended, and as
supplemented by Department of Labor regulations (29 CFR, Part 5),
shall apply. The project manual for the U. S. Department of Labor
General Wage Determination and Additional Requirements (i.e.,
submission of payroll, etc.) will be used as a reference guide. The
primary contractor and all subcontractors shall comply with the same
statutes and provisions and shall so stipulate in any agreement or
contract with them.

Acceptance of Bids.

a. Sealed bids shall be opened at a specified time, date, and place.

b. After the bids have been opened and tabulated, they shall be
available to those interested to copy or study. They shall not,
however, be removed from the Business Office.

C. The amount of the bids shall be furnished to the Board of Trustees
with a recommendation by the Superintendent or designee relative to

selection.
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d. The Board shall select the bidder to receive the award, basing
selection on the lowest bid (residential differential applied)
considering quality, service, conformance to specifications, and

delivery terms. The Board may also reject all bids.

6. Acceptance of Competitive Sealed Proposals.
a. Sealed proposals shall be accepted until a specified date, time, and
place.
b. Proposals will be opened and evaluated based upon criteria

contained within the proposal. They shall not be available to those
interested to copy or study prior to award by the Board of Trustees.
C. The proposed criteria and supporting documentation regarding the
proposals shall be furnished to the Board of Trustees with a
recommendation by the Superintendent or designee relative to
selection.
d. The Board shall select the proposal to receive the award, basing

selection on the proposal criteria. The Board may also reject all

proposals.
7. Emergency or special need expenditures:
a. The emergency or special need shall be presented to the

Superintendent with documentation and a proposed source of funds.
The item(s) which were budgeted for and which will be deleted must
be identified.

b. The emergency or special need will be presented to the Board as an
agenda item requesting special approval for the new item(s). Subject
to approval by the Board, the procedures specified above in the
section on Budget Expenditures shall then be followed.

REQUIREMENTS FOR MATERIAL SAFETY DATA SHEETS
All items or products purchased other than those specifically exempt by the United States

Department of Occupational Safety and Health (OSHA) or can be classified as an article as defined by
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OSHA will, at the time of delivery or during the purchase process, have attached an MSDA (Material
Safety Data Sheet) for evaluation.
All items identified by the Assistant Superintendent of Support Operations or designee as
potentially hazardous or which may incur increased disposal costs must be accompanied by MSDS.
Based upon recommendations, the Director of Support Operations or designee shall have the
authority to deny the purchase of items identified as potentially hazardous or which will incur increased

disposal costs.

Legal Reference — W.S. §16-4-119, 16-4-120, 16-6-202, 16-6-203, 21-3-110, 21-3-111, 21-3-113, 21-3-
118, 21-3-125

Adopted 6/11/84

Revised 7/11/88, 7/8/91, 7/1/92
Revised 7/1/95, 8/1/97, 7/13/98
Revised 6/28/99

Revised 7/10/00

Revised 7/19/06

Revised 6/7/10

Revised 5/7/12

Revised 7/1/13

78



ADMINISTRATIVE REGULATION FOR POLICY CHAPTER 1V, SECTION 6, PROFESSIONAL
SERVICE SOLICITATION —

PROFESSIONAL SERVICE SOLICITATION PROCEDURES

Following is a general outline of the procedures employed by Laramie County School District Number
One for the procurement of professional services (architects, engineers, etc.).

1. Fees under $2,500

A. A firm with expertise in the appropriate design area will be selected.

B. A fee quote will be requested and approved or negotiated, if required.

C. Work on this size of project will be passed around to qualified interested firms
with an emphasis on keeping the work local.

2. Fees ranging from $2,500 to less than $10,000
A. A minimum of three informal proposals will be obtained, if possible.
B. Proposal requests will be evaluated on the basis of:
1) Successful experience on similar projects
2) Qualifications of key personnel
3) Qualifications of consultants
4) Appropriate fee amount or range (if requested)
5) Professional liability insurance coverage
6) References
7) Firm’s present workload

C. A committee of three or more individuals will review the proposals and rank the
top three firms.

D. The fee amount will be approved or negotiated if required, based on defining the
services required for the exact scope of the project with the top ranked
professional.

E. If a fee cannot be agreed upon, the District will negotiate with the next highest
ranked firm.

3. Fees $10,000 and above

A. A request for proposals shall be sent to potential professionals. The request
shall outline the project and state specific information required in the proposal.

B. If professionals are available within the Laramie County area, all appropriate
professionals will be invited to submit proposal requests.

C. If it is determined by the Superintendent or designee that an adequate number of

professionals do not exist in Laramie County to provide a selection which is in the
best interest of the owner, professionals outside Laramie County may be solicited
by legal advertisements or other means necessary to acquire qualified
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professional proposals.

D. Proposals shall be submitted prior to an exact time and date established in the
request for proposals to be considered.

E. Proposal requests will be evaluated by a committee of no fewer than four people.
Proposals will be evaluated and selections made for professionals to be
interviewed.

F. Proposals shall include information pertinent to the selection process, and as

appropriate, shall be evaluated on the basis of:

1) Successful experience on similar projects
2) Qualifications of key personnel

3) Quialifications of consultants

4) Prior work with consulting team

5) Professional liability coverage

6) References

7 Fees

8) Ability to meet project schedule

9) Size of firm

10) Location of firm

11) Firm’s present workload

12) Amount of prior work with the District
13) Quiality of prior work with the District

G. Finalists shall be interviewed by a committee of no fewer than four people.
H. Additional information may be requested of finalists including:
1) Additional information on past projects
2) Additional information on key personnel to be used on the project
3) The design approach for the project fees

l. The committee shall numerically rank all firms interviewed.

J. The fee will be approved or negotiated if required, based upon defining the
services required for the exact scope of the project with the top-ranked
professional.

K. If a fee cannot be agreed upon, the District will negotiate with the next highest
ranked firm.

On projects where fees range from $10,000 to $50,000 the committee may choose not to
have an interview session and rank professionals directly from the proposals submitted.

On projects where fees are in excess of $500,000, the committee may choose to have a
design competition with the top-ranked professionals as a portion of the selection criteria.

The outline above is general in nature. Updating and refining of the procedure is an
ongoing process. Should the Planning and Construction Office determine that it is
necessary to make significant revisions; a formal approval by the Board of Trustees will
be requested.
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Adopted 7/1/95

Section 7. FINANCIAL RECORDS MANAGEMENT. The Superintendent or designee shall
establish and maintain an adequate financial records management system to insure proper status of
financial or obligatory documents.

Accounts payable, purchasing, petty cash transactions, warrants, and local purchase orders
shall be maintained according to retention schedule as directed by the Wyoming School Records Manual.

Financial obligations, informal and formal bidding, as well as accompanying documentation,
and contracts for expenditures shall be maintained according to retention schedule as directed by the
Wyoming School Records Manual.

Final retirement of contracts shall be the responsibility of the Superintendent or designee with
the approval of the Board.

The Superintendent or designee shall be authorized to sign appropriate school business

applications and school reporting documents on behalf of the Board for normal school business activities.

Adopted 6/11/84
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Revised 7/8/91 & 7/1/95

Section 8. STUDENT PURCHASES. When students or their parents are expected to
purchase goods or services for school-related activities, District personnel may not compel the selection
of a particular brand, trademark, or vendor.

In certain activities, District personnel may make reasonable requests in terms of design,

quality, or color.

Cross Reference - Chapter 1V, Section 6, Purchasing.

Adopted 6/11/84
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Section 9. UNPAID WARRANTS. On the first Monday of April in each year, the Board of
Trustees Treasurer shall cancel all unpaid warrants which have been issued for a period exceeding
twelve months. The Treasurer shall certify these warrants to the Board.

The Superintendent or designee shall publish a list of the unpaid warrants as prescribed by law.

Legal Reference - W.S. S 21-13-103
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Adopted 6/11/84
Revised 10/12/87 & 7/1/95

Section 10. PAYROLL. The salary amount for all District personnel shall be determined
through negotiated agreements between the Board of Trustees and recognized negotiated
representatives for each employee unit within the District.

The payday schedules shall be as specified in negotiated personnel agreements.

Deductions from the earnings of an employee shall be made only for FICA, withholding
income tax, retirement, District-sponsored insurance programs, obligations owed to the District,
professional organization dues, tax-deferred annuities, or for payments to organizations recognized by
the District as negotiating agent for a unit of its employees or its affiliates. Other deductions from
personnel payroll shall be approved by the Board.

Deductions for tax-deferred annuities and for payments to organizations recognized by the
District as negotiating agents shall be made only on written request by the employee on proper forms
available from the office of Human Resources.

Direct deposit of payroll to employees' bank accounts shall be made by the District only on

written request by the employee on proper forms available from the office of Human Resources.

Cross Reference - Chapter VI, Section 3, Professional and Classified Staff Contracts; Chapter VI,
Section 7, Outside Employment of District Personnel; Chapter VI, Section 14, Salary and Fringe Benefits;

Chapter VI, Section 17, Retirement.

Adopted 6/11/84

84



Revised 10/12/87

Section 11. EXPENSE REIMBURSEMENT. Reimbursement for expenses incurred by
members of the Board of Trustees or by District employees while performing duties specified in the
District job descriptions shall be made in accordance with applicable state and federal regulations and as
approved by the Board.

TRAVEL REIMBURSEMENTS

Reimbursement for travel expenses incurred by Trustees or District employees shall be made
only as provided for in the approved annual budget. In all instances, travel reimbursement to Trustees
and District personnel shall be for expenses deemed absolutely necessary. Reimbursement for mileage
shall be based on current IRS guidelines.

Travel by Trustees or by District personnel shall have the correct prior authorization in order to
claim reimbursement. Trustees and the Superintendent shall have the approval of the Board. District
personnel shall have the approval of the Superintendent or designee.

1. In-District Mileage: Reimbursement for in-District travel required of personnel
shall be reported through procedures established in the Business Office under
the supervision of the Superintendent or designee.

2. Travel by Trustees: Reimbursement for actual expenses for travel and for
attendance at county, state, or national meetings shall be allowed for
Trustees with the submission of itemized receipts and voucher.

3. Travel by Administrators: Reimbursement for travel and for attendance at
professional development/educational meetings shall be allowed to
administrators as specified in Administrative Regulation - District Travel
Guidelines developed and maintained in the Business Office.

4. Travel by Teachers (Professional Leave): Reimbursement for travel by
teachers shall be as specified in Professional Leave Guidelines provided for
in negotiated agreement between the Board of Trustees and the Cheyenne

Teachers Education Association. The Professional Leave Guidelines are
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located in the office of the Director of Instruction and in all buildings.

5. Travel by Administrators or Teachers on School Business: Reimbursement for
travel by administrators or teachers as requested by their supervisor for
purposes of school business shall be as specified in Administrative
Regulation - District Travel Guidelines developed and maintained in the
Business Office.

6. Federal Program Travel: Reimbursement for travel by District personnel
involved in federal programs shall be as specified in Federal Program Travel
Guidelines located in the Division of Instruction.

7. Student Activity Travel: Reimbursement for travel by District personnel acting
as sponsors for student activities shall be as specified in the Laramie County
School District Number One Activities Handbook.

EDUCATIONAL REIMBURSEMENT

Reimbursement for educational expenses incurred by personnel in classified units shall be as
specified in guidelines developed as provided for in negotiated agreements between the Board of
Trustees and the recognized representatives of the paraprofessionals, technical and support services,
transportation unit, nutrition services, and custodial unit.

REFRESHMENTS REIMBURSEMENT

Expenditures for group refreshments for employee or guest consumption for school-related
functions shall be made only on written administrator approval, which shall be included with the request
for reimbursement. Public funds may not be used for personal gain.
Legal Reference — W.S. §9-3-102, 16-4-124, 21-3-111
Cross Reference - Chapter 1V, Section 6, Purchasing; Chapter VII, Section 12, Educational Field Trips;
Professional Leave Guidelines (available in each principal's office and in the Division of Instruction);
Federal Travel Guidelines (available in the Division of Instruction).
Adopted 6/11/84
Revised 10/12/87, 7/8/91
Revised 7/1/92 & 7/1/95
Revised 7/10/00
Revised 7/01/02

Revised 7/07/03
Revised 6/20/05
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Revised 5/7/12

ADMINISTRATIVE REGULATION FOR POLICY CHAPTER 1V, SECTION 11 - EXPENSE
REIMBURSEMENT -- PAYMENT FOR MEALS PARTAKEN WITHIN DISTRICT BOUNDARIES --

The District will pay the full expense of a meal when it is determined that the meal was an
integral part of a meeting or when it is judged that to adjourn for a meal would cause an
undesirable interruption to a meeting.

The determination of the need for the District meal shall be the responsibility of the
Superintendent of Schools or his designee. The administrator in charge of the meeting
shall advise the business office in writing, if approval for the meal has been obtained.

The cost of the meals charged within the District boundaries or on trips of one day or less
duration shall be added to the pay records of the employee as additional income. (See
Internal Revenue Code 162(a)).

Adopted 11/17/87

Revised 7/18/07
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ADMINISTRATIVE REGULATION FOR POLICY CHAPTER IV, SECTION 11 - DISTRICT TRAVEL

GUIDELINES--

1.

In-District Travel: Employees traveling in the District are reminded that no mileage may
be claimed for travel to and from work.

Reimbursable travel is travel that is authorized and essential to the business of the
District. Reimbursement for in-District mileage will be based on that rate established by
IRS guidelines.

Persons not authorized for a monthly travel allowance must submit a record of trips and
use appropriate Laramie County School District Number One mileage grids. If mileage
grids are not available, odometer readings must be submitted. These readings are to be
attached to a local purchase order and presented to the District Accounts Payable Office
at the convenience of the employee. All reimbursement requests for the fiscal year must
be in Accounts Payable by June 1.

Out-of-District Travel: Mode of Transportation: When common carrier is used, the
District may pay for the economy fare ticket in advance of the trip. An official fare receipt
must be returned to Accounts Payable following the trip for verification and/or
reimbursement if the ticket was not paid for in advance.

Transportation may be chartered or contracted when approved by the Superintendent or
designee. Justification shall be provided at the time of the request.

If District vehicles are not available, private passenger vehicles may be used and will be
reimbursed based on the rate established by IRS guidelines. Mileage shall be calculated
on the basis of map mileage. Payment shall not exceed the cost of economy air fare
when destination can be served by air (documentation shall be submitted to support the
least cost alternative).

When travelers are sharing the use of a privately owned vehicle in lieu of a common
carrier, reimbursement is allowable only once. When the traveler elects, for personal
preference, to use a privately owned vehicle in lieu of a common carrier, reimbursement
for mileage and related costs may not exceed the amount charged for the most
commonly used public carrier (e.g., economy airfare), plus applicable ground
transportation expense to the authorized destination.

Lodging, meals, and miscellaneous allowances will be allowed only for the time that
would have been required to make the trip by the most common public carrier
(documentation shall be submitted to support the least cost alternative).

Any extra working days necessary for making the trip by privately owned vehicle over the
number of days required to make the trip by common carrier will be charged to annual
leave or other leave as determined by the supervisor.

Necessary costs for parking fees, toll fees, taxi, and limousine fees will be reimbursed
with a proper receipt. If receipt cannot be obtained, costs may be listed and sworn as
true by the employee. Reimbursements shall be limited to the least cost alternative.

Mileage: Mileage claimed should be map miles or the odometer readings authorized by

88



supervisor for the most direct route. For points traveled off main highways where
mileage is not shown on the map, permission may be given by the Superintendent or
designee for reimbursement for any additional side trips or terminal mileage (travel within
a community) by using odometer readings. Reimbursement for District mileage will be
based on that rate established by IRS guidelines.

Toll Roads: Travel via toll roads can be a safer and faster means of travel and therefore
is an acceptable expense, upon approval of supervisor and presentation of required
receipts.

Rental or Lease Car: Use of a rental or lease car may be authorized by the approving
authority when it is essential to conduct Laramie County School District Number One
business. Only one vehicle may be rented when two or more employees from the same
department or school are attending the same conference or meeting. An employee
traveling alone is restricted to an intermediate or smaller car (economy or compact).
Exceptions to these restrictions may be approved by the Superintendent or designee in
special situations such as unavailability of that specific size car or if the vehicles are
needed to transport attendees.

Employee Meals and Lodging Allowances: Employees authorized to travel on official
business that extends beyond one day or is to a location more than 50 miles from their
official domicile shall be entitled to either per diem allowances or reimbursement of actual
lodging and meal expenses with approval of their supervisor.

Employee Lodging: Lodging will be reimbursed with receipts listing the actual expenses
incurred. Additional internal controls to regulate lodging reimbursements in accordance
with IRS regulations can be put in place by the Business Services department.

Employee Meal Per Diem: A standard per diem meal amount allowed per government
rate is allowed plus actual costs for lodging. For partial-day travel, either arriving at your
destination or returning home, a 75 percent allowance of the per diem will be allowed.
Some locations in the United States are designated as high-cost areas, qualifying for
higher standard meal allowances. Locations qualifying for higher rates are listed in
Appendix A of the Internal Revenue Service Publication #1542 or at
www.gsa.gov/perdiem and must be authorized by a supervisor. If you travel to more than
one location in one day, use the rate in effect for the area where you stop for sleep or rest
and use the standard rate allowed per government rate on your return day of travel.

Per diem for one day travel (no overnight stay) will be processed as a benefit through
payroll.

Employee Registration Fees: Registration fees may be paid in advance.

Student Travel: Student travel for activities and field trips is governed by regulations set
forth in the Laramie County School District Number One Activity Handbook.

Required Receipts: Receipts for lodging (actual expense basis) and incidental expenses
are to be furnished and attached to the purchase order. Receipts are required when
using a District credit card (with actual expense basis or per diem basis). Receipts are
not required for meals (per diem basis) unless the cost exceeds the government rate per
day, inclusive of tax and tip allowance not to exceed 15 percent.

Non-Employee Travel: Travel for non-employees (i.e., consultants, etc.) is dictated by the
contract agreement related specifically to that non-employee.
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Adopted 6/11/84
Revised 7/28/86, 7/8/91, 7/1/92, 7/1/95, 7/10/00, 7/07/03, 7/19/06, 7/18/07, 6/7/10, 5/7/12, 7/1/13

Section 12. DISTRICT CREDIT CARDS. The Board of Trustees may authorize the acquisition
of credit cards for gasoline/oil purchases, telephone, automobile rental, or limited District use only.

District credit cards shall be maintained by the Superintendent or designee to be issued through
procedures developed and maintained in Administrative Offices.

Credit card purchases shall be substantiated by itemized receipts attached to the credit card
receipts obtained by the individual to whom the card is issued and by voucher certification.

Payment for credit card purchases shall be made on or before the balance due date.

In the event a District issued credit card is lost or stolen, the employee shall notify the
Superintendent or designee by telephone immediately. The Superintendent or designee shall notify the
company honoring the card.

Final responsibility for judicious use of District issued credit cards rests with the individual to
whom the card is entrusted. Criminal prosecution procedures may be initiated for misuse of credit cards.

PURCHASING CREDIT CARDS

The Board of Trustees may authorize the acquisition and use of purchasing credit cards for all
appropriate goods, services, and supplies.

Purchasing credit cards shall be maintained by the Superintendent or his designee to be issued
through procedures developed and maintained in administrative offices.

Purchasing credit card purchases shall be substantiated by itemized receipts attached to the
credit card receipts obtained by the individual to whom the card is issued and by supervisor verification.

Payment for purchasing credit card purchases shall be made on or before the balance due date.

In the event a purchasing credit card is lost or stolen, the employee shall immediately notify the
issuing bank and the school or department administrator.

Final responsibility for judicious use of purchasing credit cards rests with the individual to whom
the card is entrusted. Any violation of this policy will be investigated and could result in termination and/or
criminal prosecution. Human error and patterns of chronic abuse will be taken into consideration.

Adopted 6/11/84
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Revised 10/12/87, 7/1/92, 7/1/95
Revised 7/2/01
Revised 7/19/06

ADMINISTRATIVE REGULATION FOR CHAPTER IV, SECTION 12 (PURCHASE CREDIT CARDS)

The Purchasing Cardholder is responsible for:

. Understanding the Purchasing Card Program.

. Signing a cardholder agreement.

. Making tax-exempt purchase(s).

. Keeping itemized receipts and sales invoices.

. Verifying that you have received the item(s), returns, and disputes.
. Following the rules of your school/department.

. Any charges not authorized by the school/department administrator.

Conditions of use:

The Purchasing Card is issued in your name and ONLY you are authorized to use it. No personal
charges are ever authorized.

The total value of a transaction shall not exceed your single purchase limit as stipulated in writing by your
administrator. A purchase will not be split into multiple transactions to stay within the single purchase
limit.

Itemized receipts are essential. Request merchants to give detailed description of goods, not just
“miscellaneous”. Save the cash reqgister receipt. Standard payment policies require retention of
itemized receipts and other documentation. As with any credit/charge card, you must retain itemized
sales slips, itemized cash register receipts, itemized invoices, itemized order forms, and itemized
receiving documents. If a vendor provides a packing list, but not an invoice, write the missing information
on the packing list. Also write “Only Receipt Available” on the packing list. If an itemized receipt is
missing, immediately contact the vendor and ask them to provide a detailed receipt, credit memo, or an
adequate substitute. If they can only fax you a copy, please remember to certify and sign it as valid and
as the only copy you received. If you are unable to obtain a copy of a sales receipt, you must complete
a Cardholder Lost Receipt Affidavit.

Inform the merchant of the following information:

. This purchase is Wyoming State sales tax exempt. Our tax exempt number (02-0-00867)
is printed on your card.

. Remind the merchant that this is a Laramie County School District Number One purchase
and should be accorded any applicable discounts.

. Give accurate delivery information. For telephone, fax, catalog or Internet orders, specify

your hame and your school or department address. Never direct shipment to your home
address. Do not allow C.O.D. deliveries. You must pay at the time of ordering or pick up
by using the Purchasing Card.

. Request itemized documentation showing description and cost of each item.

. When placing a phone or fax order, get order number and request a faxed copy of the
invoice or order.

. Immediately report a lost or stolen card to UMB Bank, 1-888-494-5141 and the

school/department purchasing card administrator. The school or department has full
liability for all purchases made before a card is reported lost or stolen.
. Ensure original merchant documentation is complete and available for every transaction.
. Turn in your receipts to your administrator per the directions of your school/department.
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Receipt of order:

Ensure receipt of goods and materials and follow-up with the vendor to resolve any delivery problems,
discrepancies and damaged goods. It is illegal for the merchant to submit a VISA charge for payment
unless you have received your order. Inspect all goods immediately upon receipt. If there is a problem
with the order, contact the merchant immediately. Keep notes on problems and their resolution including
names, dates, and conversation results.

Returns and/or exchanges:

If an item is not satisfactory, received in error, damaged and/or defective, duplicate order, etc., the
following steps should be followed:

Mail orders: You must contact the vendor to obtain authorization to return the item(s). Every vendor has
different return policies - make sure your return meets their criteria. Determine if there is a restock fee. If
so, be sure you record that amount on your expense report as it will be charged to your card. The item(s)
to be returned must be repacked in original manufacturer’s carton(s).

Local Orders: Take original receipt with product in original manufacturer’s carton back to the vendor. If
you have already submitted your receipt, call Accounts Payable for the original receipt to be returned to
you. When an item has been returned and credit voucher received, you must reflect this credit on the
expense report. Return the original receipt to Accounts Payable. If the vendor has not replaced or
corrected the item by the cutoff date, then the purchase of that item will be considered in dispute. Attach
Cardholder Dispute Form (PC4) to the expense report and provide the pertinent information. If you are
disputing a charge, you must complete a Disputed Charge Report and include with the expense report.

Never direct shipments of goods to your home address. All manuals and forms are on file and may
be obtained online or in your administrator’s office.
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Adopted 7/2/01
Revised 7/18/07

Section 13. AUDITS. The Board of Trustees shall receive monthly statements showing the
financial condition of the District as of the last day of the preceding month from the Superintendent or
designee. The statements shall reflect the following:

1. The general fund cash accounts;

2. Expenditures and receipts;

3. A monthly cash reconciliation of federal programs;

4. A listing of all disbursements (except payroll) which shall also be published monthly in

accordance with W.S. § 21-3-110;

5. A statement of receipts and expenditures for secondary student activity funds;

6. An annual statement of receipts and expenditures for elementary student activity funds.

Other financial records as may be determined necessary either by the Board or the
administration shall be presented periodically.

The Board shall utilize an internal audit system in which accounts and financial records of the
District are reviewed by individuals accountable to the Superintendent.

The Board shall authorize an audit of the District as prescribed by law. The audit shall be filed

with the Wyoming Department of Audit and the Wyoming Department of Education.

Legal Reference —W.S. S 16-4-121
Cross Reference - Chapter I, Section 5, Board of Trustees Officers and Officials.

Adopted 6/11/84
Revised 10/12/87, 7/8/91, 5/7/12
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Section 14. ACQUISITION AND DISPOSITION OF DISTRICT BUILDINGS AND GROUNDS.
ACQUISITION

The basic purpose of the acquisition of buildings and grounds by the District shall be in
accordance with the District’s goals and objectives. Within the limitation of capital outlay funds, facilities
shall be acquired and maintained to accommodate the number of students in the District with the kind of
facilities which will best support and accommodate District educational programs.

An effort shall be made in the acquisition of real property for District purposes to assure sufficient
area to allow for future expansion of buildings placed on the property. An effort shall be made to acquire
real property for District purposes in areas where population growth can be reasonably expected.

DISPOSITION

Disposition of buildings and grounds shall be made only when they are of no further use to the
District and subsequently declared surplus by the Board of Trustees.

Disposition of buildings and grounds shall be made in a reasonable and prudent manner and with
regard to the public trust under which the property is held.

Buildings and grounds shall be disposed of in accordance with W.S. 21-3-111 (a) (XIV).

A public sale by sealed bids is the preferred method of disposition. Preference shall be given to

governmental entities in regard to disposition of District buildings and grounds.

Cross Reference - Chapter lll, Section 5, Elementary School Triad Plan.

Adopted 6/11/84
Revised 7/8/91, 7/1/92, 7/1/95
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Section 15. DISPOSITION OF SURPLUS DISTRICT VEHICLES, EQUIPMENT,
FURNITURE, OR USABLE MATERIALS. Any vehicle, equipment, furniture, or usable materials
belonging to the District which have been determined to be surplus shall be disposed of in accordance
with the public trust. Preference shall be given to governmental entities, educational, and/or nonprofit
educational organizations in the disposition of surplus District vehicles, equipment, furniture, or usable
materials.

VEHICLES

Unless provision has been made in the purchase agreement for trade-in of District vehicles
when new vehicles are purchased, the replaced vehicles may be declared surplus and of no further use
to the District by the Board of Trustees.

Public notice of intent for disposal shall be published through the Business Office.

Upon the recommendation of the Superintendent or designee, the vehicle(s) may be disposed
of either through auction, public sale, or sealed bidding.

EQUIPMENT, FURNITURE, AND USABLE MATERIALS

Unless provision has been made in the purchase agreement for trade-in of District equipment,
furniture, and usable materials when new items are purchased, the replaced equipment, furniture, or
unusable materials shall be disposed of with the approval of the Superintendent or designee.

Public notice of intent for disposal shall be published through the Business Office.

Upon the recommendation of the Superintendent or designee, the items may be disposed of
either through auction, public sale, or sealed bidding. For equipment, materials, or furniture with an
appraised value of $10,000 or more for any individual item, final approval of the Board shall be required
before the transaction is completed. For purposes of disposition of surplus equipment, materials, or
furniture, the value may not be divided to circumvent the $10,000 limitation.

BOOKS

Books and consumable educational materials determined to be surplus by the building
administrator for reasons of replacement with newer books or for nonrepairable damage, shall be
disposed of with the approval of the Superintendent or designee.

Each item shall be marked "discard" and disposed of through procedures approved by the

Superintendent or designee.
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SCRAP MATERIAL/JUNK ITEMS
Scrap and junk items may be sold at the current rate of exchange or disposed of as
determined appropriate. More than one bid is not a requirement. Approval to dispose of scrap and junk
items shall be obtained from the Assistant Superintendent of Support Operations or designee prior to
selling the goods. The individual making the sale should satisfy himself that the District is receiving the
current rate of exchange and all checks are to be payable to Laramie County School District Number One

and forwarded to accounting with the appropriate sale documentation.

Legal Reference — W.S. S 21-3-111 (a) (XV)

Adopted 6/11/84

Revised 10/12/87, 7/8/91, 7/1/95
Revised 6/28/99

Revised 6/7/10
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Section 16. STATEMENT OF INVESTMENT POLICY OF DISTRICT FUNDS. The governing
body of Laramie County School District Number One wants to safely earn a prudent investment income to
provide funding for educational services and to comply with new Wyoming investment requirements
effective July 1, 1996, investing in the following securities:

United States Treasury bills, notes, bonds, including stripped principal or interest obligations
issued by the United States Treasury; bonds, notes, or debentures issued by or guaranteed by any
federal governmental agency; repurchase agreements; deposits in financial institutions located within the
state of Wyoming; mortgage backed securities guaranteed or insured issues of the United States
government; securities eligible for purchase by the federal reserve system; guaranteed investment
contracts guaranteed by a United States commercial bank or a United States insurance company; eligible
securities held through a trust department of a bank authorized to do business in this state; certificates of
deposit of federal savings bank and bank authorized to do business in this state and secured by a pledge
of assets; bonds of the Wyoming natural gas pipeline authority; shares in a diversified money market fund
with a stable share value of one dollar ($1.00); and commercial paper of corporations organized and
existing under the laws of any state of the United States as authorized under W.S. 9-4-831.

The Assistant Superintendent of Support Operations or designee shall be authorized to invest
District funds in accordance with W. S. 9-4-831 (a) (i) through W. S. 9-4-831 (j).

Each agency shall provide a signed ‘Statement of Investment Advisor’ indicating that the
investing agency has read the policy and agrees to abide by this policy and applicable state law with
respect to advice the agency gives and the transactions the agency undertakes on behalf of Laramie

County School District Number One according to W. S. 9-4-831(h).

Adopted 6/24/96
Revised 10/14/96
Revised 7/19/06
Revised 6/7/10
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Section 17. STATEMENT OF FUND BALANCE POLICY IN ACCORDANCE WITH GASB

STATEMENT NO. 54. For all governmental funds, the District will report fund balances using the five

categories and definitions provided by Governmental Accounting Standards Board (GASB) Statement No.

54. Governmental funds may include any of the following:

1.

Non-spendable Fund Balance

Non-spendable fund balance “includes amounts that cannot be spent because they are either (a)
not in spendable form or (b) legally or contractually required to be maintained in-tact.” For the
District this would include inventories, any prepaid amounts and any other items not considered
spendable.

Restricted Fund Balance

Restricted fund balance includes amounts constrained to a specific purpose that are either “(a)
externally imposed by creditors (such as debt covenants), grantors, contributors, or laws or
regulation of other governments; or (b) imposed by law through constitutional provisions or
enabling legislation.”

Committed Fund Balance

Committed fund balance includes “amounts that can only be used for specific purposes pursuant
to constraints imposed by formal action of the government’s highest level of decision-making
authority.” The highest level of decision-making authority for the District is the Board of Trustees.
Any amount constrained to a specific purpose by formal action of the Board of Trustees would be
reported as committed. Amounts reported as committed cannot be used for any other purpose
unless the Board of Trustees makes another formal motion. Committed fund balance for the
District will include the Special Building fund balance for which the Board has made formal action
via adopted budget transfers into this fund to be used for land purchases, new school
enhancements and other approved purposes.

Assigned Fund Balance

Assigned fund balance includes “amounts that are restrained by the government’s intent to be

used for specific purposes, but are not restricted nor committed.” Assigned fund balance for the
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District will include amounts constrained by the intent of the Board of Trustees rather than by
formal action of the Board of Trustees. Intent will be expressed through items such as a
statement by the Board of Trustees, Superintendent or Budget Officers.

5. Unassigned Fund Balance

Unassigned fund balance represents fund balance “that has not been restricted, committed, or
assigned to specific purposes.” Unassigned fund balance will be used to report any residual
balance in the general fund after restricted, committed and assigned fund balances have been
reported. Unassigned fund balance will only be used in the other governmental funds to report a

negative fund balance.

For all governmental funds, the District will adhere to the policy that when both restricted and
unrestricted (committed, assigned, and unassigned) resources are available for a given expenditure, the
District will consider restricted funds to have been used first. It will also be the policy of the District that
unrestricted funds will be used in the following order: committed, assigned, and unassigned.

Per GASB 54, for governmental funds “significant encumbrances should be disclosed in the notes to
the financial statements by major funds and non-major funds in the aggregate.” The District considers all

encumbrances to be significant and will be disclosed as such.

Adopted 5/7/12
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CHAPTER YV

SUPPORTIVE SERVICES

Section 1. EMERGENCY PLANS. Planning for emergencies and disasters is essential to the
safety of students and personnel should a threat to their safety arise. The Superintendent shall develop,
implement, and maintain plans for dealing with emergency situations such as fire, civil disturbance, and
natural disasters. District Emergency Plans shall be coordinated with local civil defense plans.

EMERGENCY COMMUNICATIONS

Due to the possibility that employees may be called upon to provide emergency services on
behalf of District students, each employee shall have, whenever possible, ready access to a telephone or
other means of communication.

Communication with the media during a crisis situation is directed by the
Superintendent/designee or civil authorities. In the event of a crisis where employees’ or students’ health
or safety may be in jeopardy, media will not be allowed access to school property until it is ascertained by

the Superintendent/designee or civil authorities that there is no longer an emergency situation.

Cross Reference - Individual School Building Emergency Plans (located in each principal's office),
Chapter V, Section 5, Access.

Adopted 6/11/84
Revised 7/10/00
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Section 2. EMERGENCY CLOSINGS. The Superintendent or designee is empowered to close
school or dismiss school in the event of emergency conditions which threaten the health, safety, or
welfare of students or personnel. Emergency closures may also be pursuant to regulations of the State
Board of Education or to Presidential or Gubernatorial executive orders.

In order that school closings do not result in fewer days of school operation than are required
annually by the Wyoming Department of Education regulations, make-up days may be required.

Decisions regarding school closing or other emergency actions shall be made on the basis of all
available information including that from the Laramie County Emergency Management Agency.

A direct line of communication shall be maintained between the Superintendent's office and the
Emergency Management Agency.

All pertinent weather and other emergency information shall be received from the most
knowledgeable source available, i.e., United States Weather Bureau, Wyoming Department of
Transportation, etc.

PROCEDURES FOR EMERGENCY CLOSINGS

The emergency closing of school or other emergency actions authorized by the Superintendent
shall be handled with the following procedures:

1. The Superintendent will establish identification codes with the local broadcasting
stations so that District emergency information cannot be fabricated.

2. Parents and guardians of District students will be notified of emergency closures
and actions through broadcasts from all available Cheyenne radio stations,
television stations, and the District rapid notification system. Frequent
announcements shall be requested concerning school closure or early dismissal.

3. Employees and patrons will be urged not to call District offices but to receive the
message through media broadcasts and District rapid notification system.

4. In the event of severe weather or other emergencies prior to school starting, the
Superintendent shall determine if the buses are to complete normal bus schedules.
If normal schedules are affected and the weather boundaries are implemented,
District officials will follow procedures outlined in the Emergency Closure
Handbook.

5. In the event of early dismissal, building administrators will be notified by two-way
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10.

radio broadcast using equipment provided to each building. District buses will be
dispatched in accordance with release times. Parents will be informed to instruct
students as to family procedures to be followed when students arrive home at a
time not regularly scheduled. The transportation department will be responsible for
the transportation of students to designated stops. Students who normally ride
District buses will be sent home on the bus unless parents arrange for other
transportation.

Students who do not ride District buses will not be released with anyone other than
a parent or designated adult.

During emergencies which render it unsafe for students to leave District buildings,
the building principal shall assume responsibility for housing students in the
building. If this action is necessary, it will be reported to parents and guardians
through media broadcasts and the District rapid notification system.

School employees will be notified of emergency information by immediate
supervisor or the District rapid notification system.

In the event telephone lines are not operational, personnel will receive emergency
information through media broadcasts and the District rapid notification system.
Regular school schedules will be followed unless emergency procedures are
activated as described. Messages will not be sent to employees or parents/
guardians through media broadcasts and the District rapid notification system if

school is to be held as usual.

NATURAL DISASTER OR OTHER EMERGENCY WARNING PLAN

The procedures for responding to a natural disaster or other emergency warning shall be:

1.

Recognition of the warning system for the City of Cheyenne; a steady three to five

minute tone. The warning means that a natural disaster or other emergency of
significant magnitude exists. Natural disasters include tornadoes, earthquakes,
floods, or fires. Other emergencies include toxic chemical spills, hazardous materials
control, civil, or military disturbances. Tune to a local radio or television station for

important information and instructions.
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2. A direct line of communication will be maintained between the District and the

Laramie County Emergency Management Agency.

3. The issuance of a natural disaster or other emergency warning may result in one

of the following emergency actions:

a.

Adopted 6/11/84
Revised 7/8/91 & 7/1/92
Revised 7/2/01

Revised 7/1/02

Revised 7/19/06
Revised 6/7/10

Evacuation of District buildings: each building administrator shall develop,
implement, and maintain plans for their building.

Retention of students: each principal shall develop, implement, and maintain
plans for sheltering students and teachers in the building or preplanned
evacuation areas in the event there is less than adequate warning time
before a natural disaster or other emergency.

In the event a natural disaster occurs during the release of students, school
personnel will take charge of all students remaining at the school. Bus
drivers that have started their route will proceed to the nearest school for
shelter. They will notify transportation dispatch of their location.

No warning: in the event there is no warning of natural disaster or other
emergency, students and teachers shall take the most protective course of

action as judged by the teacher.
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Section 3. FIRE DRILLS AND EVACUATIONS. A fire drill shall be held at least once each

month in each school building when school is in session. Safety drills may be used in lieu of fire drills if

approved by and coordinated with the local fire department, provided drills are conducted at each school

not less than four times during any one academic year, and the school’s fire alarm is tested at each fire or

safety drill. A fire department representative shall be requested to attend at least one fire drill each year

for the purpose of instruction and constructive criticism.

Building principals shall keep a record of fire and emergency drills on the Annual Fire and

Emergency Drill Report as shown in Exhibit 12. One copy of the drill report shall be sent to Risk/Facilities

Management at the end of the school year and at the end of summer school or special sessions. One

copy of the drill report shall remain on file in the building.

Principals shall assure building compliance with the following:

1.

All doors, exits, and classrooms shall be unlocked from the inside during school
occupancy.

All corridors and means of exit from the building shall be kept free from
obstructions of any kind.

Rules for evacuation shall be posted in each room. The rules must include primary
and alternate exits as well as the outdoor area to which students proceed when
leaving the building and room. The evacuation rules shall be discussed with each
class using the room during the first days of the school year.

A District alarm signal shall be used for fire only. Another type of signal shall be
used to instruct students to return to class.

No person is to remain in the building during fire drills.

Evacuation areas shall be at least six hundred feet from the building and away
from any driveways.

Students shall be directed to move quickly, quietly, and in an orderly fashion
through the assigned exits to the assigned evacuation areas. Running or pushing
shall not be allowed. Talking will not be permitted as students participate in the

drill.
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Each teacher shall:

Close all windows and classroom doors.

Turn off all electrical circuits and gas jets.

Take the class roll book and call the roll of students upon reaching the
evacuation area. The teacher shall report any students unaccounted for to
the building principal.

Report the time required for the class to evacuate the building to the
principal.

Assign students to hold the doors open and instruct those students to rejoin

the class when the last students have passed through the doors.

Legal Reference —W.S. S 35-9-505
Cross Reference - Chapter 1X, Section 12, Relationships With Fire Authorities.

Adopted 6/11/84
Revised 7/2/01
Revised 6/20/05
Revised 6/7/10
Revised 7/14/14
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EXHIBIT 12

Laramie County School District Number One
Cheyenne, Wyoming

ANNUAL FIRE AND EMERGENCY DRILL REPORT

BUILDING

ENROLLMENT OF BUILDING

NUMBER OF FLOORS IN BUILDING

DATE OF DRILL | TYPE OF DRILL AND TIME REQUIRED TO COMPLETE PRINCIPAL’S
THE DRILL. (REPORT IN MINUTES) INITIALS

10.

11.

12.

13.

14.

15.

Date of Report

Signature of Principal

Fire or emergency drills shall be conducted at a minimum of once each calendar month. A minimum of four fire
drills must be conducted each academic year and once each month summer school is in session

Maintain two copies of this report. Record each drill as it occurs. Send one copy of this report to Risk/Facilities
Management at the end of the current school year. Sign and date the report as of the end of the current school
year. A fire department representative shall be requested to attend at least one fire drill each year for the
purpose of instruction and constructive criticism.

Form SUP101

Adopted 6/11/84
Revised 6/21/04
Revised 7/14/14
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Section 4. BOMB THREATS. The Board of Trustees acknowledges the importance of
maintaining an educational environment free of physical harm. The Board of Trustees will not tolerate
any action that disrupts the educational process, and it is the intent of this Board to take any and all legal
actions necessary to prosecute any person or persons apprehended. Any student proven to have made
a bomb threat will be expelled from school according to the procedures outlined in the District policy for
Student Suspension and Expulsion.

The purpose of this policy is to save lives and reduce the potential for building damage.

Cross Reference - Chapter 1X, Section 11, Relationships With Law Enforcement Authorities.

Adopted 6/11/84
Revised 7/1/95
Revised 7/19/06
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ADMINISTRATIVE REGULATION FOR POLICY CHAPTER V, SECTION 4 - PROCEDURES FOR
DEALING WITH BOMB THREATS --

RECEIPT OF A BOMB THREAT --

Upon receipt of a bomb threat, obtain as much information as possible. Do not panic; take notes. Record
the exact wording if possible. Ask questions:

Where is the bomb located and when is the bomb going to explode?
What does the bomb look like?
Where is the bomb now?

Attempt to keep the caller talking -- use the yellow Bomb Threat Card as a reference to obtain additional
information. Listen for clues as to the caller’s location such as: music, car and vehicle noises, machinery,
animal noise, and other voices. Complete the Bomb Threat Report (Exhibit 13) immediately.

After the caller hangs up, immediately notify 911, the school principal or supervisor, and the
Superintendent’s Office. Do not evacuate the building unless directed to do so by local law enforcement
authorities or the caller gives you sufficient reason to believe the bomb will detonate within a specific time
frame. Do not report the call on the emergency radio system. This could detonate the bomb. Begin a
thorough search of the building. Do not touch or attempt to open any suspicious items. Report all
suspicious items to the first law enforcement officer on the scene.

AFTER NOTIFICATION --

The principal shall designate an individual(s) to conduct a site assessment to ensure that all students and
staff members are at a safe distance from the building in the event of an explosion. The designated
person shall be responsible for maintaining the perimeter zone.

Prior to evacuation, each staff member should conduct a brief (60 second) visual search of the area for
foreign objects, packages or other materials that are out of place. If a suspicious object is found, do not
touch the object; leave the room with your door open. (This is a signal for the Police Department that a
suspicious parcel is located in that room). Report the object to the principal or designated person as soon
as possible. Remember, the children come first.

Upon arrival, the police department shall evaluate the situation and determine the need for a building
inspection, and the length of time required to conduct an inspection. At that time the Superintendent shall
be apprised of the situation, and a determination will be made as to when the school will reopen.

A Bomb Threat Report shall be filed with the Superintendent’s office within 24 hours of the incident.
BOMB THREAT RECEIVED AFTER NORMAL WORKING HOURS --

Follow the general procedures as outlined above. Get as much information from the caller as possible.
Notify 911 immediately. Follow all directions given by the 911 operator. Call the Superintendent. If you
are unable to reach the Superintendent, call the Superintendent’s staff as follows:

Assistant Superintendent of Support Operations
Assistant Superintendent of Instruction

Director of Instruction

Assistant Superintendent of Human Resources
Facilities/Risk Manager
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GENERAL COMMENTS —

Every building p

rincipal or facility supervisor shall meet annually with the Cheyenne Police Department to

review specific facility needs.

Building occupants will be instructed as follows:

1.

2.

Adopted 7/1/95
Revised 7/1/02
Revised 7/19/06
Revised 6/7/10

Leave all doors open and windows as they are.

Leave all lights on or off as the condition existed when the alarm sounded. Bombs may
be wired to a light switch.

Take all personal belongings--coats, purses, etc. Books and school materials are to
remain in the building.

Report any suspicious people or packages to the building principal immediately.
Do not touch suspicious objects. Bombs can be built into books and briefcases.
Do not make any telephone calls.

Do not use portable radios or telephones. Bombs can be constructed to detonate by
radio transmission.

Remain at a minimum of 600 feet from the building.

Immediately report any missing persons.
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EXHIBIT 13

Laramie County School District Number One
Cheyenne, Wyoming

BOMB THREAT REPORT

School Date Time of Call
1. Location of bomb: (if possible, the specific area within the building.)
What floor What room What area
2. What time is bomb set to go off?
3. Has bomb been placed in open?
4. What type and size is the bomb?
5. Is bomb disguised or concealed?
6. How did bomb get into building? Mailed Carried
7. Why was it put there? Who is caller mad at?

The above questions are a guide to aid in evaluating situations to evacuate or not evacuate. During the
time of call attempt to determine the caller’s:

1. Age (estimate)

2. Accent: Local Foreign Drawl Other
3. Background noises such as music, trucks, cars, buses, other sounds:

4, Disposition: Calm, nervous, hysterical, etc.

5. Sex: Male Female Disguised Voice

6. Other pertinent information:

Principal

Person Receiving Call

(Send copy of report to Superintendent’s office)

Form SUP123

Adopted 6/11/84
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EXHIBIT 14
LARAMIE COUNTY SCHOOL DISTRICT NUMBER ONE
Cheyenne, Wyoming
TEACHER’S CHECKLIST - FOR USE IN BOMB THREAT IN SCHOOL

SCHOOL TEACHER DATE ROOM NUMBER

This checklist has been devised to assist teachers in pre-checking their rooms to see that they are free of
explosives. The object of this pre-checking is to reduce the necessity of ordering evacuation of
classrooms.

A copy of the checklist should be immediately available to the police should there be an emergency.

YES NO

1. Did | secure my room on leaving?

a. Lock all windows

b. Turn off lights

C. Lock all doors
2. Did | check my room on arrival?

a. Did | have to use my key

b. Did the lock turn normally

C. Was the light switch normal

d. Were the windows locked
3. Did I check the contents of the room for?

a. Any extraneous wires

b. Any packages

C. Any ticking sound

d. Any lengths of pipe

e. Any dynamite caps

f. Any dynamite sticks

g. Any exposed matchbooks

h. Any wire or string attached to unknown object

(pull type igniter)

4, Did I look:

On the floor

On the walls

On the ceiling

In the desks

In the closet

Among the books
Among the packages
Under the room or steps

Se@~oo0oTp

5. Was there any foreign object noted that is not ordinarily in the
in the room: e.g. pizza box, unrecognized back pack, etc.

6. If so, did | leave it alone and notify the proper authorities?

Form SUP124

Adopted 6/11/84
Revised 7/14/14
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EXHIBIT 15

LARAMIE COUNTY SCHOOL DISTRICT NUMBER ONE

PLACE THIS CARD UNDER YOUR TELEPHONE

QUESTIONS TO ASK:

1. When is bomb going to explode?
2. Where is it right now?

3. What does it look like?

4. What will cause it to explode?

5. Did you place the bomb?

6. Why?

7. What is your address?

8. What is your name?

EXACT WORDING OF THE THREAT:

Sex of Caller: Race:
Age: Length of Call:

Number at which call is received:

Time: Date: / /

Adopted 7/1/95

Cheyenne, Wyoming

CALLER'’'S VOICE:

Calm Nasal

Angry Stutter

Excited Lisp

Slow Raspy

Rapid Deep

Soft Ragged

Loud Clearing Throat

Laughter Deep Breathing
Crying Cracking Voice
Normal Disguised
Distinct Accent

Slurred Familiar

If voice is familiar, who did it sound like?

BACKGROUND SOUNDS:

__ StreetNoises __ Factory/
__ Crockery Machinery
___ Voices _____ Animal Noises
__ PASystem ___ Clear
__ Music _ Local
_ House Noises __ Long Distance
_____ Motor _____ Booth
Office ______ Other
Machinery
THREAT LANGUAGE:
Wellspoken __ Incoherent
(educated) Taped
__ Foul __ Message read
Irrational by threat maker
REMARKS:

Report call immediately to:

Phone number

Date / /
Name

Position

Phone Number
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Section 5. BUILDINGS AND GROUNDS.
MANAGEMENT

The care, custody, and safekeeping of all District property shall be the general responsibility of
the Assistant Superintendent of Support Operations. He shall establish procedures and employ means
as may be necessary to ensure the proper management, insurance, and maintenance of District property.

The Assistant Superintendent of Support Operations shall be assisted in this task by the Business
Services Administrator, Risk and Facilities Manager, and the Planning/Construction Administrator.

At the building level, each administrator shall be responsible for overseeing the plan and for
proper care of District property by employees and students.

INSPECTIONS

The District shall maintain on file a current report from the State Health Department certifying that
buildings meet minimum standards for sanitary environment. All buildings will have a cursory fire and
electrical inspection annually with a comprehensive inspection every three years. The building
principal/facility manager shall be responsible for compliance with all applicable state and federal
standards.

BUILDING ACCESS AND SECURITY

Buildings and grounds of the District constitute one of the greatest investments of the District. It

is deemed in the best interest of the District to protect the investment wisely.
SECURITY

Security is defined as the maintenance of secure (locked) buildings, protection from fire hazards
and faulty equipment, and safe practices in the use of electrical, plumbing, and heating equipment. The
Board of Trustees requires District personnel to cooperate with federal and state OSHA (Occupational
Safety and Health Administration) and environmental officials, local police, fire, and sheriff's departments
as well as with insurance company inspectors.

Funds, student records, and other valuable records shall be kept in a fireproof place secured by

lock and key.
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ACCESS

Outside of regular working hours, access to District buildings shall be restricted to personnel
whose work requires it. An adequate key control system shall be established to ensure that unauthorized
persons are not in possession of District building keys.

Any person on District property shall give identification upon the request of District personnel or
law enforcement personnel. If identification is not given, civil police authorities shall be notified
immediately. If it is subsequently determined that the individual was a student, the student shall be
subject to suspension from school.

Civil police authorities shall be notified if any unauthorized person who is on District property
without lawful purpose fails to leave when requested or if the circumstances indicate that his presence

may be for an unlawful purpose.

Legal Reference — W.S. S 35-1-102
Cross Reference - Chapter VI, Section 9, Professional Staff Time Schedules; Chapter VI, Section 10,
Classified Staff Time Schedules.

Adopted 6/11/84
Revised 7/1/95 & 8/1/97
Revised 7/1/02

Revised 6/7/10

Revised 7/14/14
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ADMINISTRATIVE REGULATION FOR POLICY CHAPTER V, SECTION 5 & SECTION 10 - BUILDINGS
AND GROUNDS, AND VEHICLES

VIDEO CAMERA USE IN OR ON PROPERTIES OPERATED BY LARAMIE COUNTY SCHOOL
DISTRICT NUMBER ONE

Maintaining the health, welfare and safety of students, staff and visitors and the protection of school
District properties shall be the prime factors in the placement of video only cameras and recorders into
school District operated facilities. By installing a video camera monitoring system, it is the District’s plan
to achieve the following:

e Safer teaching and learning environment.

o Ability to target problem areas related to safety and security.

e Decrease the cost from incidents of graffiti, vandalism, burglary, and to deal with behavior issues

Video cameras may be used to monitor behavior in schools, on school transportation vehicles
transporting students to and from curricular and extracurricular activities and on District property.

Such equipment may also be used to monitor the performance of District employees in the fulfillment of
their duties.

Students in violation of District conduct rules shall be subject to disciplinary action in accordance with
established Board policy and administrative regulations governing student conduct and discipline.

Staff shall be subject to established Board personnel policies, administrative regulations, and collective
bargaining agreements, including provisions related to evaluation, discipline, and dismissal.

A. PLACEMENT

1. Video monitoring equipment may be used to monitor building exterior areas including but not
limited to parking lots, perimeters, entrances and exit doors, interior hallways, and public
spaces, District vehicles, and all buses. Additionally, buses are also fitted with audio
monitoring equipment.

2. Video cameras will not monitor areas where the public, students, and employees have a
reasonable expectation of privacy, such as private offices, locker rooms, restrooms, etc.

3. Video cameras and recorders will be operational 24 hours per day, year round. Camera
systems will not be actively monitored.

4. Signage shall be posted at conspicuous locations informing students, staff, and visitors that
video surveillance equipment is being used, but not actively monitored.

B. RECORDED MATERIALS

1. Video monitoring equipment will be supervised and controlled by the building administrator(s)
and school resource officer(s), and/or transportation administrator or designee.
Circumstances which would warrant review will normally be limited to an incident that has
been reported or observed or to investigate a potential crime. Real-time viewing of monitors
may be delegated by the building administrator and/or transportation to a very limited number
of individuals; e.g., school resource officer, risk management, etc. Portions of the recorded
materials may be randomly viewed by District officials or the school resource officers (SRO).

2. Staff and students are prohibited from unauthorized use, tampering with, or otherwise
interfering with video monitoring and/or recording equipment. The District will provide
reasonable safeguards, including but not limited to, password protection, firewalls, and
control of physical access to protect the monitoring system from unauthorized users and use.

3. Monitors and monitoring will be located and viewed at school related sites where general
public viewing is restricted. Video monitoring equipment will be used in accordance with all
District polices, including the District non-discrimination policy and corresponding regulations
relating to privacy and safety.

4. Recorded materials will not be saved past the capabilities of the recording device unless, a
written request is submitted to a building administrator or transportation administrator or the
recording is determined to contain information that may be used in an ongoing investigation.

5. Recordings held for review may be copied for authorized law enforcement agencies, or
retained as a necessary part of an ongoing investigation in accordance with established
District procedures and/or applicable law. Video recordings considered for retention as part
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of a student’s behavioral record will be maintained in accordance with established student
record procedures governing access, review and release of student records. Copies made
and retained for criminal investigations may be released only as prescribed by law. Upon
completion of the investigation a determination will be made by the Superintendent or
designee if the recorded material may then be destroyed.

The retention period for information that has not been viewed for law enforcement, school or
public safety purposes shall be approximately twenty-one (21) calendar days or be limited to
the storage capacity of the digital recorder for digital systems and approximately fourteen (14)
calendar days for IP camera systems or be limited to the storage capacity of the digital
recorder.

When recorded information has been viewed for law enforcement or school/public safety
purposes the retention period shall be one (1) year from the date of viewing.
C. VIEWING REQUESTS

1. Written requests for viewing video recordings will be limited to the parent(s)/guardian(s), or
eligible student (18 years of age or older), or others as deemed suitable by the appropriate
Assistant Superintendent (Human Resources, Instruction, or Support Operations) or
Transportation Administrator or Risk Manager designee. The Assistant Superintendent or
Transportation Administrator will grant permission to maintain, release or view video in
accordance with federal and state student and employee privacy rights (FERPA). All video
recordings are to be made by authorized personnel only with one copy being made. All video
recordings will remain the sole property of the District. Only the portion of the video recording
concerning a specific incident will be made available for viewing.

2. Approval/denial for viewing will be made within two (2) school days of receipt of the written
request and will be communicated to the requesting individual.

3. Video recordings will be made available for viewing, which should occur during the course of
the scheduled work day, within three (3) school days of the requested approval.

4. Any unauthorized release of any video recording, in part or in its entirety, may be grounds for
discipline and/or arrest. Any violations of this procedure may result in discipline.

D. VIEWING OF RECORDED MATERIALS

1. Actual viewing will be permitted only at school-related sites, including school buildings or
central administrative offices, the transportation office or risk management office.

2. All storage devices that are not in use shall be stored securely in a locked receptacle located
in a controlled-access area. Each storage device that has been used shall be dated and
labeled. Access to the storage devices shall only be authorized personnel. A written log will
be maintained of the person(s) viewing video recordings including the date of viewing,
reasons for viewing, date the recording was made, the name of the driver or other employee
witness, and signature of the viewer.

E. NOTIFICATION

1. A general statement shall be included in all parent, student and employee handbooks that
video surveillance equipment will be used in and around facilities and District buses and
vehicle by Laramie County School District Number One before, during and after the regular
school day and during extracurricular activities and that the District's systems are not actively
monitored.

Adopted 6/15/09
Revised 6/20/11
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EXHIBIT 16
Laramie County School District Number One
Cheyenne, Wyoming

VIDEO SURVEILLANCE COPY
RELEASE FORM REQUEST

l, , am requesting a video copy of an incident that

occurred at/on (building/bus) (date/time) and acknowledge

the following:

e Actual viewing will be permitted only at school-related sites, including school buildings or central
administrative offices, the transportation office or risk management office.

o All storage devices that are not in use shall be stored securely in a locked receptacle located in a
controlled-access area. Each storage device that has been used shall be dated and labeled.
Access to the storage devices shall only be by authorized personnel. A written log will be
maintained of the person(s) viewing video recordings including the date of viewing, reasons for
viewing, date the recording was made, the name of the driver or other employee witness, and
signature of the viewer.

o All storage devices will be returned to the building of origin within 14 calendar days.

Reason for request

Signature Date
Title

APPROVAL
Request Approved Denied Reason for denial
Signature Date
Title

RESULT

Building Video no. Dated

The above video has been retained / deleted / destroyed (circle one) after use. If retained, purpose for

retention

Signature Date

Title

Adopted 8/11/11
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Section 6. VANDALISM. All persons are urged by the Board of Trustees to report any
incidents of vandalism against District property as well as the name(s) of person(s) believed to be
responsible. All District personnel shall report to the building principal every incident of vandalism known
to them as well as the name(s) of those responsible.

The Superintendent is authorized to sign a criminal complaint and to press charges against
perpetrators of vandalism against District property.

"PRIDE OF OCCUPANCY PLANS"

The Board of Trustees encourages the administration, personnel, students, and student
governments within the District to cooperate in developing "Pride of Occupancy" programs for all District
buildings. These programs serve to strengthen a common feeling of pride in and responsibility towards

the school environment.

Cross Reference - Chapter VIII, Section 13, Police Interviews of Students and Student Locker
Inspections; Chapter 1X, Section 11, Relationships With Law Enforcement Authorities.

Adopted 6/11/84
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Section 7. MAINTENANCE AND CUSTODIAL SERVICES.

MAINTENANCE

The Superintendent shall assure that District buildings and grounds are maintained in a safe and

satisfactory condition. The Facilities Manager, under the general supervision of the Assistant Superintendent

of Support Operations, shall carry out this function by providing for:

1.
2.

Programs for maintenance and preventive maintenance;

Buildings and grounds improvements and additions as provided for in the Board of
Trustees annual budgetary allotments and facilities plan;

Care and maintenance of District grounds and fields;

Repairs, including repairs of equipment and painting;

Determination of obsolete equipment and a planned program for replacement or
updating of the system;

Any other activities deemed advisable by the Facilities Manager, Planning/Construction
Administrator, and Assistant Superintendent of Support Operations to further the goals
of District building maintenance.

Ensure that maintenance procedures include a periodic review of the technical aspects
of each building and its systems.

Ensure compliance with federal/state OSHA (Occupational Safety and Health
Administration) and environmental resources regulations, and pesticide application
regulations.

CUSTODIAL SERVICES

The Superintendent shall assure that District buildings are kept in a safe, clean, and sanitary

condition. The Facilities Manager, under the general supervision of the Assistant Superintendent of Support

Operations, shall determine the specific training and duties of custodial staff.

The Facilities Manager shall ensure that all custodial personnel implement the energy conservation

program within the scope of their duties as specified in the Administrative Regulation - Energy Management

Conservation.

Adopted 6/11/84

Revised 7/8/91 & 7/1/95

Revised 7/1/02
Revised 6/7/10
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ADMINISTRATIVE REGULATION - CHAPTER V, SECTION 7, MAINTENANCE AND CUSTODIAL

SERVICES -

PESTICIDE APPLICATION REGULATIONS

1. Any application of pesticides, whether restricted use or home use, will be subject to the following
rules established by the governing body of Laramie County School District Number One.

A.

Any commercial applicator must provide the Risk Management Office and designated
employee of the District with the following information 72 hours prior to applying any
commercial pesticide within the confines of Laramie County School District Number One.

1) Wyoming Applicators License Number and expiration date
2) Proof of insurance

3) Date of application

4) Location of application

5) Pest to be controlled

6) Name and type of pesticide to be applied

7) Material Safety Data Sheet

8) Contact person for any additional information

It will be the responsibility of the applicator (whether commercial or an employee of the District) to
post notification of the pesticide application in the proper places according to W.S. 35-7-375.

2. Any person or persons that apply pesticides within the confines of the District shall be subjected
to the following rules and laws governed by the Wyoming pesticide law and the regulations of
Laramie County School District Number One.

A. Prior to the application of any pesticide (restricted use or home use), written notice will be
provided to the Facility Management/Risk Management office 72 hours in advance of the
application.  This information will then be forwarded to the proper facility and
administrative personnel within that facility so they can advise their students, staff, and
faculty. The following information shall be included in the notification.

1) Date of application
2) Location of application
3) Pest to be controlled
4) Name and type of pesticide being applied
5) Name and phone number for contact person
3. The property being treated shall be posted a minimum of 12 hours prior to any application.

Posting shall be done in the following manner:

A. If the application is to be done inside of a building, all access doors shall have a sign
posted on them stating where the pesticide will be applied, the type of pesticide, and a
contact for additional information.

B. If the application is to be done on the outside of the building, signs must be posted on all
access doors and also the area where the pesticide will be applied.

C. All pesticide application records will be kept on file for a minimum of two years. These
files shall be stored within the Facility Management/Risk Management building. These
files will also be available for inspection at any time.

4. It will be the responsibility of the Facility Management/Risk Management office or a designated

employee to do an assessment of any reported pest problem prior to any application by a
Certified Pest Applicator or District employee.
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5. Emergency pest application can be made if the assessment by the District deems that the pest
(hornets, wasps, or bees) to be treated poses a possible threat to the students or employees of
the District. This type of application will only be allowed if all other avenues to treat and eliminate
the pest have been exhausted. Prior to any emergency application, students and staff will be
notified of the application in case there are any chemically susceptible persons in the area. If
treatment is to be done in an excessive fashion, the Superintendent and his staff will be notified in
order to take the proper steps to safeguard the faculty, staff, and students within the building.

6. It shall be the regulation of Laramie County School District Number One to restrain from using
any type of pesticide application whether it is a restricted use pesticide or home use pesticide
without first assessing the problem. Any pesticide application including on the spot applications
shall abide by the Wyoming pesticide law unless it is categorized as an emergency. The
application of fertilizer shall also be incorporated into these laws in order to protect the chemically
susceptible employees and students within the District. The District will also make every attempt
to eliminate any pest problems by using alternate methods of pest control such as traps, gels,
baits, non-chemical solutions and proper cleaning methods. There are many chemically free
alternatives available to deter and eliminate most of today’s pests.

Adopted 7/1/02
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Section 8. ENERGY MANAGEMENT CONSERVATION. As the Board of Trustees of the
Laramie County School District Number One, we believe it to be our responsibility to insure that every
effort is made to conserve energy and natural resources while exercising sound financial management.
The implementation of this policy is the joint responsibility of the Board members,
administrators, teachers, students, and support personnel, and its success is based on cooperation at all
levels.
The District will maintain accurate records of energy consumption and cost of energy and will
provide information to the local media on the goals and progress of the energy conservation program.
The building principal shall be accountable for energy management in his/her building with
ongoing energy audits being conducted and conservation program outlines being updated. Judicious use
of the various energy systems of each building will be the joint responsibility of the principal and head
custodian to insure that an efficient energy posture is maintained on a daily basis.
Curriculum shall be used to insure that every student will participate in the energy management
program in the District as an “energy saver.”
Specific areas of emphasis include:
1. Every student and employee will be expected to contribute to energy efficiency in
our District. Every person will be expected to be an “energy saver” as well as an
“energy consumer.”
2. Effective immediately, all unnecessary lighting in unoccupied areas will be turned
off. All lights will be turned off when students and teachers leave school.

Custodians will turn on lights only in the areas in which they are working.

3. Energy management shall be made a part of the building principal’s annual
evaluation.
4. The designated custodian at each school will be responsible for a total shutdown

of the facility each evening.
5. Administrative guidelines shall be disseminated that will be the rules and

regulations for implementing our energy program.

Adopted 8/1/97

Revised 7/19/06
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Section 9. MAINTENANCE AND CONTROL OF DISTRICT EQUIPMENT AND MATERIALS.

District personnel shall be responsible for all District property under their supervision. Teachers
shall also be responsible for books issued to students.

District equipment may be loaned to personnel when the use of the equipment is directly related
to their employment. District equipment may be loaned to students when the equipment is to be used in
connection with their studies or extracurricular activities. Adequate check-out and control procedures
shall be used by personnel responsible for the equipment.

Loan of District equipment and materials as provided for in certain District parent participation
programs shall be secured through adequate check-out and control procedures to be used by personnel
responsible for the program.

All District personnel shall cooperate with and report to the Assistant Superintendent of Support

Operations in maintaining an accurate and recent inventory of District property.

Cross Reference - Chapter IV, Section 6, Purchasing, Inventory System; Chapter IX, Section 5, Use of
District Facilities, Vehicles, and Equipment.

Adopted 6/11/84
Revised 6/7/10
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Section 10. TRANSPORTATION SERVICES. The District shall provide a safe, efficient, and
economical transportation system for students requiring transportation to and from school and specified
school activities, with adequate supervision and protection from the weather while waiting at schools.

Student behavior on buses and at bus stops shall be governed in accordance with
administrative regulation.

TRANSPORTATION ADVISORY COMMITTEE
A Transportation Advisory Committee shall be formed to address student transportation

concerns. Non-voting membership of the Committee shall be comprised of the following

representatives:
1. Assistant Superintendent of Support Operations
2. Program Administrator for Transportation
3. Program Administrator for Planning

Voting membership of the committee shall be comprised of the following representatives:

1. One representative from Warren Air Force Base
2. One representative from Laramie County Commissioners
3. Three parents living beyond the emergency snow boundary limits to the South,

Central, and East Triads

4, Three parents, one per triad, living inside the emergency snow boundary limits
5. One bus driver

6. One member of law enforcement

7. One elementary principal

8. One secondary administrator

Parent representatives shall serve a three-year term with terms of the members staggered over
a three-year period.

The Committee shall evaluate the student transportation system, hear public complaints, and
make recommendations to the Superintendent or designee.

The Committee shall review operational guidelines. Meetings shall be called as needed.
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TRANSPORTATION FOR STUDENT ACTIVITIES

Transportation of students for school-sponsored activities shall be by insured District vehicles or
by properly insured commercial carriers. Transportation for these activities shall be conducted only when
it does not interfere with the daily transportation of students to and from school. Total expenses for
District paid trips shall not exceed the funds budgeted each year for such trips.

A permission slip stating the pertinent details of the activity which has been signed by a parent
or guardian shall be required of all students participating in the activity, as shown in Form 126 (Parent
Permission for Field Trips).

ISOLATION PAYMENTS

Isolation payments may be made in place of providing transportation for eligible students.

The Assistant Superintendent of Support Operations shall receive and investigate applications
for isolation payments. He shall make recommendations to the Board of Trustees regarding each case in
accordance with applicable state statutes and regulations.

Students transported on regularly established bus routes do not qualify for isolation payments
unless the designated bus stop is beyond the distance specified in Student Transportation, Section 11 -
Eligibility for District Transportation.

BUS ROUTES

Bus service on non-established routes shall be obtained by submitting written requests to the
Transportation Administrator. The Transportation Administrator will coordinate requests through the
Assistant Superintendent of Support Operations. The Transportation Administrator and/or Assistant
Superintendent of Support Operations may request assistance from the Transportation Advisory
Committee. Buses will only travel on roads that meet the 1979 County Standards for Construction as
adopted by the Laramie County Commissioners, unless approved by the Superintendent or designee.
Other criteria considered may include, County maintenance priorities, cost to District, advantages/
disadvantages to students, and safety/liability factors.

Drivers will not make changes to routes or scheduled bus stops except in cases where
conditions require an immediate decision that affects student safety. Drivers are to report such conditions
to a Transportation Supervisor as soon as possible.

Students are to be received and discharged at the same point. Students are to ride their

assigned bus except when written permission for change is requested by parents/guardians and
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approved by the principal.
SPACE AVAILABLE BUSING
Parent(s)/guardian(s) of students who are not normally eligible for transportation by the District
may apply for “Space Available” busing.

In considering “Space Available” busing the following guidelines will be considered:

" The bus must be running at less than 90 percent of capacity,
" The affected route will not be modified,
" The student must board the bus at an existing bus stop.

A parent may apply for “Space Available” busing by contacting the Transportation Department.
They must meet with a supervisor of the department at the time of application.

If it is determined that there is space available on a given bus, assignment of the space will be
determined by date of application.

Any discipline problem involving a “Space Available” student will result in immediate loss of
riding privileges on that space available bus.

In the event a bus reaches capacity, over 90 percent capacity with eligible students, the space
available student’s riding privileges will be terminated by giving the parent/guardian a five-day notification.
This natification process will take place by informing the student in writing of the change.

DISTRICT TRANSPORTATION INSURANCE

The Superintendent shall insure all District vehicles and those being used for District purposes
to an adequate amount. The liability policies shall have coverage for students and other occupants of the
vehicle. Vehicles contracted for District use shall have similar insurance coverage.

When private vehicles are contracted for District use, the contract shall not be executed until the
owner of the vehicle has filed evidence of the required insurance with the District.

STUDENT TRANSPORTATION IN PRIVATE VEHICLES

Staff members may transport a student or group of students in a personal vehicle for school-
related purposes with parental permission and proof of insurance.

Personnel who use their personal vehicle for transporting students must carry liability insurance
coverage in compliance with state law. A record of such coverage shall be placed on file with the

appropriate administrative official.
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BUS DRIVERS

Recruitment and hiring of bus drivers shall be in accordance with the Wyoming Department of
Education Transportation Manual. Pre-employment examination of all licensing, insurance conditions,
and background checks will be made by Human Resources to determine the insurability of any applicant
driver in accordance with Wyoming Statutes 21-3-126, 21-3-128, and 21-3-129. Persons determined not
to be insurable within the scope of the school district insurance policies or having an unsatisfactory
background check, shall not be hired permanently.

The District shall conduct a driver training program for all District bus drivers and school bus
transportation assistants as outlined in the procedure manual of the transportation department. Training
shall be completed as close to their employment date as possible.

All District bus drivers shall receive an annual evaluation by their immediate supervisor. Such
evaluation shall include a review of all data relating to the continued insurability of each bus driver
employed by the District. If the data reveals that a driver has become uninsurable, the driver shall be
subject to dismissal.

DRIVING OF DISTRICT-OWNED VEHICLES

All personnel of the District shall be approved to drive District-owned vehicles by the
Superintendent or designee. The Driver Application Record shall be filed in the office of the
Transportation Administrator and the Risk Manager.

A Motor Vehicle Record (MVR) shall be provided from the Wyoming State License Bureau.

Prior to driving a vehicle owned or operated by Laramie County School District Number One, all
personnel must successfully complete a defensive driver training class (DDC) every three years and must
be in possession of the DOT medical examiner’s certificate at all times while transporting students, or
operating district vehicles that require a Commercial Driver’s License, and when renewing driver’s license.

Any applicants who have accumulated five or more points during the three years immediately
preceding their application as established by the District Motor Vehicle Record (MVR) Driver Evaluation
Form shall not be granted permission to drive a vehicle owned or operated by Laramie County School
District Number One. Motor vehicle records of personnel approved to drive a vehicle owned or operated
by Laramie County School District Number One shall be checked twice each year--August and February.

Drivers who accumulate in excess of four points within a three-year period as determined by the

MVR Driver Evaluation Form shall be notified by the Human Resources Office of the impending loss of
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driving privileges. A DWUI/DUI conviction will result in immediate suspension of driving privileges.

Drivers who accumulate seven or more points within a three-year period will not be allowed to
drive a vehicle owned or operated by Laramie County School District Number One pending the outcome
of an official hearing conducted by the Assistant Superintendent of Human Resources. An employee
whose job depends upon driving a school district vehicle shall be subject to dismissal.

FLEET ACQUISITION, MAINTENANCE, AND RECORD KEEPING

The Superintendent shall plan to rotate the District bus fleet to keep the most serviceable and
safe buses in operation.

All District buses shall receive regular, periodic maintenance. Records verifying this
maintenance shall be kept.

MINIMUM STANDARDS FOR OPERATION OF SCHOOL BUSES

All school buses shall undergo a safety inspection not less than two (2) times each school year,
with one (1) inspection conducted by a person not employed by the school district. A copy of the
inspection reports shall be filed with the local school district.

School bus operators shall perform a daily pre-trip inspection of their vehicles and report
promptly any defect or deficiency discovered that may affect the safety of the vehicle’s operation or result
in its mechanical breakdown. Documentation of the inspections shall be submitted on a regular basis.

The safety and welfare of student riders shall be the first consideration in all matters pertaining
to transportation. Safety precautions shall include the following:

Students shall be instructed as to the proper procedure for boarding and exiting from a school
bus and in proper and safe conduct while aboard.

The use of safety belts in school-owned vehicles is mandatory for all personnel using vehicles
that are equipped with seat belts.

Drivers of all school vehicles shall be responsible for ensuring that all passengers wear seat
belts, if so equipped. The driver shall not begin to move the vehicle until the driver and all passengers
are belted. Failure to comply with this policy may result in loss of driving privileges.

At least twice during each school year, the driver of each school bus shall hold an emergency
evacuation drill. Proper documentation for each drill shall be maintained on file with the school district.

School bus routing and seating plans shall be coordinated to eliminate standing passengers or

exceeding the manufacturer’s rating capacity for the school bus.
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School buses shall operate with lighted headlamps at all times the vehicle is in motion.

The service door (front door) of the school bus shall remain closed at all times the vehicle is in
motion.

A bus driver who observes a vehicle passing the school bus when the signal lights are activated
shall notify the transportation supervisor of the violation and provide the basic information required by law.
The driver shall convey this information to the appropriate law enforcement agency.

The school district shall comply with all state laws and regulations pertaining to the operation of
school buses and shall make these requirements known to bus drivers. The District shall also cooperate
with local safety officials in formulating and accomplishing its school bus safety program.

Any accident involving a school bus which is required to be reported under W.S. § 31-5-1106

shall also be reported to the Wyoming Department of Education on forms approved by the department.

Legal Reference — W.S. §21-3-126 through 21-3-129, 21-4-401
Cross Reference - Chapter VII, Section 12, Field Trips and Excursions; Chapter IX, Section 5, Use of
District Facilities, Vehicles, and Equipment.

Adopted 6/11/84

Revised 7/28/86 & 7/1/96
Revised 8/1/97 & 7/13/98
Revised 7/10/00

Revised 7/2/01

Revised 7/1/02

Revised 6/21/04

Revised 6/20/05

Revised 6/7/10

Revised 6/20/11

Revised 5/7/12

Revised 7/1/13

Revised 7/14/14
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ADMINISTRATIVE REGULATION FOR CHAPTER V, SECTION 10 — TRANSPORTATION SERVICES.

Riding a school bus is a privilege, not a right. Students who choose to ride a District bus must comply
with this administrative regulation. Transportation drivers and transportation assistants will enforce these
rules and this regulation in accordance with Board policy.

1.

10.

11.

12.

Students on the bus are under the supervision of the bus driver and/or the TA (Transportation
Assistant). Seats may be assigned by the driver or TA as necessary.

Passengers of a school bus will be limited to assigned students, approved parents, and sponsors.
If a driver does not recognize a student as a regular rider, the driver may transport the student or
call dispatch for instructions.

A misconduct report may be sent to the parent/guardian upon violation of this regulation.
Students receiving a misconduct report can have riding privileges suspended for a period of one
to ten days at the discretion of the driver/supervisor. Suspension of riding privileges for more
than ten days will be determined by the Superintendent or designee. The violation of these rules
and the number of violations per an individual student will determine the time of suspension.

The driver shall not remove students from the bus until it reaches that student’s school of
attendance or assigned stop. There may be incidents that require a school administrator or law
enforcement officer to remove a student. In these cases, the student will be removed from the
bus as necessary and provided transportation to the school or to their home.

All passengers will remain seated and out of the aisle while the bus is in motion. A minimal
amount of movement from seat to seat is permitted at stops to allow the discharge of passengers
at their designated stop.

Bullying, profanity, loud noises/conversations and verbal abuse to anyone on the bus will not be
tolerated. Violators will be removed from the bus accordingly.

The use or possession of tobacco or lookalike tobacco products including but not limited to
electronic cigarettes, drugs, or alcohol products is prohibited on the school bus. Weapons or
explosive articles are prohibited on the bus, including but not limited to chains, bats, knives, razor
blades, flammable materials, guns or other threatening items. Possession of any of these items
by a student is cause for immediate removal from the bus.

Articles which obstruct the aisle, exits, or may cause a safety concern to the students will not be
allowed on the bus. Glass containers or other glass items will not be allowed on the bus. The
driver will make the determination if an item can be transported safely.

Live animals are prohibited on a school bus with the exception of canine assistants for the
impaired.

The student is responsible for security of his/her personal property. Personal property found on
the bus will normally be placed in a “lost and found” area at Transportation.  The driver and/or
TA are not responsible for items left on the bus.

Cellular phones and video games will not be used on the bus in a manner which causes a
distraction to the driver. The driver and/or the TA have the option to confiscate these items to
ensure safety of the riders. The item confiscated will be returned to the student when he/she
departs the bus.

Eating and/or drinking on the bus will be left to the discretion of the driver. Students that have a
medical condition that requires him/her to eat at scheduled times will be allowed to do so, but
must notify the driver of the requirement. Students who otherwise eat or drink on the bus are
responsible for keeping his/her area clean, and properly dispose of their wrappers and/or
containers.
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13. Students will not be allowed to ride the bus if they wear clothing that causes a distraction to
District employees or other students. Pants will be worn near the waistline. Shoes will be of the
type that allow for a safe exit from the bus in case of an emergency. (ie. exiting from the rear

door).

Adopted 6/11/84
Revised 7/13/87 & 7/1/95
Revised 7/13/98

Revised 7/2/01

Revised 7/1/02

Revised 7/19/06

Revised 6/15/09

Revised 7/14/14
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ADMINISTRATIVE REGULATION FOR CHAPTER V, SECTION 10 — TRANSPORTATION SERVICES
— BUS DRIVERS AND DISTRICT EMPLOYEES

Bus Drivers
1. Upon hiring, driver will be fingerprinted and must pass the background check.
2. Driver will then be given 80 hours of Initial training conducted by the District.
3. After initial training has been completed, the driver must pass the Commercial Driver’s License

4,
5.

©®

10.

11.

12.

13.

14.

15.

16.
17.

(CDL) written test, skills test, and road test.

Driver must receive CDL license with passenger and air brake endorsement.

Driver must pass Department of Transportation (DOT) medical examination and receive medical
examiner’s certificate.

Driver must be responsible for carrying the DOT medical examiner’s certificate with him/her at all
times while transporting students and when renewing driver’s license.

Driver must successfully complete a defensive driving course conducted by the District initially
and every three years thereafter.

Driver will be required to attend six (6) hours of annual training.

Driver shall conduct a daily pre-trip inspection of his/her vehicle and submit an electronic report
promptly any defect or deficiency discovered that may affect the safety of the vehicle’s operation
or result in a mechanical breakdown. A pre-trip inspection form is available from the
Transportation Dispatcher.

Driver shall conduct a post-trip inspection after each trip including checking to ensure that all
passengers have vacated the bus.

Documentation of the inspection shall be submitted weekly to Dispatch and retained on file with
the school district for a period of one year.

At least twice during each school year, the driver of each school bus shall hold an emergency
evacuation drill. Proper documentation for each drill shall be maintained on file with the school
district.

Driver must wear lap belt at all times during operation of the bus.

Driver shall be responsible for ensuring that all passengers in school buses equipped with seat
belts are wearing seat belts while vehicle is in motion.

Driver shall instruct students as to the proper procedure for boarding and exiting from a school
bus and in proper and safe conduct while aboard.

School buses shall operate with lighted headlamps at all times the vehicle is in motion.

The service door of the school bus shall remain closed at all times while the vehicle Is in motion.

District Employees
Any employee that transports students in a district-owned vehicle must meet the following requirements:

1.

2.

Employee must successfully complete a defensive driving course conducted by the District
initially and then every three years thereafter.

Employee must pass Department of Transportation (DOT) medical examination and receive
medical examiner’s certificate. This physical must be completed prior to an employee
transporting students.

Employee must be responsible for carrying the DOT medical examiner’s certificate with him/her at
all times while transporting students and when renewing driver’s license.

Employee must conduct a pre-trip inspection of vehicle upon check out from Transportation. A
pre-trip inspection form (Exhibit 17a) is available from the Transportation Dispatcher.

If an employee has a vehicle checked out on a long-term basis, a daily pre-trip inspection prior to
departure and is required to report promptly any defect or deficiency discovered that may affect
the safety of the vehicle’s operation or result in a mechanical breakdown. A pre-trip inspection
form (Exhibit 17a) is available from the Transportation Dispatcher. If an employee has a vehicle
for a district program, a daily pre-trip inspection is required prior to departure. Report promptly to
the Transportation Department mechanics any defect or deficiency discovered that may affect the
safety of the vehicle’s operation or result in a mechanical breakdown.

Employee shall conduct a post-trip inspection after each trip including checking to ensure that all
passengers have vacated the bus.

Documentation of the inspection shall be retained by the employee and kept on file with the
employee’s department for a period of one year.

Employee will be required to attend six (6) hours of annual training.

132



9. Atleast twice during each school year, the driver of each school bus shall hold an emergency
evacuation drill. Proper documentation for each drill shall be maintained on file with the school
district.

Adopted 5/7/12
Revised 7/14/14
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EXHIBIT 17
Laramie County School District Number One
Cheyenne, Wyoming

MOTOR VEHICLE RECORD (MVR)
DRIVER EVALUATION FORM

Name Date

Position

The following is a point guide system used to determine eligibility to drive vehicles owned or operated by

Laramie County School District Number One.

Review the employee’s MVR and assign appropriate points for each “moving violation” in the score box.

Major Moving Violations (within last three year)

Hit and run; leaving the scene of an accident (INJUFY) ........c.ovveeiee i
Hit and run; leaving the scene of an accident (NON-INJUIY).........coouiiiiiiiiieen e
Any felony, homicide or manslaughter involving use of motor vehicles ...........cccccooiiineenn.
License SUSPENSION OF FTEVOCALION.......uuuiirieeeiiiitiiieeteeessesiireeeeeeeesssaateeereaessssnnsnrenrreeeesannnnneees
Driving under the influence of alcohol OF ArUgS ......ceeeeiiiiiiiiiie e
Implied consent refusal (refusal to take blood alcohol test)...........uveeviiiiiiiiiiiiee,
Racing or excessive speeds (20 mph over IMItS) ........cocciiieiiee i
=T od 41110 [ 11V, o SR
LOF T =1 (ST TS o [ 11V o o [P P T UPRPRPTPR
Y0 1=T=T o [T T PP PTUPRPTPR

Other Moving Violations (within last three years)
1 point per violation

POINT SYSTEM

Points will be cumulative over a three-year time period.

GRADING
Points Action
2 No action
4 Warning letter from Human Resources Office
7 Terminating of driving privileges

The employee will not be allowed to drive a Laramie County School District Number One vehicle pending
the outcome of an official hearing conducted by the Assistant Superintendent of Human Resources. An
employee whose job is dependent upon driving a school district vehicle shall be subject to dismissal.

Driving privileges will only be restored when the employee’s MVR points drop below six.

COMPLETED BY

Adopted 7/1/96
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EXHIBIT 17a

Laramie County School District Number One

Cheyenne, Wyoming

TRANSPORTATION DEPARTMENT
MPV VEHICLE PRE-TRIP INSPECTION

| General Information

Date

Department

Employee Name

Vehicle Number

| Mileage |
Mileage End
Start
Total
| Check* |

Please check any boxes where you have found deficiencies in this vehicle.

Mirrors
Cleanliness
Brakes

Turn Signals
Wipers
Flashers

oco0o00oo0Oo

Comments:

Seat adjustments

ocoooo0Oo

Windows

Two-way radio (if equipped)
Tires

Defroster/Heater/AC

Horn

Head Lights

Other

*Send copies of these inspections to Transportation Department annually.

Adopted 5/7/12
Revised 7/14/14
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EXHIBIT 18
Laramie County School District Number One
Cheyenne, Wyoming

TRANSPORTATION DEPARTMENT
MISCONDUCT REPORT TO PARENTS/GUARDIANS

Date Bus # Connecting Bus # School the Student Attends

Driver To Parent/Guardian of

THIS ACTION IS BEING TAKEN AS A RESULT OF A VIOLATION OF SCHOOL BUS RULES AND
REGULATIONS. PLEASE BE AWARE THAT ANY “LOSS OF RIDING PRIVILEGES” INCLUDES ALL
DISTRICT BUSES.

This misconduct report, or other verification, must be returned to the bus driver, signed by the
parent/guardian prior to riding ANY LCSD#1 SCHOOL BUS. It is not an admission of guilt, but a report to
let the parent/guardian know the Transportation Department feels there is a problem with the student.

Should you, the parent/guardian, wish to appeal the action, you are hereby informed that such a
procedure is set forth under Grievance Procedures, Chapter Il, and Section 9 of the policies of the
District.

Please accept this notice in the spirit of cooperation and in the best interest of greater safety of all
students on the bus.

This notice is to inform you that it was necessary for the bus driver to:

Warn your child that he/she will lose RIDING PRIVILEGES unless
his/her behavior and observance of rules and regulations improve.

Temporarily suspend your child’s riding privileges for days.
Bus suspension Start Date: End Date:

CALL THE TRANSPORTATION DEPARTMENT AT 771-2628 AND DISCUSS THE
PROBLEM WITH A SUPERVISOR.

Temporarily suspend your child’s bus riding privileges until the
parent/guardian has attended a meeting with the bus driver, a
transportation supervisor and/or the child’s school principal.
Please call 771-2628 to set up an appointment.

Signature of Parent/Guardian Phone Date

Driver/Parent Comments:

White-Parent, Yellow-Supervisor, Pink-Driver, Fax/Email/Copy-School

Form TR709 (Rev. 12/93)
Adopted 6/11/84
Revised 7/13/98, 7/1/02, 4/30/07, 7/1/13
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EXHIBIT 19

Laramie County School District Number One
Cheyenne, Wyoming

TRANSPORTATION DEPARTMENT

NOTICE TO STUDENTS AND PARENTS/GUARDIANS
USE OF VIDEO RECORDERS ON SCHOOL BUSES

The District has installed video recording equipment on all school buses to monitor school transportation
and will be videotaping on bus routes at random during the school year. Each bus has been equipped
with a video monitor box in which a video recording device may be installed. Students will not be notified
when a recording device has been installed on their bus.

Tapes will be reviewed on an as-needed basis by the transportation supervisor, and evidence of students’
misconduct will be documented. Students found to be in violation of the District's bus conduct rules will
be notified and disciplinary action will be initiated under the Board-adopted code of conduct and
discipline.

Videotapes will be treated as protected student records under the family educational rights and privacy
act. The following guidelines will apply:

1. Tapes will remain in the custody of the transportation department.

2. Parents/guardians or eligible students (18 years of age or older) who wish to view a
videotape in response to disciplinary action taken against a student may request such
access under the procedures set forth in Board policy, procedures for release of student
records.

3. Persons unrelated to a disciplinary incident will not be permitted to view bus videotapes.

Form TR700

Reference: Exhibit 16 — Video Surveillance Copy Release Form
Adopted 7/13/98

Revised 8/8/11
Revised 7/1/13
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EXHIBIT 20
Laramie County School District Number One
Cheyenne, Wyoming
SPACE AVAILABLE BUSING APPLICATION

In accordance with Board policy, students who are enrolled, not normally eligible for transportation, or
attending a special program within a building, are eligible to apply for “space available” busing.

This application should be returned to the Transportation Department, 316 Lexington
Avenue, Cheyenne, WY 82007 or faxed to 771-2613.

Applications will not be considered until after September 15. This allows the department
to determine eligible student loads on all buses.

If it is determined that there is space available on a given bus, assignment of the space
will be determined by date of application.

Parents will be notified as soon as possible regarding the status of their application.

Note: No new stops will be added to existing routes to accommodate “space available” riders.

Parent(s)Name:

Home Address: Zip:

Home Phone: Work Phone: School of Attendance:

Student’s Name(s): Grade: Bus #:
Grade: Bus #:
Grade: Bus #:

Note: If you are requesting consideration for more than one child and only one seat is available,
do you wish to reserve the seat? Yes No

STUDENT DISCIPLINE PROBLEMS ON THE BUS WILL RESULT IN LOSS OF RIDING PRIVILEGES.
IF SPACE AVAILABILITY CHANGES DUE TO ELIGIBLE STUDENT LOAD, YOUR CHILD'S RIDING
PRIVILEGES MAY BE SUSPENDED. YOU WILL BE GIVEN FIVE DAYS NOTICE.

Signature of Parent/Guardian:

DEPARTMENT USE ONLY

Date received Student I.D. Approved/Disapproved
Bus Stop Bus # Time: AM PM
Approving Authority: Date

Form TR121

Adopted 7/2/01
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Section 11. STUDENT TRANSPORTATION. The following regulations pertain to student

transportation:

1.

Definitions.
a. Urban - all areas specified within the District boundaries.
b. Rural - all areas outside specified District boundaries, but within the County zoning

boundary.

Eligibility for Transportation.

Following are the minimum distances for bus transportation according to area served. All

stated distances are subject to change if walking would subject the students to crossing

hazardous areas. The District Safety Committee shall be responsible for reviewing
requests for transportation because of hazardous conditions and make recommendations
to the Board. A criteria for establishing hazardous areas shall be developed by the

Safety Committee and made part of administrative regulations.

a. Elementary - all students living outside a 1.2 mile short-path walking distance of the
school in their attendance area shall be eligible for transportation.

b. Junior high school - all students living outside a 1.7 mile short-path walking
distance of the school in their attendance area shall be eligible for transportation.

c. Senior high school - all students living outside a 2.2 mile short-path walking
distance of the school in their attendance area shall be eligible for transportation.

d. Students with disabilities - in the event that a student's disability is judged to be
severe enough to interfere with participation in the regular student transportation
program, the student shall receive specialized transportation to and from his home.

Bus Stops. Bus stops shall be established by the District Transportation Advisory

Committee. They shall be located only on roads which have been approved for District

use by the Board of Trustees.

TRIAD SCHOOL TRANSPORTATION

Students assigned to triad schools shall be transported by the District from approved bus

stops. Whenever possible, these bus stops shall be established at District schools.

Parents who wish to have their student attend a school other than the school designated
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for that attendance area must have the permission of both the designated school's
principal and the receiving school's principal. Following such approval, the parents shall
furnish transportation for their student regardless of the circumstances involved.

3. In the instance where specific curriculum courses are not provided at a student's
designated school, transportation may be provided to the student from his designated

school to the school where those courses are scheduled.

Cross Reference - Chapter Ill, Section 5, Elementary School Triad Plan; Chapter VIII, Section 4,
Attendance Areas; Chapter VIII, Section 15, Health and Safety of Students; Chapter VIII, Section 19,
Student Vehicles.

Adopted 6/11/84
Revised 7/1/92

Revised 7/1/95 & 7/1/96
Revised 7/7/03

Revised 6/7/10

Revised 7/14/14
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Section 12. NUTRITION SERVICES. The District shall participate in the National School
Lunch Program and the National School Breakfast Program. The Board of Trustees shall abide by all
state and federal regulations required for conducting these programs. Exhibit 21 details District
compliance.

The Board shall approve prices charged for meals served by the District Nutrition Services
program.

The Assistant Superintendent of Support Operations and the Nutrition Services Administrator
shall maintain a satisfactory accounting and record keeping system for the operation of District cafeterias
and school lunch/breakfast programs in accordance with state and federal requirements. Administrative
Regulation - Procedures for Nutrition Services Collections specifies this operation.

The Board of Trustees shall receive periodic statements showing the financial condition of the
Nutrition Services Program. Other financial statements may be requested by the Board.

All reports required by state and federal regulation shall be prepared and submitted to the Board

for approval.

Adopted 6/11/84
Revised 7/1/95
Revised 6/7/10
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ADMINISTRATIVE REGULATION FOR POLICY CHAPTER V, SECTION 12, NUTRITION SERVICES
PROCEDURES FOR NUTRITION SERVICES COLLECTIONS

Computer Accounting:

Computer accounting is used for lunch, breakfast, and a la carte charges at all Laramie County School
District Number One schools. Payments onto the accounts are made preferably before school and at
breakfast. Payments can also be made during lunch service when necessary. For a fee, Credit Card
payments can be made online through the Nutrition Services website links. At mealtime, when the
student I.D. number is entered into the computer, the correct amount of cash is then deducted from the
student’s account balance for the appropriate meal or a la carte selection. Parents may request an
account activity log which shows all payments and expenditures for the student during any given time
period.

Loaners:

Laramie County School District #1 wants to ensure that no child goes hungry. “Loaners” are reimbursable
meals a student can charge to their meal account when their account has insufficient funds to cover the
cost of the meal. A “loaner” becomes a negative debt on the student’s account that must be repaid. The
purpose of this loaner policy which is to be adopted by all schools in the District is to be proactive in
parent notification in an effort to control loaner balances. Parents and/or guardians are responsible to
maintain their child’s account throughout the entire school year. This policy guidance is to standardize
processes for handling loaners throughout the school district. This policy is to permit the receipt of
reimbursable meals only. There are no provisions to allow loaner balances for any ala carte items. Each
student may use two (2) loaner meals, therefore each student account will be allowed to charge two (2)
meals.

Students will be provided an “Alternate Meal” when loaner/charge limit is exceeded. This Alternate Meal
will be designated by the Nutrition Services Program Administrator and meet the USDA nutrition
guidelines for a reimbursable meal.

A “no charge” (no loaner) policy takes affect for the remainder of the school year starting the third Monday
in May. During this period students will be given the alternate meal and not permitted to incur negative
balances.

Notification:

Elementary Schools (K-6)

When the student’'s account balance reaches $5.00 or less, the campus cashier will verbally remind the
student that they need money in their account when they come to cashier. Cashiers will provide a daily
balance report at the end of the day to campus personnel to inform them of loaner status. Additionally,
cashiers will coordinate weekly balance letters to be sent home with students.

For the first two loaners, the student will be required to phone parents to inform them that they need lunch
money for the next day. After the second loaner, the campus cashier will provide the student with an
Alternate Meal. A total of five alternate meals are provided, during which time the cashier must inform the
campus principal of the child’s status.

Secondary Schools (7-12)

When the student’s account balance reaches $5.00 or less, the campus cashier will verbally remind the
student that they need money in their account when they come to cashier. Students will be reminded of
low balances until a negative loaner is reached. Cashiers will provide secondary principals with a weekly
negative balance report of all students with loaner balances.

On the date of the first and second loaner, the cashier will inform the student to bring money or a lunch
the following date and explain that the Alternate Meal will be provided after two loaners.

After the second loaner, the cashier will retrieve meal choices selected and provide student with the
Alternate Meal. Every attempt will be made by the food service cashier not to embarrass the student.
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A total of five alternate meals are provided, during which time the cashier must inform the campus
principal of the child’s status.

Special Circumstances

Upon investigation and documentation, the principal may be able to complete a Meal Application on
behalf of a needy student whose parents are unresponsive. This process will be reviewed on a case by
case basis.

Point of Service Collection Procedures:

Collection procedures used in Laramie County School District Number One.

1. Money and student 1.D. numbers are collected at the end of the service line and the cashier
verifies that a reimbursable meal has been served.

Cash Accounting Procedures & Palicies:

1. Once a payment is credited to a student account, the parent must send a note if they want the
student to withdraw funds.

2. Checks will be deposited for the full amount into the student account. We will not return change
for any portion of the check. Non-Sufficient Fund (NSF)/returned checks will be handled
according to Nutrition Service department procedures posted online.

3. The daily sales will be recorded and stored following the current USDA guidelines.

4. All school meal service monies shall be deposited to the Nutrition Services bank account and
reconciled accordingly.

5. Free and reduced price lunches are served to those students who qualify according to
established federal guidelines. All free and reduced lunch applications are approved and
notification letters are sent from the Nutrition Services Central Offices. Each day, an electronic
free and reduced update is sent to each campus computer. All verification of free and
reduced lunch forms is handled through the Nutrition Services Central Offices.

Adopted 7/12/93

Revised 7/1/95, 7/1/96, 8/1/97
Revised 7/10/00

Revised 7/1/02

Revised 7/7/03

Revised 7/19/06

Revised 6/20/11

Revised 7/14/14

143



EXHIBIT 21
POLICY STATEMENT FOR FREE AND REDUCED PRICE MEALS and AFTER
SCHOOL CARE PROGRAM PROTOTYPE

The Laramie County School District One has agreed to participate in the:
(Name of Local Education Agency [LEA])

X National School Lunch Program (NSLP) and/or

X School Breakfast Program (SBP) and/or

X Afterschool Care Program

[] Special Milk Program (kindergarten or preschool)

] Special Milk Program (only schools children that do not have access to the NSLP or SBP).

and accepts responsibility for providing either:

XFree and reduced price meals and/or

[]Free milk to eligible children in “split session” kindergarten or
[IFree milk to eligible children in “milk only” schools or

XFree or reduced price after school snacks.

The __ Laramie County School District One assures the Wyoming Department of Education (WDE)
(Name of LEA)

that the LEA will uniformly implement the following policy to determine children’s eligibility for free and

reduced price meals and free and reduced price snacks and/or free milk for kindergarten in all schools

that participate in the NSLP and/or SBP and/or Afterschool Care Program. In fulfilling its responsibilities,

the LEA agrees to all conditions outlined in this “Policy.”

In fulfilling its responsibilities, the LEA agrees:

A. To serve meals and/or after school snacks (or milk in those schools which offer the free milk option
under the SMP) free to children from families who provide a Supplemental Nutrition Assistance Program
(SNAP) (formerly known as Food Stamps) case number or a Temporary Family Assistance (TFA) case
number on the application, or whose income is at or below the free scale of the Income Eligibility
Guidelines.

B. To serve meals and/or after school snacks at a reduced price to children from households whose
income is at or below the reduced price scale of the Income Eligibility Guidelines.

C. That there will be no physical segregation of, nor any other discrimination against, any child because
of his/her inability to pay the full price of the meal or milk. The names of the children eligible to receive
free or reduced price meals and/or after school snacks or free milk shall not be published, posted, or
announced in any manner, and there shall be no overt identification of any such children by use of special
tokens, tickets or any other means. Further assurance is given that children eligible for free or reduced
price meals and/or after school snacks or free milk shall not be required to:

1. Work for their meals or milk.

2. Use a separate lunchroom or milk service area.

3. Gothrough a separate serving line.

4. Enter the lunchroom through a separate entrance.

5. Eat meals or drink milk at a different time.

6. Eat a meal different from the one sold to children paying the full price or drink milk different from
that sold to children paying the full price.

D. To set reduced price charges for lunch, breakfast or after school snacks at or below the maximum
reduced price allowed by regulations and below the full price of the lunch or breakfast. (The reduced
price is as follows: 40 cents per lunch; 30 cents per breakfast; and 15 cents for after school
snacks).
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E. That, in the operation of school nutrition programs, no child shall be discriminated against because of
race, color, national origin, sex, age or disability.

F. To verify in accordance with program regulations and maintain records as follows:

1. A summary of the verification efforts;
2. The total number of applications on file on October 1; and
3. The percentage or number of applications verified.

Compliance with these requirements will be monitored by the State agency as part of its
supervisory assistance monitoring and verification efforts.

G. To establish and use a fair hearing procedure under which:

1. A family can appeal a decision made by the LEA with respect to the family’s free milk or
free and reduced price meal application; and

2. The LEA can challenge the continued eligibility of any child for free or reduced price meals
and/or after school snack or free milk.

During the appeal and hearing, the child who was determined to be eligible based on the original
application submitted will continue to receive free or reduced price meals or free milk. Prior to
initiating the hearing procedure, the school official, the parent/guardian may request a conference to
provide an opportunity for the parent/guardian and school officials to discuss the situation, present
information, obtain an explanation of data submitted in the application and the decisions rendered.
Such a conference shall not in any way prejudice or diminish the right to a fair hearing.

The hearing procedure shall provide the following for both the family and the LEA:

1. A publicly announced, simple method for making an oral or written request for a hearing.

2. An opportunity to be assisted or represented by an attorney or other person.

3. An opportunity to examine, prior to and during the hearing, the documents and records
presented to support the decision under appeal.

4. Reasonable promptness and convenience in scheduling a hearing, and adequate notice as
to its time and place.

5. An opportunity to present oral or documentary evidence and arguments supporting a
Position without undue interference.

6. An opportunity to question or refute any testimony or other evidence and to confront and
cross-examine any adverse witnesses.

7. That the hearing be conducted and the decision be made by an official who did not
participate in the decision under appeal or any previous conference.

8. That the decision of the hearing official be based on the oral and documentary evidence
presented at the hearing and entered into the hearing record.

9. That the parties concerned and any designated representative thereof be notified in writing
of the decision.

10. That for each hearing a written record be prepared, including the decision under appeal,
any documentary evidence and a summary of any oral testimony presented at the hearing,
the decision of the hearing official and the reasons therefore, and a copy of the notification
to the parties concerned, of the hearing.

11. That such written records shall be retained for a period of 3 years after the date of the final
Claim for Reimbursement for the fiscal year to which they pertain, except that if audit
findings have not been resolved, the records shall be retained beyond the 3 year period as
long as required for resolution of the issues raised by the audit. These records must be
made available for examination by the parties concerned or their designees at any
reasonable time and place during the period.

H. To designate a determining official(s):
Shannon Thompson-Emslie Program Administrator
(Name) (Title)
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3320 Maxwell Ave Cheyenne, WY 82001
(Address) (City, State, Zip)

to review applications and make determinations of eligibility. Such official(s) will use the criteria
outlined in this policy to determine which individual children are eligible for free and reduced price
meals or free milk.

I. To develop and distribute to each child’s parents or guardian a letter as provided in sample on-line
materials. In addition, an application form for free and reduced price meals or free milk shall be
distributed with the parent letter at or about the beginning of each school year or whenever there is a
change in eligibility criteria. The letter to parents with the free and reduced price meal application
attachment shall have only the income eligibility guidelines for reduced price meals with an
explanation that households with incomes at or below the reduced price guidelines may be eligible for
either free or reduced price meals. The letter to parents with the free milk application form shall
list the income eligibility guidelines for free milk.

Interested parents or guardians are responsible for filling out the application and returning it to the
school for review. Such applications and documentation of determinations made will be maintained for
a period of 3 years following the end of the school year to which they pertain.

Applications may be filed at any time during the year. Parents or guardians enrolling a child in a school for
the first time shall be supplied with appropriate meal or milk application materials regardless of the time of
year the child is registered. If a child transfers from one school to another under the jurisdiction of the
same LEA, his/her eligibility for free or reduced price meals or free milk will be transferred to and honored
by the receiving school.

Parents or guardians will be promptly notified of the acceptance or denial of their application. Children will
be served meals or milk immediately upon the establishment of their eligibility.

It is recognized that in certain cases foster children are also eligible for these benefits. If a household has
a child living with them who is a legal ward of the state of Wyoming, that child is considered a family of
one, and monthly income from the State should be listed.

LEAs shall log onto the Direct Certification website at the beginning of each month to find student names
who will be eligible for free meals.

When an application is rejected, parents or guardians will be provided written notification, which shall
include:

1. The reason for the denial of benefits, e.g., income in excess of allowable limits or
incomplete application;

Notification of the right to appeal;

Instructions on how to appeal; and

A statement reminding parents that they may reapply for free and reduced price benefits or
free milk at any time during the school year.

pwnN

The reasons for ineligibility shall be properly documented and retained on file at the LEA level.
The designated hearing official is: David Bartlett, Assistant Superintendent of Schools,

2810 House Ave Cheyenne, WY 82001
(Address) (City, State, Zip)

Note: The hearing official must be someone not involved in the original eligibility determination. It is
suggested that he/she hold a position at a higher administrative level than that of the determining official.
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J. To submit a public/press release containing both the free and reduced price eligibility guidelines and
all other information outlined in the parent letter, to the local news media, local unemployment offices and
major employers contemplating or experiencing large layoffs.

K. To establish a procedure to collect money from children who pay for their meals, after school snacks
and milk and to account for the number of free, reduced price and full price meals and/or after school
snhacks served or the number of half-pints of free and full price milk served. This collection procedure will
be used so that no other child in the school will consciously be made aware by such procedure of the
identity of the children receiving free or reduced price meals or free milk. This procedure is described in
detail in the WDE Permanent Agreement.

L. Agrees to submit to the Wyoming Department of Education any alterations, etc., before
implementation. Such changes will be effective only upon approval. All changes in eligibility criteria must
be publicly announced in the same manner used at the beginning of the school year.

M. Wyoming Department of Education Child Nutrition Programs Verification of Updated Software
(For districts or agencies that use an on line application software).

I, Shannon Thompson-Emslie contacted MCS Software System to verify that the USDA policies and
procedures are being followed. Current guidance on Meal Eligibility as it relates to Software Programs
has been communicated between both parties.

Date of Contact: Date software updates received:
Signature of Software Program Representative and Title Date
Signature of School Official and Title Date

The signature of the school/agency official signifies that all information in this document are understood
and agreed upon.

Signature Date
School District — Superintendent
Private School — Principal or Chairman of the Board
Residential Child Care Institution — Director

Wyoming Department of Education Child Nutrition Programs

Adopted 7/12/93
Revised 7/1/94, 7/1/95, 7/01, 7/07, 6/08, 6/10
Revised 7/14/14

147



Section 13. DISTRICT INSURANCE PROGRAM. The responsibility for administering the total
insurance program of the District shall be that of the Superintendent and his administrative staff. The
Superintendent shall prepare for review and approval of the Board of Trustees specifications for
insurance coverage of various types in order that the insurance may be placed by competitive bid as
required by law. Any modification of these specifications which may from time to time be considered
necessary due to changes in law or substantial changes in the District's risk and exposure values shall be
brought to the attention of the Board for discussion.

The Board shall obtain insurance only from companies which maintain an office in the State of
Wyoming and are authorized to do business in Wyoming subject to the supervision of the State Insurance
Commissioner.

The Superintendent shall maintain an adequate insurance program to:

1. Protect District property against fire, vandalism, theft, and common casualties.

2. Protect the Board of Trustees, the District, and its personnel against general
liability resulting from the discharge of their duties. Each person whose duties
include operating a District-owned vehicle shall maintain a driving record
sufficiently free of violations and chargeable offenses so that the District can
maintain its insurance coverage without the threat of cancellation by the insurance
company or its underwriters.

3. Offer group hospital and medical insurance coverage, life insurance, and disability
insurance for personnel with the premiums to be paid as determined through
negotiation.

The Superintendent may also authorize and participate in a group accident, health, and medical

insurance program for students with premiums to be paid by parents or guardians.

Legal Reference —W.S. §21-3-110, 21-3-111, 21-3-126 through 21-3-130
Cross Reference - Chapter VI, Section 14, Salary and Fringe Benefits; Chapter VIII, Section 15, Health
and Safety of Students.

Adopted 6/11/84
Revised 7/28/86 & 7/8/91
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Section 14. PLANNING AND CONSTRUCTION. The Superintendent shall assure that all

building construction or modification and any mechanical, electrical, or cabinetry added thereto shall be

accomplished in the most efficient manner and meet or exceed all required building codes.

The Superintendent shall further assure that present student population shall be adequately

housed and that projections of future student population shall be developed and plans developed to

provide facilities for all levels of student enroliment.

This function shall be accomplished by the Planning and Construction Administrator under the

general supervision of the Assistant Superintendent of Support Operations by providing for:

1.

2.

10.

Adopted 7/8/91

All necessary construction drawings.

All graphs, charts, and material necessary for presentations.

A record of all District facilities which will include drawings, specifications, and
history.

Development of construction documents.

Selection of professionals to be involved in building projects and the coordination
of their activities with the District.

Preparation of building and repair cost estimates.

Matching enroliment calculations with facility space and making
recommendations to the Superintendent.

Assess site and facility needs, prioritize the needs and make recommendations
for funding of projects.

Direct in the development of a long-range District Master Facility Plan to support
the instructional activities and goals.

Maintain the planning module of the geographical information system to assist in

student demographics and boundary planning.

Revised 7/1/92, 7/1/95, 6/7/10
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CHAPTER VI
PERSONNEL

Section 1. DISTRICT POSITIONS FOR PROFESSIONAL AND CLASSIFIED STAFF. All
professional and classified staff positions of the District shall be established initially by the Board of
Trustees. There shall be a Superintendent or Superintendent’s designee approved job description for
each position in the District.

Job descriptions shall be generally in the form as outlined in those District job descriptions
currently in use.

An individual shall not be employed in any position unless the individual meets the qualifications
specified in the job description for that position.

Although positions may remain temporarily unfilled, or the number of persons holding the same
type of position decreases in the event of reduction in force requirements, only the Board may abolish a
position it has created.

The Board shall approve the appointment by the Superintendent of any individual to a
supervisory or certificated position. The Superintendent or designee may make all other appointments
without Board approval.

CRIMINAL HISTORY BACKGROUND CHECKS

All employees initially hired by the District on or after July 1, 1996, who may have access to
minors, must submit to fingerprinting for the purpose of obtaining state or national criminal history record
information before employment.

First time certified individuals will be checked through the Professional Teaching Standards
Board.

Beginning July 1, 1996, and thereafter, any person offered employment with the District as a
classified employee will be given applicant fingerprint forms, provided by Laramie County School District
Number One Human Resource Department.

Payroll technicians will be responsible for making arrangements with the Division of Criminal
Investigation to have the respective employee’s fingerprints taken. Fingerprinting will be scheduled prior
to the employee reporting to work.

Each prospective employee shall also complete, sign, and have notarized, the fingerprint form.
The fingerprint form shall be returned to Laramie County School District Number One Human Resource
Department.

The District shall pay all costs incurred for obtaining the fingerprinting and processing the
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criminal history check for all persons applying for employment in a classified position with the District.
Any classified employee that resigns his/her position and applies for reemployment within six months of
his resignation will be required to pay the costs for obtaining fingerprinting processing criminal history
checks.

The Assistant Superintendent of Human Resources is designated as the person to receive and
maintain all information received by the District related to criminal history checks on applicants and
employees. All information obtained by the District pursuant to the criminal history check shall remain
confidential. The criminal history information shall be returned to the Assistant Superintendent of Human
Resources and access of the information shall be restricted to the Assistant Superintendent or designee.
The information shall be maintained in separate files for each applicant in a locked file cabinet in the
Human Resources Office.

The District shall not divulge the information obtained from the criminal history check unless
required to do so by any federal or state agency.

In the event the Assistant Superintendent of Human Resources receives criminal history
information on an applicant which disqualifies the applicant for employment with the District, the Assistant
Superintendent of Human Resources shall notify the applicant personally or in writing (certified mail,
return receipt requested) of their disqualification.

If the Board dismisses or accepts the resignation of a person holding certification, the Board
shall notify the Professional Teaching Standards Board of the dismissal or resignation, if the dismissal or
resignation was based, in whole or in part, on the person’s conviction of a felony.

The District may deny employment to any person seeking employment that has been convicted
of a felony and may dismiss an employee who has misrepresented his/her criminal history. The District
may deny employment to any person convicted of any criminal act involving drugs, alcohol, weapons,
violence, and/or child or sexual abuse.

Any person employed by the District shall be deemed to be a temporary employee until the
criminal history information is received by the Assistant Superintendent of Human Resources. In the
event the applicant/employee’s criminal history check indicates the person has been convicted of a felony
as defined by W. S. 21-2-802(g), or any applicant/employee who fails to provide complete and accurate
information to the District regarding their criminal history shall also be subject to immediate dismissal from
their employment with the District.

An applicant/employee dismissed for providing incomplete or inaccurate criminal history

information shall be entitled to a hearing before the Board provided by the Wyoming Administrative
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Procedures Act and the Board'’s hearing policies.
VOLUNTEER SCREENING
All individuals who volunteer for more than five days, or a cumulative of more than forty (40)
hours, in any school year for activities not associated with their own children will be screened through the
Wyoming Department of Family Services. The Assistant Superintendent of Human Resources may

require a Division of Criminal Investigation criminal history check.

Cross Reference - District Job Description Handbook - Office of Assistant Superintendent of Human
Resources.

Adopted 6/11/84
Revised 7/1/95 & 7/8/96
Revised 10/14/96 & 7/10/00
Revised 7/2/01

Revised 7/1/02

Revised 7/7/03

Revised 6/21/04
Revised 7/19/06
Revised 6/7/10

Revised 5/7/12

Revised 7/1/13
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Section 2. RECRUITMENT AND PROMOTION. The Superintendent shall develop and
maintain a recruitment and promotion program designed to attract and hold the best possible personnel in
District programs. The Superintendent or designee is authorized to issue letters of offer to prospective
employees. Such letters of offer shall be subject to Board approval for certificated and/or supervisory
positions.

The Superintendent with the Assistant Superintendent of Human Resources and other
administrators shall determine the personnel needs of the District.

The District administration shall locate suitable candidates for employment and advancement.
The Assistant Superintendent of Human Resources may establish procedures for screening and
recommending an applicant(s) for employment.

RECRUITMENT

In the search for all employees, consideration shall be given to all usual means for identifying
candidates including placement bureaus, employment agencies, universities and colleges, media
advertisements, the Internet, and job fairs. The search for professional employees may extend to a wide
variety of educational institutions and may include widespread publication particularly in the District and
surrounding geographical area.

PROMOTIONS

Promotions may be granted at the discretion of the Superintendent, subject to the approval of
the Board of Trustees where required, and shall be made on the same basis as Assignment and Transfer
of District Personnel, Chapter VI, Section 6.

When the decision is made to post a vacancy, current employees shall be notified via electronic
posting in sufficient time to permit them to submit an application for consideration.

Within these guidelines and with all other considerations being equal among a group of
applicants, current District employees shall receive preference over others.

RECORD KEEPING

In all recruitment and promotional activities and procedures, a complete record of the basis for

individual selection shall be maintained in the office of the Assistant Superintendent of Human Resources

for two years.
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The purpose of the record keeping shall be to document that selection was in accordance with
all District policies and that selection was made on an objective and impatrtial basis.
Records shall include the applications and certifications of all applicants and those reference
letters, transcripts, reports, or examinations received and considered in the process.
EMPLOYEE RESIDENCY

No employee shall be required to reside in Laramie County as a condition of employment.

Adopted 6/11/84
Revised 5/8/89 & 7/1/93
Revised 7/1/94 & 7/1/95
Revised 7/10/00
Revised 7/1/02

Revised 7/7/03

Revised 7/18/07
Revised 5/7/12
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Section 3. PROFESSIONAL AND CLASSIFIED STAFF CONTRACTS. The Board of Trustees
shall enter into individual contracts with all supervisors and administrators regarding salary, fringe
benefits, and other terms and conditions of employment. These contracts may refer to memoranda of
understanding entered into by the Board with a group or groups of supervisors. The memoranda may
contain general conditions, terms of employment, and salary classifications.

The Board of Trustees may enter into contracts with recognized representatives of employee
units regarding salary, fringe benefits, and other terms and conditions of employment.

A certificated employee shall be considered to be on continuing contract and eligible for
employment on a continuing basis from year to year without annual contract renewal, after the contract is
renewed for a fourth consecutive year. A teacher who has achieved continuing contract status in another
Wyoming School District, has taught two consecutive school years in Laramie County School District #1,
and has had his/her contract renewed for a third consecutive school year shall receive continuing contract
status. Prior to this time, certificated employees shall be considered to be on initial contract and
employed on a year-to-year contract basis.

A classified employee shall be on probationary status during the first ninety days of employment
in any position. Following the successful completion of the probationary period, the employee shall be
considered a permanent employee.

In performing their duties and in carrying out their responsibilities, District personnel shall comply
with all policies of the Board as well as with the administrative rules and regulations related to those
policies.

All negotiations conducted by the Board of Trustees with employees or their recognized
representatives shall be in accordance with these policies. If a change in policy is necessitated due to
negotiated agreement with any employee or unit, it shall be in accordance with adopted Board policy and
procedure for change.

Legal Reference — W.S. §21-7-102, 21-7-104, 21-7-105, 21-7-112
Adopted 6/11/84
Revised 7/1/02

Revised 7/19/06
Revised 5/7/12
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Section 4. RECOGNITION OF EMPLOYEE UNITS. The Board of Trustees recognizes

representatives of employee units for purposes of negotiations regarding salary, fringe benefits, and other

terms and conditions of employment.

CHEYENNE TEACHERS EDUCATION ASSOCIATION

The Board of Trustees recognizes the Cheyenne Teachers Education Association, also referred

to as the Teacher Unit, as the representative for a unit of employees consisting of:

1. Teacher Unit

a.

Classroom Teachers

Cluster Specialists

Title | Teachers/Specialists

Special Education Personnel
Counselors

Secondary Library/Media Specialists
Nurses

Social Workers

Teachers on Special Assignment (TOSA)
Homebound Teachers

Athletic Directors

Education Specialists

Instructional Facilitators

Technology Integration Specialists
Coordinators

WYOMING EDUCATION ASSOCIATION

The Board of Trustees recognizes the Wyoming Education Association as the representative for a

unit of employees consisting of:

1. LOCAL #1- Transportation Unit
a. Bus Drivers
b. Dispatchers

C.

Transportation Assistants
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2. Specialists In Education Association - Paraeducator Unit
WYOMING PUBLIC EMPLOYEES ASSOCIATION
The Board of Trustees recognizes the Wyoming Public Employees Association as the

representative of a unit of employees consisting of:

1. Nutrition Services Unit
2. Custodial Unit
3. Technical and Support Services Unit

MEET AND CONFER UNITS
The Board of Trustees recognizes representatives from the following employee units on a meet
and confer basis for the purpose of negotiations regarding salary, fringe benefits, and other items and

conditions of employment:

1. Administration Unit
a. Assistant Superintendent of Instruction
b. Assistant Superintendent of Human Resources
C. Assistant Superintendent of Support Operations
d. Director of Instruction
e. Director of Special Services
f. Director of Technology
g. Assistant Directors
h. Principals

i Associate and Assistant Principals
J- Coordinators
k. Finance Administrator

l. Business Services Administrator

m. Department of Technology Administrators
n. Planning Administrator

0. Human Resources Program Administrator
p. Facilities/Risk Management Administrator
g. School-Community Relations Administrator
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r. Transportation Administrator

S. Nutrition Services Administrator

t. Energy Manager

u. Psychologists/Psychometrists/Psychological Technicians
V. Food Service Managers

w. Managers and Supervisors

RECOGNITION OF REPRESENTATIVES

Recognition of representatives for employee units for the purposes of negotiations shall be made
only after the majority of the unit expresses its desire for a secret ballot election to choose a
representative or to be recognized as an independent unit. If a minimum of thirty percent of a unit
expresses by petition their desire for an election, the District shall poll the remainder of the unit by
petition. If a majority of fifty percent plus one of the unit expresses a desire for an election, said election
shall be authorized only by the Board. The winner of the election shall be the representative receiving a
majority of fifty percent plus one of those listed on the eligible voter list. If no representative receives a
majority or if the majority vote is for being recognized as independent, the unit will be recognized as an
independent unit.

The elections shall be conducted in accordance with provisions specified in Exhibits 22 through 26.

Recognition of representatives for negotiations shall be withdrawn from any employee unit
through the same election process. If recognition of the representative is prohibited by law, the Board of
Trustees shall withdraw recognition.

An election for any employee unit or group regarding representation shall not be held more often
than at twelve-month intervals.

MEMBERSHIP

Membership in any union, association, or employee representative organization shall not be
required as a condition of employment, promotion, or transfer by the District or by the union, association,
or organization.
Adopted 6/11/84

Revised: 8/12/85, 8/19/90, 7/1/95, 7/13/98, 6/28/99, 7/10/00 & 7/2/01, 7/1/02, 6/21/04, 6/20/05, 6/16/08
6/15/09, 6/7/10, 6/20/11, 5/7/12, 7/1/13, 7/14/14
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EXHIBIT 22

LARAMIE COUNTY SCHOOL DISTRICT NUMBER ONE
Cheyenne, Wyoming

PETITION FOR RECOGNITION OF REPRESENTATIVES ELECTION

I, the undersigned, petition to hold a representative election for the
employees of Laramie County School District Number One. | further understand that fifty
percent plus one is required to schedule such an election.

| also understand that should fifty percent plus one fail to petition for an election, Laramie

County School District Number One will continue to recognize the current unit
representation.

Signature Date

Adopted 8/13/90

Revised 5/7/12
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EXHIBIT 23

LARAMIE COUNTY SCHOOL DISTRICT NUMBER ONE
Cheyenne, Wyoming

MEMORANDUM OF UNDERSTANDING

1. The election will be held on (date) in the
(building). The polls will be open at m. and will close promptly at
m.

2. Only those employees listed on “List of Eligible Voters” shall be entitled to vote.
Employees hired after (date) shall not be entitled to vote.

3. Employees who are eligible to vote will be allowed sufficient time from their duties to cast
their vote.

4, Any employee who resigns prior to the election date shall not be eligible to vote.

5. In order to be recognized as the bargaining agent, the organization must receive a 50

percent plus one majority of those listed on the “List of Eligible Voters.”
6. There shall be no verbal or written solicitation of votes subsequent to midnight

7. Campaigning and the soliciting of votes will not be allowed at work sites during work
hours. Meetings with the employees shall be conducted outside of work hours.
Administrators and supervisors shall remain neutral throughout the campaign.

8. Each party may designate two individuals to act as judges of the election. Only the
judges and the voters shall be in the polling place during the election or during the
counting of ballots. The judges shall check off the names of the employees as they vote;
furnish a ballot to each employee; and deposit the ballot in the ballot box in the presence
of the voter. The judges shall count the ballots after the election and make a return as
reflected in Exhibit 26. Supervisors and administrators shall not be near the polling site.

9. The order of placement of the organizations named on the ballot will be determined by
the flip of a coin. Exhibit 25 is a sample of the ballot that will be used for the election.

10. A notice of election as reflected in Exhibit 24 has been mailed to each employee listed as
eligible in the office of the Assistant Superintendent of Human Resources.

Dated:

(Signature of Bargaining Agent for Unit) (Signature of Representative of Unit)

(Signature of Representative of Laramie County School District Number One)

Adopted 8/13/90
Revised 7/1/95, 7/10/00, 7/2/01, 5/7/12
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EXHIBIT 24
LARAMIE COUNTY SCHOOL DISTRICT NUMBER ONE
Cheyenne, Wyoming

NOTICE OF ELECTION

There will be an election to determine the selection by an employee unit of a bargaining

representative for personnel. The election is to be held (date)
in the Building (location within building) between the
hours of_ m. and m. No voting shall be allowed after m. Personnel may be

allowed release time from their duties to vote.

Adopted 6/11/84
Revised 5/7/12
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EXHIBIT 25
LARAMIE COUNTY SCHOOL DISTRICT NUMBER ONE
Cheyenne, Wyoming

BALLOT

You are voting to determine (1) whether or not you wish to have an organization represent you in
negotiations or in employment contracts with Laramie County School District Number One concerning
wages, hours of work, and terms and conditions of employment; and (2) if so, which of the listed
organizations is your choice to be such representative.

Place an “X” on ONLY ONE LINE.

Place an “X” in the square of your choice:

(Name of Union, etc.)

(Name of Union, etc.)

(Independent Unit)

If you spoil your ballot, return it to the judges, who will destroy it and issue a new one.

After marking this ballot the judge will place the ballot in the voting box in view of the voter.

DO NOT SIGN BALLOT

Adopted 8/13/90

Revised 5/7/12
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EXHIBIT 26

LARAMIE COUNTY SCHOOL DISTRICT NUMBER ONE
Cheyenne, Wyoming

RETURN OF ELECTION

Election for (Name of Unit) of Laramie County School
District Number One held (date) in the Building.

1. One initialed ballot given to an eligible voter.

2. Only one ballot given each eligible voter (except that a ballot spoiled by a voter was

replaced and the spoiled ballot was destroyed).

Ballots were given only to those listed on the agreed list.
Ballots were deposited in the ballot box.

The polls were open from m. to m.

All ballots were counted immediately after the close of the polls.
Such count reflected votes as follows:

Nogkw

(Total Votes) for (Name of Union, etc.)
(Total Votes) for (Name of Union, etc.)
(Total Votes) for (Independent Unit)

Total of Votes

Dated:

Adopted 8/13/90
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Section 5. SCOPE OF NEGOTIATIONS. Negotiations shall be for the purpose of establishing
an equitable and peaceful procedure for the resolution of differences between the Board of Trustees and
the employee units. The establishment of salary, rates of pay, fringe benefits, procedures for grieving
terms of the negotiated agreement, and other terms and conditions of employment for members of the
unit shall be within the scope of negotiations.

The negotiated agreements shall be automatically renewed on a yearly basis unless reopened for
negotiation as agreed to between the Board and the unit. Any agreement may be terminated as specified
within each negotiated agreement.

The Board shall designate the individual or individuals to conduct negotiations on its behalf. Any
understanding agreed to by those negotiators, however, shall be tentative and subject to approval by the
Board.

NO STRIKE PROVISION

All negotiated agreements between the Board and employee units shall specify the
understanding by the unit of the need for continued and uninterrupted operation of District programs.

This is of paramount importance to the citizens and children of the community as well as to the members
of each unit. There shall be no interference with the operation of District programs.

All employee units shall agree that there will be no strikes, slowdowns, lockouts, mass
resignations, mass absenteeism, or other similar action which would result in the suspension of/or
interference with, normal work performance during the term of the negotiated agreement.

All employee units shall also agree that their officers, members, agents, or principals will not
engage in, encourage, sanction, or suggest any of the above named job actions. Any action prohibited by
this policy when committed by an employee of the school district shall constitute grounds for termination

of employment.

Cross Reference - Chapter I, Section 9, Grievances

Adopted 6/11/84
Revised 1/12/98
Revised 7/2/01
Revised 6/21/04
Revised 6/7/10
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Section 6. ASSIGNMENT AND TRANSFER OF DISTRICT PERSONNEL. The ultimate goal
of all assignment and transfer of District personnel shall be the improvement of the educational program.
The needs of the District shall receive primary consideration in assigning or transferring employees.

Assignment and transfer of personnel including extra duty assignments, extended school year,
summer school, and extended day shall be at the discretion of the Superintendent. In addition to the

educational requirements of the District, the Superintendent may also consider these factors:

1. Employee's competency and preference for the vacant position

2. Employee's educational qualifications and experience in the area

3. Responsibilities and relative difficulty of the position

4. Employee's seniority in the District

5. Prior evaluations

6. Academic qualifications shall receive priority over extra-duty assignments. Extra-

duty assignments may be made by the Superintendent’s designee.
TEACHING VACANCY ANNOUNCEMENTS

Human Resources will post biweekly, a list of vacancies on the District website. A current listing
of teacher vacancies shall be posted in the office of the Assistant Superintendent of Human Resources.

Teachers currently employed by the District shall receive priority in filling the positions. In the
event a vacancy occurs during the course of the school year, it shall be filled temporarily for the
remainder of the year without regard to District employees. However, it shall be filled permanently before
the beginning of the next school year.

Secondary school departments shall make recommendations and requests for course
assignments of teachers to the principal of the building prior to the close of the school year. Teachers
currently employed by the District shall receive priority in filling course assignments.

TEACHER INITIATED TRANSFER

Any transfer of a member of the unit, including extra-duty assignments, shall be at the sole
discretion of the Superintendent, with the approval of the Board. In making such a decision, the
Superintendent shall give utmost consideration to the educational requirements and well-being of the
children of the District. Other factors to be considered are:

1. Employee’s competency and preference for the vacant position;
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2. Employee’s educational qualifications and experience in the area;

3. Responsibilities and relative difficulty of the position;

4. Employee’s seniority in the District;

5. Prior evaluations;

6. Academic qualifications shall receive priority over extra-duty assignments. Extra-

duty assignments may be made by the Superintendent’s designee.

Requests for transfer by continuing contract personnel shall be submitted to the Assistant
Superintendent of Human Resources on the transfer request form provided by the Human Resources
Office and shall specify no more than four (4) schools, grade(s), and/or subjects. Transferring teachers
may initiate an intake interview with the principal and/or designee of all buildings they wish to transfer to
within one month of putting their name on the list. Requests received after June 1 shall not be accepted.
It is understood that staffing can begin prior to the June 1 deadline date. The transfer list shall cease to
be in effect after July 31, and subsequent vacancies shall be filled with individuals who are not currently
employed as certified staff. The administration shall make every effort to complete the staffing process
prior to July 31.

An initial contract teacher shall be eligible for transfer only at the discretion of the
Superintendent and the Assistant Superintendent of Human Resources. In the determination of transfer
requests, the wishes of the individual teacher shall be honored to the extent that there is no documented
conflict with the instructional requirements and best interest of the District. Selection shall be determined
by the principal and the Assistant Superintendent of Human Resources based on the aforementioned
criteria. Transfers shall be confirmed in writing by the Human Resources Division.

In the event a vacancy occurs during the school year, it may be filled temporarily for the
remainder of the year without regard to District employees. However, such a position shall be filled
permanently before the beginning of the next school year. Current District employees shall receive

priority in filling the position.

166



ADMINISTRATION INITIATED TRANSFER

A qualified teacher may be transferred upon the recommendation of the Superintendent
from one school, position, or grade level to another within the District. Except as otherwise
provided in subsections (2) and (3) of this section, the salary of the transferring teacher will
not be reduced. The District shall not discriminate in the assignment or transfer of a
teacher on the basis of gender, race, creed, nationality, disability, age, or membership or
nonmembership in any group or organization.

Notwithstanding the provision of subsection (1) of this section, a teacher who has been
occupying an executive or administrative position may be assigned to another position for
which he or she is qualified with a reduction in salary, if a vacancy exists in such position;
except that said teacher shall be placed on the salary schedule at the position to which he
or she would have been entitled had he or she been on or remained on the salary schedule
during the time he or she was occupying the executive or administrative position; and
except that said teacher shall be transferred during said school year from the executive or
administrative position he or she holds to another school position or grade level within the
school district without a reduction in salary during said school year.

Notwithstanding the provisions of subsection (1) of this section, the salary of a teacher who
has received additional compensation for the performance of additional duties may be
reduced if said teacher has been relieved of such additional duties.

JOB SHARING

Laramie County School District Number One recognizes that there are times when for family,

health, personal, and professional reasons, it may better serve an employee’s needs to continue their

employment on a part-time basis. The District may provide job sharing opportunities when it is clear that

the learning needs of students, successful teaching of the curriculum, continuity of support or administrative

services, and best interest of the District will be served.

To insure continuation of the work effort, the employee(s) and/or applicant requesting to share a

job will initiate consultations with the building principal or supervisor well before the request to job share is

submitted. The principal or supervisor and the employees requesting to initiate or dissolve a job sharing

assignment must provide a written proposal to the Assistant Superintendent of Human Resources defining

the time sharing plan. The plan must be submitted by March 1 for the following year for certificated staff, or

within 30 days of the job share period for classified staff.
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Any job share of less than a full semester per school year for certified staff, or six months for
classified employees, will not be approved. Job shares will be evaluated by the administrator or supervisor
and the Assistant Superintendent of Human Resources at the end of each year before approving
continuation for the next year. Extra joint planning and coordinating time for certified staff, necessitated by
the job-share will be the responsibility, on non-paid time, of the persons sharing the job.

The position, service date and employment status for employees who job share; in terms of initial
contract or continuing contract for certified, or part-time, probationary, or continuing for classified
employees, will be in accordance with the respective employee agreement. In the absence of provision in
an agreement, Board policy as otherwise provided will apply. For employees on job shares, the same will
apply to provisions for transfers, return to full-time status, staff reductions, or other schedule or assignment
features that may occur.

Employee benefits that are accrued such as retirement, vacation, and sick leave will be provided
on a pro-rata basis. Insurance benefit eligibility and contributions made by the District will be the same as
for other part-time employment, provided there is no net cost increase to the District when insurance costs
are offset by salary savings. Otherwise, the additional insurance costs will be shared between the job

shares on a pro-rata basis of respective scheduled hours divided by total scheduled hours.
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ADMINISTRATIVE REGULATION FOR POLICY CHAPTER VI, SECTION 6, JOB SHARING (CERTIFIED

STAFF)

Adopted 8/13/90

Continuing contract teachers, or other certificated staff, in a job sharing assignment may
return to full-time assignments in the following manner provided the request is made in
writing by March 1.

a. If one employee in the job sharing assignment is continuing contract status and the
other is initial contract status at the time the continuing contract teacher requests
to return to full-time teaching, the initial contract teacher would be terminated.

b. If both teachers in the job sharing assignment are continuing contract and one
wants to return to a full-time assignment, the request would not be granted until
appropriate space is available. Neither continuing contract employee would be
terminated solely to respond to the request for returning to full-time status.

Employees who gain continuing contract status as part-time employees will only be
recognized as a part-time employee with continuing contract status. They are not eligible
for continuing contract status as a full-time employee, until such time that they are placed
in a full-time assignment provided the full-time assignment immediately follows the part-
time assignment where continuing contract status was gained.

Employees in job sharing assignments are expected to attend staff meetings, attend
inservice meetings, hold parent conferences, and other appropriate meetings without
additional pay.

The building and/or program administrator and the employees requesting a job sharing
assignment must submit their proposal defining the time sharing features:

a. Time split (e.g., ¥2 - %, 2/6 — 4/6),

b. a.m./p.m. split with exact times,
C. semester/semester split or
d. other reasonable options.

Employees on job shares cannot be paid in advance for work not performed; however,
the District is willing to spread earned pay over the school year, if requested by the
employee.

Revised 8/1/97, 7/19/06, 6/7/10, 5/7/12
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INTERNAL TEACHER EXCHANGES

An opportunity exists for certified staff to experience renewal and professional growth by

exchanging assignments with other in-district personnel.

1.

In-district certified exchanges are limited to continuing contract staff only. Salary and
benefits are determined by the assignment; continuing contract status and accrued leave
days are also retained throughout the exchange.

Exchange assignments are suggested to be one year in length, but may occur for any time
period which is logical for the assignment involved. At the conclusion of the exchange, all
staff involved shall return to their previous sites unless a permanent transfer is agreed to
by all parties involved with the exchange.

Certified staff interested in an exchange should discuss renewal experience desired with
the principals as well as with Human Resources. Upon mutual agreement of the principals
and staff involved, a personnel report form for each teacher will be submitted by the
principals no later than March 1 indicating “teacher exchange--one year only.”

Exchanges will be made upon recommendation of the Superintendent with the approval of
the Board.

EXTERNAL TEACHER EXCHANGES

Teacher exchanges between Laramie County School District Number One and other districts,

including those in foreign countries, are designed to broaden teachers’ understanding of other cultures and

enhance the educational process for students.

1.

2.

Only continuing contract teachers are eligible for the exchange program.

All exchanges will be facilitated by Human Resources with the approval of involved
principals. All contracts for exchanges must be approved by Human Resources no later
than March 1 of the school year preceding the proposed change.

Laramie County School District Number One exchange teachers will be paid by the District
and receive retirement and insurance benefits currently provided to other employees of this
District. Incoming exchange teachers working in this District will receive pay, retirement,
and insurance benefits from their home districts. A teacher from this District remains a
continuing employee of this District and shall accrue seniority as if they had taught in this

District during the exchange period.
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4. Applications and guidelines for exchange agencies and sponsors may be obtained in the

office of Human Resources.
5. Exchanges will be made upon recommendation of the Superintendent with the approval of

the Board.
NEPOTISM

Relatives of the supervisor, or individuals living in the same household, shall not be assigned in

that supervisor's area of direct responsibility.
A relative is defined as a spouse, father, mother, brother, sister, son, daughter, stepson,
stepdaughter, son-in-law, daughter-in-law, sister-in-law, brother-in-law, nephew, niece, mother-in-law, and

father-in-law.

Cross Reference - Chapter VI, Section 2, Recruitment and Promotion.

Adopted 6/11/84
Revised 8/12/85, 3/14/88
Revised 8/13/90, 7/1/94, & 7/1/95
Revised 7/10/00

Revised 7/2/01

Revised 7/1/02

Revised 6/21/04

Revised 6/20/05
Revised 7/19/06

Revised 6/16/08

Revised 6/7/10

Revised 6/20/11

Revised 5/7/12
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Section 7. OUTSIDE EMPLOYMENT OF DISTRICT PERSONNEL. District employees are
expected to give the responsibilities of their positions in the District precedence over any type of outside
employment.

Employees shall submit Form 122, as shown in Exhibit 27, to the Assistant Superintendent of
Human Resources prior to accepting outside employment.

If an employee is approved to engage in employment or a business enterprise outside of the
District, the following conditions shall be met:

1. The employee shall not perform any duties related to the outside employment during
his regular District working hours or during any additional time needed to fulfill the
responsibilities of the position.

2. The employee shall not use any District facilities, equipment, or materials in
performing his outside employment except when on approved Officiating Leave as
specified in Chapter VI, Section 12.

3. The employee shall not perform any of his outside employment on District property
except when on approved Officiating Leave as specified in Chapter VI, Section 12.

4. If the employment consists of tutoring for pay, the tutoring shall be done only with
students who are not members of the tutor's present class or of the tutor's class

during the previous semester.

Legal Reference — W.S. §21-9-202
Cross Reference - Chapter IV, Section 6, Purchasing; Chapter V, Section 5, Buildings and Grounds.

Adopted 6/11/84
Revised 8/12/85 & 7/1/95
Revised 7/10/00

Revised 7/2/01
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EXHIBIT 27
LARAMIE COUNTY SCHOOL DISTRICT NUMBER ONE
Cheyenne, Wyoming

OUTSIDE EMPLOYMENT INFORMATION

NAME DATE
(LAST NAME FIRST)

SCHOOL ASSIGNMENT: REGULAR

SPECIAL

(ADULT EDUCATION, COACHING, MUSIC, ETC.)

OUTSIDE EMPLOYMENT:

WHERE?

(FIRM NAME)

TYPE OF WORK?

NUMBER OF HOURS WORKING DAILY WEEKLY

Form HR122

Adopted 6/11/84
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Section 8. EVALUATION OF PERSONNEL. Evaluations of District personnel place emphasis
on school results, ethical conduct and on the accomplishment of District goals and objectives. District
personnel shall be evaluated by their immediate supervisor using approved evaluation instruments.
Remediation procedures and techniques may be used as needed for all employees. Remediation
procedures and techniques are outlined more specifically in the Laramie County School District Number
One Employee Evaluation Manual and in the Negotiated Agreements between the recognized
representatives of each unit and the Board of Trustees.

ADMINISTRATORS

New administrators shall be evaluated at least twice each year during their first two years.

All other administrators shall be evaluated annually.
TEACHERS

Initial contract teachers shall be evaluated at least twice each year of their three year probation
period. Continuing contract teachers shall be evaluated annually.

Remediation procedures and techniques may be used as needed for both initial and continuing
contract teachers.

CLASSIFIED STAFF
Each classified employee of the District shall be evaluated at least annually.
RECORD KEEPING

All personnel evaluations and reports shall be placed in each employee's permanent personnel
file maintained in the office of the Assistant Superintendent of Human Resources. It shall be the
responsibility of the building administrator or supervisor to forward a copy of evaluation reports from the
working file to the employee's permanent file.

Before any evaluation is placed in an employee's permanent file, each employee shall have an
opportunity to review and sign the report. The employee shall have ten working days in which to make any
written response. Responses shall be included in the permanent personnel file. If an employee refuses to

sign an evaluation report, this shall be noted in the evaluation.

Cross Reference - Chapter VI, Section 18, Personnel Records.

Adopted 6/11/84

Revised 7/1/95

Revised 4/13/98

Revised 6/28/99

Revised 7/10/00, 7/2/01, 7/7/03, 7/19/06
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Section 9. PROFESSIONAL STAFF TIME SCHEDULES. The working days for administrators,
teachers and all certificated personnel shall be as specified in negotiated agreements and contracts
between the Board of Trustees and recognized representatives of those employee units.

The contract days for teachers shall be as specified on the school calendar as established by the
Board of Trustees. The school contract year shall not exceed one hundred eighty-five days. Teacher-
student contact days shall not exceed one hundred seventy-seven days.

The school contract year shall include those days during the first and second semesters when
students are in attendance, as well as orientation days, in-service days, or any other day on which teacher
attendance is required.

For days worked in excess of the one hundred eighty-five day contract for teachers, as required
and approved by the Assistant Superintendent of Human Resources, they shall be paid at the daily rate of
1/185th of their contracted salary, except where special salary schedules apply. Administrator’s working
days in excess of their contracted days, as required and approved by the Superintendent, shall be paid at
the daily rate reflected in their contracts. For days not worked within the respective contracts, the
individual's salary shall be reduced at the same rate.

The normal work day for teaching staff shall be a continuous seven and one-half hours per day as
set by the building administrator, which includes a duty-free lunch period of thirty minutes in length. The
hours during which teaching services shall be performed may vary from building to building with the
approval of the Superintendent.

Any additional time beyond the regular seven and one-half hour school day will be handled in

accordance with the negotiated agreement.

Cross Reference - Chapter V, Section 5, Buildings and Grounds, Access; Chapter VII, Section 2, Official
School Year Calendar and School Day.

Adopted 6/11/84
Revised 7/1/95
Revised 7/10/00
Revised 7/1/0
Revised 7/18/07
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Section 10. CLASSIFIED STAFF TIME SCHEDULES. The working days for classified staff
shall be as specified in the agreements negotiated between the recognized representatives of each
classified unit and the Board of Trustees.

PAID HOLIDAYS
District personnel in classified units shall receive holidays with pay as specified in negotiated

agreements between the recognized representatives of each classified unit and the Board.

Cross Reference - Chapter V, Section 5, Buildings and Grounds, Access.

Adopted 6/11/84
Revised 7/10/00
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Section 11. EMPLOYEE DEVELOPMENT. The continued development of District employees in
the knowledge and skills needed to attain District goals and objectives shall be encouraged and supported.

Employee development may consist of inservice training, assistance from supervisors and
consultants, and attendance by employees at conferences and meetings within budgetary limitations.

Employees shall attend all special and general meetings called by the administration.

Payment for required participation in district recognized inservice activities shall be in accordance
with provisions in individual negotiated agreements.

The Superintendent or designee may authorize the payment of expenses for attendance at such
activities. Reimbursement for expenses incurred during developmental activities shall be paid in
accordance with the Expense Reimbursement policy and administrative regulation specifying procedures.

Tuition costs and fees for college credit shall be paid by the employee with reimbursement only
as specified in negotiated agreement with classified units. The District shall not pay tuition costs for
certified staff which result in direct advancement on any salary schedule or which lead to an advanced
degree.

District guidelines shall apply to local, state, federal, and special funding for inservice projects.

PROFESSIONAL LEAVE FOR TEACHERS/CERTIFICATED EMPLOYEES
As a supplement to other inservice programs, selected members of the teacher/certificated
unit shall be allowed to attend or take part in conferences, projects, institutes, training, and educational
meetings for the purpose of additional research or education in their special departments or fields, or for
other professional development purposes.

Guidelines for Professional Leave for Teachers/Certificated Employees shall be located in the

office of the Director of Instruction.
CLASSIFIED EMPLOYEE TRAINING

Mandatory training with pay shall be provided to all new custodial, paraprofessional, nutrition

services, technical and support services, and transportation employees to orient them to procedures and

duties related to their positions. Ongoing inservice training shall be provided.
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DEFENSIVE DRIVING COURSE REQUIREMENTS

The District will conduct defensive driving courses on a scheduled basis, or will purchase such
instruction from an agency certified to conduct such programs. Successful completion of the course shall
be required of all employees whose job description requires that they operate a District-owned, licensed
vehicle. All such employees shall be required to renew their defensive driving certification every three
years. This requirement may be met within the driver training program referred to in Chapter V, Section 10.
Other occasional drivers or operators of nonlicensed moving equipment may be required to successfully
complete the defensive driving course at the discretion of their supervisor on a "space available" basis. It
shall also be required that the driver training program for bus drivers shall include training in a recognized
course in first aid. Any employee checking out a District-owned vehicle will be required to take the

defensive driving course.

Cross Reference - Chapter IV, Section 11, Expense Reimbursement.

Adopted 6/11/84
Revised 8/12/85
Revised 7/28/86
Revised 6/28/99
Revised 7/10/00
Revised 7/1/02

Revised 6/21/04
Revised 6/20/05
Revised 7/19/06
Revised 6/7/10

Revised 7/14/14
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ADMINISTRATIVE REGULATION FOR POLICY CHAPTER VI, SECTION 11 -- EMPLOYEE

DEVELOPMENT

Adopted 8/26/86
Revised 7/1/95

Revised 7/10/00
Revised 6/21/04
Revised 6/16/08

DEFENSIVE DRIVING COURSE REQUIREMENTS

Defensive driving will be taught to all new bus driver employees during their initial phase
of training. All other employees driving District vehicles will complete the course within
the first six months of employment.

The defensive driving course will be scheduled by the Transportation Administrator on an
as needed basis to allow all employees to meet the recertification requirements. The
Transportation Administrator and the Risk Management Office will notify employees when
recertification is due.

Material presented will meet requirements of the National Safety Council (NSC) and will
be taught by NSC certificated instructors.

The Transportation Department shall screen all requests to operate school vehicles for
successful completion of the driver's training course. Permission shall be denied to those
not complying with this requirement.

Notification shall be sent by the Transportation Department to those whose three-year
renewal is due and whose position requires they drive a District vehicle. Failure to
recertify shall also result in denial to drive school vehicles.

Immediate supervisors shall be responsible for scheduling with the Transportation
Supervisor employees who require certification or recertification.
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Section 12. LEAVES OF ABSENCE. All leaves of absence not requiring Board approval may
be granted by the employee's immediate supervisor, subject to the direction of the Superintendent or
designee.

All employees must notify their immediate supervisor of any impending absence for any reason.
Unreported or unexplained absences shall be cause for dismissal. Absence in excess of entitlement or
without valid reason shall result in appropriate deduction from the employee's salary unless the
Superintendent determines otherwise with Board approval.

SICK LEAVE/PERSONAL CIRCUMSTANCE LEAVE

Provisions that apply toward the accumulation of personal leave shall be governed by the

provisions of the negotiated agreement or contract that applies to the employee.
TEACHER UNIT

Certificated personnel shall be granted twelve days of sick leave with pay per year; two days of
which may be used for personal circumstances not connected with sick leave. If not used, one personal
circumstance day may be carried over to the following academic year. Employees may not accumulate
more than three personal circumstance days in one academic year.

Personal circumstance leave days may not be taken before or after any holiday, during the first
two weeks of the school year, or during the last four weeks of the school year. Permission may be granted
by the Assistant Superintendent of Human Resources in exceptional cases to use the personal
circumstance leave days during this time period.

Leave for personal circumstances may be denied to certificated personnel when the number of
requests is more than fifteen percent of the staff per building or more than two in a building of ten or less
staff.

CLASSIFIED PERSONNEL

Classified personnel shall be granted one day of accrued sick leave with pay for each month
worked during a contract year.

Classified employees will receive personal circumstance leave with pay, not connected with sick
leave, at the beginning of each contract year as specified in individual agreements.

Personal leave may not be taken by classified personnel before or after any holiday, during the
first two weeks of school, or during the last two weeks of school. Permission may be granted by the
Assistant Superintendent of Human Resources in exceptional cases to use personal circumstance leave

during this time period.
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Leave for personal circumstances for classified personnel may be denied when it is determined to

be detrimental to the efficient operation of the District by the employee's immediate supervisor.
ADDITIONAL SICK LEAVE REQUIREMENTS

Sick leave may be accrued from year to year by both certificated and classified employees
without limit. Upon termination, employees shall be compensated for unused sick leave in accordance with
the provisions as specified and established in negotiated employee agreements.

Specific rules that apply to the granting of sick leave shall be governed by the provisions of the
negotiated agreement or contract that applies to the employee.

The Assistant Superintendent of Human Resources or designee may require that an employee's
sick leave be supported by a certificate from a physician as to the illness. The employee shall be notified of
the intention to require the physician's certificate prior to the date for which it is requested.

An employee returning from sick leave that has been granted for less than one school calendar
year shall be placed at the same school or building in the same position held prior to the leave, provided
the employee is capable of performing the duties of that position. If the same position is no longer
available or if the leave exceeds one (1) year, the employee will be assigned to an equivalent position. If
an employee is unable to perform the duties of that position, transfer procedures shall be initiated to place
the employee in a position as nearly equivalent as possible to the one held prior to the leave provided one
is available.

SICK LEAVE BANKS

Sick leave banks may be established as specified and provided for in negotiated agreements
between the recognized representatives of each employee unit and the Board of Trustees.

The sick leave banks shall be governed by individual committees as established in negotiated
agreements. Personnel may apply for additional sick leave days under the conditions and through the
procedures specified in negotiated agreements.

Individual sick leave donation form is found at the end of Section12.

VACATION LEAVE

Vacation leave with pay shall be granted to all employees working on a twelve-month basis as

specified in negotiated agreements between recognized representatives of the employee units and the

Board.

181



COURT APPEARANCE LEAVE/JURY DUTY

Court appearance leave shall be granted to employees performing jury duty, while in court on
behalf of the District in response to a subpoena, or while in court on behalf of the District for any other
reason. No paid leave shall be granted when the court action is brought by the employee against Laramie
County School District Number One. Court appearance leave shall be granted only for the time the
employee is required to actually perform those services.

The employee shall be paid the difference between the regular salary and the court fees
received, if any, for this leave, except no payment shall be made when the court action is brought by the
employee against the District.

Employees returning from court appearance leave shall be placed at the same school or building
in the same position they held prior to the start of the leave.

PUBLIC OFFICE LEAVE

The Board of Trustees reserves the right to review all situations pertaining to public office leave.
All employees who intend to file for public office leave must submit the request in writing to the
Superintendent at least thirty days prior to the employee legally filing for the office.

After reviewing the individual situation, the Superintendent will present recommendations to the
Board. The Board will act upon the request at its next meeting.

The following guidelines shall apply:

1. A leave of absence will not be granted for political offices that require full-time
participation, e.g., governor, mayor, etc., for an extended period of time.

2. The Board may approve a leave of absence for political offices that require part-time
participation, e.g., legislature, city council, county commissioner, etc., for a limited
period of time.

CAMPAIGNING FOR PUBLIC OFFICE

In the event campaigning for public office is deemed to interfere with the employee's regular work
day as defined in the employee's negotiated agreement or contract, the Board may at its discretion place
the employee on leave without pay for the duration of the campaign.

SERVING IN PUBLIC OFFICE
In the event serving in public office is deemed to interfere with the employee's regular work day,

as defined in the employee's negotiated agreement or contract, the Board has the following options:
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1. The employee may be placed on leave without pay while serving in the public office;
2. The employee may be placed on leave with the requirement that any pay received
for any contract days missed due to this reason shall be returned to the District.

If campaigning or serving in public office leave is approved, the following guidelines will govern:

1. Such leave of absence shall not exceed one year.
2. Such leave shall not affect previously accumulated seniority.
3. An employee on leave of absence for one year or less shall return to the same

position. However, if the same position is no longer available, the employee will be
assigned to an equivalent position.
MILITARY LEAVE

Military leave is an entitlement without pay. Employees who are called to active duty in the
armed forces and seek to return to the District within six months of discharge shall be reinstated in the
position held at the time of call to active duty. Employees called to active duty shall retain seniority and
salary position. The vacancy created by a call to military duty shall be filled on a temporary basis.

Employees of the National Guard or the Reserve Forces of the United States Army, Navy, Air
Force, Marine Corps, or Coast Guard will be granted fifteen days paid military leave per year for active duty
training subject to provisions of this policy.

Leave for active duty training in the National Guard or Reserve Forces shall be requested through
the immediate supervisor. The request shall be accompanied by a copy of the official orders to active duty
as well as a letter from the commanding officer stating that this training is required for this individual and
that such training cannot be obtained at any other time when school is not in session.

The vacancy created by this leave shall be filled with a substitute provided by the District.

An employee returning from military leave that has been granted for less than one school
calendar year shall be placed at the same school or building in the same position held prior to the start of
the leave provided the employee is capable of performing the duties of that position. If an employee is
unable to perform the duties of that position, transfer procedures shall be initiated to place the employee in
a position as nearly equivalent as possible to the one held prior to the leave.

MILITARY FAMILY LEAVE

Employees are eligible for military family leave if they have worked for Laramie County School

District Number One for at least twelve months in the last seven years and have worked at least 1,250

hours during the twelve calendar months immediately preceding the request for leave.
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There are two types of military family leave available.

1.

Qualifying exigency leave. Employees meeting eligibility requirements described above may be
entitled to use up to 12 weeks of their basic FMLA (Family Medical Leave Act) leave entitlement to
address certain qualifying exigencies. Leave may be used if the employee’s spouse, son, or
daughter, is on active duty or called to active duty status in the National Guard or Reserves in
support of a contingency operation. Qualifying exigencies may include.

e Short-notice deployment (up to 7 days of leave)

e Attend certain military events

e Arranging for alternative childcare

e Addressing certain financial and legal arrangements

e Periods of rest and recuperation for the servicemember (up to 5 days of leave)

e Attending certain counseling sessions

e Attending post-deployment activities (available for up to 90 days after the

termination of the covered servicemember’s active duty status)
e Other activities arising out of the servicemember’s active duty or call to active
duty and agreed upon by the District and the employee
Leave to care for a covered servicemember. This is a special leave entitlement that permits
employees who meet the eligibility requirements for FMLA leave to take up to 26 weeks of leave to
care for a covered servicemember during a single 12-month period. A covered servicemember is a
current member of the Armed Forces, including a member of the National Guard or Reserves, who
has been rendered medically unfit to perform his or her duties due to a serious injury or illness
incurred in the line of duty while on active duty for which the servicemember is undergoing medical
treatment, recuperation, or therapy; or is in outpatient status; or is on the temporary disability
retired list. When both husband and wife work for the school District, the aggregate amount of
leave that can be taken by the husband and wife to care for a covered servicemember is 26 weeks
in a single 12-month period.
PARENTAL LEAVE

Parental leave entitlement shall be granted to an employee who may use sick leave, vacation

leave, approved leave of absence without pay, or a combination of the options as stipulated in the Family

Medical Leave Policy.
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Parental leave shall be granted for the birth of biological children as well as adopted children.

If requested, leave may be granted for a period not to exceed one calendar year based on the
District’s ability to hire a suitable replacement. Additional leave time may be allowed as certified necessary
by the attending physician.

Barring unforeseen medical circumstances, parental leave beyond the 12 weeks allowed under
the FMLA leave must be submitted by March 1 for the following year for certificated staff, or within 30 days
of the leave request for classified staff.

The employee shall maintain salary status and other fringe benefits upon return from parental
leave.

An employee returning from parental leave granted for less than one school calendar year shall
be placed at the same school or building in the same position held prior to the start of the leave.

An employee returning from parental leave granted for one school calendar year or longer shall
be placed in a position as nearly equivalent as possible to the one held prior to the start of the leave.

FAMILY MEDICAL LEAVE

Employees shall be entitled to a total of twelve work weeks of unpaid leave during any twelve
month period. Such leave shall be granted to an employee for the birth or placement of a child for adoption
or foster care; to care for an immediate family member (spouse, child, or parent) with a serious health
condition; or, to take medical leave when the employee is unable to work because of a serious health
condition. Parental leave granted under the Family Medical Leave Act must be completed within 12
months of the birth or adoption of the child. Employees who request leave because of their own or a
covered relative’s serious health condition shall be required to submit proof to the Assistant Superintendent
of Human Resources of the existence of the medical condition and the need for leave. Such proof shall be
presented in the form of a medical certification from a health care provider. To be eligible for family
medical leave, an employee must have worked for the school district for at least twelve (12) months at the
time the leave is to commence. (These twelve (12) months do not have to be consecutive months.) The
employee must also have worked for the school district for at least 1,250 hours during the twelve-month
period before the leave begins. (These months are consecutive.) The twelve-week leave period shall
include employee’s accrued sick leave and earned vacation. If the employee’s accrued sick leave and
vacation leave total is less than twelve weeks, the time remaining can be taken as unpaid family and
medical leave. When both husband and wife work for the school District, the aggregate amount of leave

that can be taken by the husband and wife for parental leave is 12 weeks in a single 12-month period.
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The District will maintain group health insurance coverage for an employee on family medical
leave on the same terms as if the employee had continued to work. If the employee does not return to
work following family and medical leave for a reason other than: (1) the continuation, recurrence, or onset
of a serious health condition which would entitle them to family and medical leave; or (2) other
circumstances beyond their control, the employee may be required to reimburse the District for any portion
of health insurance premiums paid on behalf of the employee during family and medical leave.

LONG TERM LEAVE

Long term leave shall be granted to personnel, without pay or benefits, upon approval of the
Board for good cause and when not detrimental to the efficient operation of the District. Good cause shall
be defined as pursuit of an advanced degree, teaching in overseas schools or medical reasons requiring
longer leave than is authorized under the Family Medical Leave Act. Long term leave requests must be
submitted by March 1 for the following year for certificated staff, or within 30 days of the leave request for
classified staff. Employees applying for long term leave must have been employed by the District for a
minimum of four consecutive years preceding the request for leave.

Application for long term leave shall be made in writing to the Superintendent or designee.

The employee's rights of contract, retirement, accrued leave, and other benefits, except salary
increments, shall be retained.

Such leave of absence shall not exceed one year, unless the Board of Trustees, at the request of
the employee involved, gives special consideration for assignments that require more than one year, or
extends any leave of absence. The maximum amount of time allowed under the long term leave policy will
be two years.

Positions created by employees on approved long term leave will be posted and filled on a
temporary basis.

Placement of employees returning from long term leave of absence shall be governed by the
negotiated agreement of that employee's unit.

BEREAVEMENT LEAVE

Bereavement leave with pay shall be granted by the principal or immediate supervisor of the
employee for a death in the employee's or the employee's spouse's immediate family and such other
persons as approved by the immediate supervisor/administrator. Bereavement leave extending beyond
five days shall be charged against the employee’s sick leave or vacation leave.

Specific rules that apply to the granting of bereavement leave shall be governed by the provisions
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of the negotiated agreement or contract that applies to the employee.

Leave for bereavement purposes allowed for other than the employee's immediate family or such
other persons as approved by the principal or immediate supervisor, shall be charged against the
employee's sick leave or vacation leave. In such circumstances, the Assistant Superintendent of Human
Resources may waive the charge against the employee’s sick leave or vacation when the bereavement
leave is due to a funeral of a fellow staff member within a given school or department.

CHEYENNE TEACHERS EDUCATION ASSOCIATION LEAVE

At the beginning of each school year, the Cheyenne Teachers Education Association shall be
credited with the days of Association leave as specified in the negotiated agreement with pay to be used by
teachers who are officers or agents of the Association. These days shall not be accrued from year to year.
Substitute teachers for CTEA leave shall be paid for by the Association.

In addition to the days of Association leave specified in the negotiated agreement, selected
delegates shall be granted the days necessary to attend the Wyoming Education Association Delegate
Assembly. Substitute teachers for this leave shall be paid by the Association.

Individuals using Association leave shall submit a request for the leave through their supervisor or
building administrator. The Assistant Superintendent of Human Resources shall receive the request at
least seven calendar days prior to the leave, except in cases of emergency. The Assistant Superintendent
of Human Resources shall be authorized to approve the leave upon receiving authorization from the CTEA
president.

No more than fifteen percent of the teachers in any building, nor more than two in a building of
ten or less staff, may be absent from work on any day for the express purpose of attending any CTEA
related function(s).

CLASSIFIED EMPLOYEES ASSOCIATION LEAVE

The Board shall grant Wyoming Public Employees Association and Wyoming Education
Association members leave with pay, not to exceed the days per year specified in the negotiated
agreements, to attend training and other official functions unless the leave is determined to be detrimental
to District operations.

The Association shall notify the Assistant Superintendent of Human Resources at least fourteen
days in advance of the dates of an official Association function requiring the participation of a District

employee. The Association shall submit a list of the names of employees who will attend.
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OFFICIATING LEAVE

Employees who officiate at school activities for pay during school time, shall be subject to the
considerations of Section 7 of the personnel policies, Outside Employment of District Personnel.
Employees who engage in officiating shall complete Form 122 as shown in Exhibit 27 and submit it to the
Assistant Superintendent of Human Resources.

Officiating leave may be granted to employees who have properly filed Form 122 and have
signed a contract for the services. Officiating leave may be granted through the employee's immediate
supervisor. Officiating leave shall be granted only for the time the employee is required to perform the
officiating services.

Teachers who officiate shall be paid the difference between their regular salary and the amount
paid for officiating services, if any. Administrators shall be required to document make-up time to equal the
amount of time spent away from their administrative position during officiating.

COMMUNITY COLLEGE COACHING LEAVE

Community College Coaching Leave may be granted by the Assistant Superintendent of Human
Resources upon submission of a calendar of potential missed workdays. Reimbursement of substitute
costs will be paid to the District by the Community College.

Employees who coach at the community college for pay during school time shall be subject to
consideration of Section 7 of the Personnel Policies, Outside Employment of District Personnel Employees
who engage in coaching outside the District shall complete form 122 as shown in exhibit 27 and submit it to
the Assistant Superintendent of Human Resources.

Adopted 6/11/84
Revised 8/12/85, 9/14/87, 8/8/88, 4/24/89, 8/13/90, 7/1/92, 7/1/93, 7/1/94, 7/1/95, 7/1/96, 6/28/99
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Laramie County School District Number One
Cheyenne, Wyoming

SICK LEAVE DONATION FORM

l, , would like to donate hours of sick leave
(print name)

to
(print name)

Signature Department/School Date

Adopted 6/16/08

189



Section 13. SUBSTITUTES. Qualified substitutes shall be employed and assigned to minimize
the disruption to District operations if regularly employed certificated personnel are absent.

Substitutes for teaching staff shall meet the requirements of the Wyoming State Board of
Education.

Each building administrator or designee shall request a substitute teacher as soon as the need
arises. A particular substitute may be requested from the approved substitute list.

Laramie County School District Number One (LCSD #1) recognizes and adopts the Wyoming
Law of employment-at-will. Substitute teaching with LCSD#1 is at-will. LCSD #1 provides no guarantee of
employment, express or implied, for any specific duration. No employee, manager, administrator, board
member or supervisor has any authority to enter into any agreement or make any promises for employment
for a specific period of time, or make any promises contrary to this document. Therefore substitute
teachers shall not rely on any such conduct or statements.

Substitute teachers or LCSD #1 may terminate an employment relationship at any time, for any
reason, with or without cause. Notice of termination of employment by LCSD #1 will be given to the
employee by the Assistant Superintendent of Human Resources. Notice of resignation by an employee
shall be given to the Assistant Superintendent of Human Resources.

The principal may also refuse the assignment of a particular substitute. The principal, the
Assistant Superintendent of Human Resources, or designee, shall inform the substitute when and why an
assignment is to be terminated. The principal and the regular teacher shall evaluate the substitute teacher
periodically.

Lesson plans shall be prepared one week in advance and sufficiently complete to give an
overview of the subject as well as progress being made within each unit of study. Teachers shall keep
attendance records, seating charts, grade book, substitute information packet, and lesson plans so that a
substitute teacher can take over classes with a minimum of confusion.

Substitute teachers shall carry the same responsibilities as the regular teacher and shall remain
on assignment until released by the principal. The administrator or designee shall notify the Human
Resources Office when an assignment ends.

Cross Reference - Chapter VII, Section 16, Lesson Plans.
Adopted 6/11/84
Revised 7/7/03

Revised 7/18/07
Revised 6/20/11
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Section 14. SALARY AND FRINGE BENEFITS. Basic rates of compensation and salary are
established for each employee unit through negotiation between recognized representatives of the units
and the Board of Trustees. Salary payment options will be specified and provided for in negotiated
agreements with District employees.

ADMINISTRATORS

The salary of administrators shall be set in their individual contracts. The salary schedule for
administrators other than those on the Superintendent’s staff is set through negotiation with representatives
of the Cheyenne Administrators Association.

TEACHERS

Annual salaries for teachers shall be as established through negotiations between the Cheyenne
Teachers Education Association and the Board.

In placing new certificated employees on the salary schedule, consideration shall be provided as
specified in negotiated agreement.

Advancement to a higher level on the salary schedule shall take place any time throughout the
contract year following completion of the requirements for that level. The appropriate procedures for
advancement to a higher salary level shall be followed as specified in negotiated agreement.

CLASSIFIED PERSONNEL

Annual salary rates, hourly salary, shift differential, and overtime rates for members of the
classified units shall be as specified in negotiations between the recognized representatives of the units
and the Board of Trustees.

Overtime work for all classified personnel must be approved in advance by a supervisor.
Classified personnel working unapproved overtime will be compensated in accordance with the Fair Labor
Standards Act but will be subject to disciplinary action as specified in each negotiated agreement.

SALARY ERROR

If an employee receives an overpayment or underpayment of his or her appropriate
compensation, the error will be corrected.

If the employee has been underpaid, the District will pay to the employee the amount of the
underpayment as part of the employee’s next regular compensation payment, or within three days in
emergency situations. In the event that the employee is no longer working for the District at the time the
error is confirmed, the amount of the underpayment shall be paid to the employee within three working
days of the confirmation of the error.

If the employee has been overpaid, the employee will be given an opportunity to propose a
reasonable schedule to repay the District on an installment basis. No installment schedule for repayment

shall exceed (2) two years or payment period to match overpayment timeline.
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FRINGE BENEFITS

Fringe benefits in addition to basic salary are recognized as an integral part of total
compensation.

HEALTH INSURANCE

A health insurance program shall be established in the District under the direction of the
Superintendent or designee. The monthly premiums or portions of the premiums shall be paid by the
District as specified in negotiated agreements between recognized representatives of employee units and
the Board. Monthly premiums in excess of those amounts shall be deducted from the employee's salary.
Participation in the District’'s health insurance program is voluntary for eligible employees. Employees who
elect not to participate will not receive the monetary equivalent of the District’s contribution to the premium.
Participating employees who are married to another employee and do not have dependent children can
each elect to carry a single policy. Participating employees who are married to another employee and also
have dependent children will be enrolled in one (1) family policy. The decision of which employee to carry
the family policy will remain the choice of the couple.

Full-time employees granted a leave of absence without pay may elect to continue participation in
the group hospital-health insurance plan by paying the full monthly premium themselves during the time of
their approved leave.

Any employee who elects to take early retirement as authorized by law, and who is a member of
the District hospital-health insurance plan at the time of retirement, may remain a member of the group plan
until age sixty-five by paying the monthly premium.

A retiree is defined as a former employee who meets the following conditions:

1) is age 50 years or over at the point of retirement and,

2) has worked for the District for a minimum of ten (10) years, and

3) has retired from the District and meets at least one of the following conditions:

a) is eligible to receive retirement benefits from the Wyoming Retirement System,
b) is eligible to receive benefits from Social Security,
c) is on a District sponsored long-term disability plan.

GROUP LIFE INSURANCE

A group life insurance plan shall be provided for each certificated employee and for each
permanent, classified employee as provided for in negotiated agreements between the recognized

representatives of each employee unit and the Board.
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Payment of monthly premiums shall be as specified in negotiated agreements.

An employee who takes an early retirement as authorized by law as well as an employee on
leave without pay may remain a member of the District life insurance group plan by paying the monthly
premiums themselves.

LONG TERM DISABILITY INSURANCE

Long term disability insurance shall be made available to all eligible, permanent employees. The
terms of the current insurance contract as well as provisions specified in negotiated agreements with each
employee unit shall apply.

RETENTION BONUS

Employees shall be eligible for a one-time retention bonus of one percent per year of employment
of his/her current placement on the salary schedule upon leaving the District.

A retention bonus shall be paid to an employee who has completed a minimum of ten years
continuous satisfactory service including satisfactory service in their final year as an employee of the
District, upon completion of his/her contract during the year in which he/she reaches the aforementioned
qualifications.

Any employee meeting the retention bonus requirements, or his/her estate, shall be paid the
retention bonus when separation is forced due to sickness or death.

An employee who completes any portion of a contract year and then is forced to terminate due to
sickness or death shall receive credit for a full contract year when computing the retention bonus.

The District will deposit the total amount from the employee’s retentions bonus and unused sick
leave pay in an account in the employee’s name with the District’'s 401(a) Special Pay Plan provider.

Employees whose absence is the result of a Board approved leave of absence shall remain
eligible for the retention bonus.

TAX SHELTERED ACCOUNTS (TSA'’s) 403(b) and 403(b)(7)

This policy authorizes the superintendent or designee to establish procedures for the approval of
companies and agents to offer 403(b) and 403(b)(7) accounts (TSA’s) to school board employees based on
generally accepted qualitative and quantitative standards and based upon guidelines established by
Federal and/or State Authority.

Tax Sheltered Accounts 403(b) include annuities issued by participating insurance companies.
Tax Sheltered Accounts 403(b)(7) include mutual funds with custodial arrangements sponsored by

investment management companies.
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The administration of this employee benefit shall be the responsibility of the District's Human
Resources Department. Such responsibilities shall include, yet are not limited to the following areas:
1. Processing vendor applications and authorizing them to establish employee accounts.
2. Determining the maximum number of vendors authorized to establish employee
accounts with respect to payroll capabilities and maintenance of adequate product
array.
3. Processing employee requests concerning contributions to the TSA Program.
4. Monitoring of employee contributions to ensure compliance with Internal Revenue Service
guidelines.
5. Developing, maintaining and revising administrative rules, procedures, forms and

agreements as necessary for compliance with Internal Revenue Service guidelines.

Legal Authority: Sections 403(b) and 403(b)(7) Internal Revenue Code
Cross Reference - Chapter 1V, Section 10, Payroll; Chapter VI, Section 17, Retirement.

Adopted 6/11/84

Revised 7/28/86, 9/14/87, 10/14/96, 7/13/98, 6/28/99

Revised 7/10/00, 7/19/06, 7/18/07, 6/15/09, 6/7/10, 6/20/11, 5/7/12
Revised 7/1/13, 7/14/14
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ADMINISTRATIVE REGULATION FOR POLICY CHAPTER VI, SECTION 14 -- SALARY AND FRINGE BENEFITS --
TEACHERS' SALARY PLACEMENT --

STEP PLACEMENT

1. In placing new personnel on the salary schedule, full credit for teaching experience outside the
District may be granted up to a maximum of six years (step seven on the salary schedule) provided
the experience has been earned in the seven years immediately preceding the employment or
reinstatement in the District.

2. Upon initial entry into the District, up to two experience credit years (step three on the salary
schedule) shall be allowed, within the six years maximum, for a minimum of two consecutive years
of active military service.

3. A maximum of one year for salary placement may be allowed within the six years maximum for the
vocational education teacher upon entry into the District, if the teacher has 2,000 hours verified for
vocational education certification and whose assignment is an approved vocational education
position that requires the 2,000 hours endorsement.

4. As of July 1, 1998, new personnel with Wyoming teaching experience shall be placed
according to W.S. 21-7-104.

5. As of July 1, 2002, a year of teaching will be defined as having worked in an accredited
public school setting at least % time equivalency. Teaching experience totaling two half time
equivalencies completed in one contract year will be equal to one year experience.

6. As of July 1, 2007, experience for active military services will no longer be given to employees
hired after June 30, 2007.

7. As of July 1, 2007, a step placement for 2,000 hours of vocational education certification will no
longer be given to employees hired after June 30, 2007.

COLUMN PLACEMENT

1. Employees hired PRIOR to July 1, 1986, may count approved hours earned beyond number of
hours required for bachelor's degree within bachelor's degree upon approval by the Superintendent
or designee.

2. Employees hired PRIOR TO July 1, 1986, with two bachelor's degrees may be placed at least on

the BA+30 column or higher, if the total number of hours justify a higher placement upon approval
by the Superintendent or designee.

3. Employees hired AFTER July 1, 1986, may NOT count hours earned beyond the number of hours
required for a bachelor's degree within bachelor's degree.

4, Employees hired AFTER July 1, 1986, may only count those hours earned after the bachelor's
degree which qualified them for certification by the State Department of Education.

5. Effective July 1, 1999, all employees shall be given credit for hours earned in a related field when
applicable to their teaching assignment upon approval by the Superintendent or designee.

6. All hours credited toward a column placement change must be graduate hours or
undergraduate hours that have had prior approval in writing from the Superintendent or designee
and all hours must be from an accredited degree granting institution or approved college or
university. There may be circumstances which necessitate the individual's enrolling in an
undergraduate course. In such situations, the individual requesting credit for the undergraduate
course must justify his/her reasoning for the undergraduate course in writing to the Superintendent
or designee, who will decide whether credit will or will not be granted.

7. Hours in which an F, incomplete, or audit credit was given will NOT count toward column
placement changes.

8. A course repeated within any five year period may only be counted once.

9. All teachers and other certificated personnel who were contracted by the District prior to July 1,
1986, will have a transition period until September 10, 1989, in which to complete a master's
degree program. Those individuals hired prior to July 1, 1986, and who complete an approved
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Adopted 11/10/87

master's degree program on or before September 10, will be allowed to count all approved
semester hours earned, less the number of hours required for the master's degree, in computing
hours beyond the master's degree. This procedure for salary placement will be officially
terminated following the September 10, 1989, deadline with the understanding that no one will be
downgraded from their current salary placement.

After September 10, 1989, hours for salary advancement beyond the master's degree must be
earned following the completion of the master's program and certification by the State Department
of Education.

Master's degree programs which specifically require 45 semester hours or more for completion will
be considered as special placement on the salary schedule during the 1987-88 to 1989-90 contract
years (i.e., MA+15).

Column shifts will only be allowed after the completion of the total number of hours needed for
advancement. No advancement will be allowed on a provisional basis (i.e., BA+29.5 hours no
advancement to BA+30 column).

It is the employee's responsibility to apply to the Human Resources Office for advance column
placement.

Advanced column placement can be made any time throughout the year provided course work has
been completed and official transcripts have been received in the Human Resources Office no
later than the 15" or the last day of that month. The Human Resources Office will continue to
accept grade slips or letters from course instructors for hours and/or degrees completed prior to
the monthly deadlines until the employee is able to secure an official transcript from the institution.
After July 1, 2001, official transcripts will be presented to the Assistant Superintendent of Human
Resources before advancement on the salary schedule can take place.

Hours for column advancement reflect semester hours. One quarter hour is equal to 2/3 of one
semester hour.

Effective date of annual salary change shall be September 1 or the first day of work for the new
school year. Any annual salary adjustments due to advanced column placement shall occur in the
same pay period provided that the Human Resources Office has received the completed
documentation by the 15" or the last day of that month.

In order for teachers and other certificated personnel to count all approved semester hours earned,
less the number of hours required for the master’'s degree, for salary placement the following
conditions must be met:

1. Current enrollment and documented participation in course work, in an approved master’'s
degree program during the 1999-2000 contract year.
2. Completion of the approved master's degree program by December 31, 2002.

This regulation, and the resulting opportunity for salary placement, will terminate and no longer be
effective on December 31, 2002.

Effective July 1, 2000, all members of the unit shall be given credit for hours or degrees earned in
a field applicable to their current teaching assignment. Additional placement hours must be earned
following the granting of that degree. Credit hours used for previous salary placement shall not be
counted. All salary placements shall be approved by the Assistant Superintendent of Human
Resources.

Effective July 1, 2001, members of the unit shall be placed on the salary schedule to reflect
Wyoming teaching experience in any accredited Wyoming K-12 school. Placement under this
clause and compensation for such placement is limited to services after July 1, 2001. This clause
does not entitle members of the unit to any form of retroactive payment for contracts or services
rendered prior to July 1, 2001.

Revised 7/1/93, 6/28/99, 7/10/00
Revised 7/2/01, 7/1/02, 7/18/07
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ADMINISTRATIVE REGULATION FOR POLICY CHAPTER VI, SECTION 14 -- SALARY AND FRINGE

BENEFITS --

10.

Adopted 8/26/86
Revised 7/1/02
Revised 6/20/05
Revised 7/19/06
Revised 6/7/10

RETENTION BONUS

Any employee who has completed a minimum of ten years of continuous satisfactory
service as a District employee is eligible to receive the retention bonus upon leaving the
District.

Employees whose absence is the result of a Board-approved leave of absence shall
remain eligible for the retention bonus.

The retention bonus is computed on the basis of one percent per year of employment in
the District of the employee's current salary. Differential pay is not included in the base
salary. The retention bonus shall include payment for unused sick leave if eligible.

An employee in a job share assignment during their last three years of employment will
have their retention bonus calculated using the highest salary of the previous three years
computed on the basis of one percent per year of employment in the district.

Providing an employee meets the basic qualifications for the retention bonus, it shall be
paid automatically to the employee through his/her TSA or his/her estate when
separation is forced due to resignation, retirement, sickness, or death.

An employee shall receive full credit for a contract year when forced to terminate due to
sickness or death prior to the completion of the full work year.

An employee who receives the retention bonus and then resumes employment in the
District is eligible for the retention bonus based on the new employment date. It is
necessary to re-qualify once the retention bonus has been paid.

The Human Resources Division will provide information concerning the retention bonus
program to each employee who is eligible and terminates employment.

All necessary forms and computations will be completed by Human Resources and final
payment will be made in a timely manner.

The point of contact concerning this program is the Human Resources Office.
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ADMINISTRATION REGULATIONS FOR POLICY CHAPTER VI, SECTION 14 — SALARY AND FRINGE
BENEFITS —

Program Guidelines for Tax Sheltered Accounts (TSA’S)

The following guidelines shall be applied to all vendors authorized to establish TSA Program accounts for
District employees:

All vendors must submit a request to the Human Resources Department to participate in the program by
completing a current “Vendor Application and Participation Agreement”. The application will define
minimum standards required for participation, including, yet not limited to, the applicant company’s financial
condition and operating performance, ability to administer employee accounts within guidelines established
by the Internal Revenue Service or other governing authority, level of services to participants and
acceptance of guidelines established by the Human Resources Department. Applicants must receive
notice of approval from the Human Resources Department prior to any solicitation of employees.

Adopted 7/18/07
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Section 15. RESIGNATION, DISCIPLINE/DISCHARGE, TERMINATION, AND DISMISSAL OF
DISTRICT EMPLOYEES.

RESIGNATIONS

Resignation from any position within the District shall be in writing.

Any teacher may resign his/her position effective at the end of the school year, by giving written
notice on or before May 15 of any school year, to the Superintendent, or designee, of his/her desire not to
be employed by the District for the following school year, or must give at least seventy-five (75) calendar
days notice of intention to resign if resignation is prior to the end of the school year.

Any teacher who resigns from the District and does not give the required notice shall forfeit all
compensation paid for unused sick leave and will not be eligible for the retention bonus, unless the school
Board grants special release.

Any teacher who resigns from the District and does give the required notice, the District will pay
the teacher at the daily rate of his/her annual salary for each day taught during the current school year.

Resignation of certificated personnel to be effective during the school contract year shall be
considered by the Board of Trustees and may be accepted for good cause.

A two week notice of resignation is requested from classified personnel.

DISCIPLINE AND DISCHARGE

Discipline and discharge of employees shall be as specified in individual negotiated
agreements/contracts between the recognized representatives of the employee units and the Board.

The District may dismiss any person who has been convicted of a felony as defined by W. S. 21-
2-802(g).

Before discharge, the employee shall be given written (or verbal) notice of the proposed
discharge and the reasons for the proposed discharge.

The authorized representatives of the unit in which the employee is a member shall be notified of
each termination and the reason(s) for the termination at the time the employee is notified or as soon
thereafter as possible.

Any permanent classified employee, or recognized representative acting on the employee’s
behalf, who considers that the employee has been discharged or disciplined without proper cause shall
appeal the discharge in accordance with the procedures of the grievance process.

All recommendations for termination will be approved by the Assistant Superintendent of Human

Resources before any termination is finalized. Recommendation for approval or disapproval of a
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termination will be documented on the District “Request for Personnel Action” (FORM #421).
TERMINATION OF CERTIFICATED EMPLOYEES

Termination of the employment of certificated personnel shall be effective at the end of the school
contract year. Notice of termination of employment of certificated personnel, excluding administrators, shall
be given no later than April 15.

An initial contract teacher who has taught in the District continuously for a period of at least ninety
days shall be hired on an annual basis and shall be notified in writing of the reasons for termination, if such
is the case, no later than April 15 of each year. An initial contract teacher’s employment may be terminated
for any reason not specifically prohibited by law. An initial contract teacher shall not be entitled to a
hearing.

DISMISSAL OF CERTIFICATED EMPLOYEES

Pursuant to W. S. 21-7-110, the dismissal from employment of certificated personnel prior to the
ending of a contract year shall be made for incompetency, neglect of duty, immorality, insubordination,
unsatisfactory performance, or any other good and just cause approved by the Board or on the
recommendation of the Superintendent.

Before dismissal, the employee shall be given notice in writing of the recommendation and the
reason(s) for the dismissal. Notice shall be delivered by the Superintendent or a member of the Board of
Trustees.

Any continuing contract teacher or certificated employee, other than an initial contract teacher,
receiving notice of a recommendation of termination or against whom dismissal or suspension proceedings
are begun is entitled to a hearing before an independent hearing officer on the recommendation or the
reasons for dismissal, termination or suspension, upon submission of a written request to the
Superintendent. The request for hearing shall be given within seven days after receipt of notice.

An initial contract teacher may be dismissed for any reason not specifically prohibited by law. An
initial contract teacher shall not be entitled to a hearing.

HEARING OFFICER FOR CERTIFICATED EMPLOYEES

The independent hearing officer shall, insofar as possible, be impartial, experienced in education,
labor, and employment matters and in the conduct of hearings. Within five days following receipt of the
hearing request, the Superintendent and the employee shall jointly select a hearing officer. If they fail to
agree upon selection, the District Judge of the Judicial District in which the school district is located shall

upon request select a hearing officer. Expenses of the hearing officer shall be paid equally by the school
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district and the employee.

Within five days after selection, the hearing officer shall set the date for hearing and notify the
employee and Superintendent of the hearing date, time, and location. In no event shall the hearing
commence on a date later than forty-five days after notice has been served.

CONDUCT OF HEARING FOR CERTIFICATED EMPLOYEES

The hearing shall be conducted in accordance with the Wyoming Administrative Procedures Act
and the hearing officer may accordingly receive or reject evidence and testimony, administer oaths, and if
necessary, subpoena witnesses. All school district records pertaining to the employee shall be made
available to the hearing officer.

At the hearing, the employee has the right to appear in person with or without counsel, to be
heard, to present testimony or witnesses, and all evidence bearing upon proposed termination, dismissal,
or suspension and to cross-examine witnesses. The Superintendent shall have the burden of proving that
the recommendation for termination is based upon reasons provided in the notice of termination or that
suspension or dismissal is based upon reasons specified in the notice.

The hearing officer shall review the evidence and testimony, render written findings of fact and
recommend the employee be terminated, suspended, dismissed, or retained. The findings and
recommendations shall be forwarded to the employee, the Superintendent, and members of the Board
within twenty days following the conclusion of the hearing.

REVIEW BY BOARD OF TRUSTEES FOR CERTIFICATED EMPLOYEES

The Board shall review the findings of fact and recommendation submitted by the hearing officer,
and within twenty days after receipt, issue a written order to either terminate, suspend, dismiss, or retain
the employee. If the Board terminates, suspends, or dismisses the employee's employment over a
recommendation by the hearing officer for retention, the written order of the Board shall include a
conclusion together with reasons supported by the record. A copy of the order shall be provided to the
employee and shall be entered into the District records. Any action by the Board shall be approved by a
majority of the duly elected members.

APPEALS FOR CERTIFICATED EMPLOYEES

Appeals may be taken from the order of the Board to the District Court as provided by the
Wyoming Administrative Procedures Act. An electronic recording of hearing proceedings may serve as the
official transcript, but upon appeal, the District Court may request a written transcript of the proceedings or

any portion of the proceedings. The cost of transcribing the record shall be borne equally by the employee
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and the District.

Examples of Notice of Dismissal/Termination and Notice of Hearing are shown in Exhibits 28, 29,
30, and 31.

The recognized representative of the employee unit of which the individual is a member shall be
notified of a recommendation of dismissal as soon as possible.

SUSPENSIONS FOR CERTIFICATED EMPLOYEES

Suspensions from duty without termination of salary as well as suspensions from duty with

termination of salary shall follow the procedures outlined for dismissal.
COMPLAINTS CONCERNING DISTRICT PERSONNEL

The Board believes that complaints and grievances are best dealt with and resolved as close to
the origin as possible and that the professional staff should be given every opportunity to consider the
issues and render decisions prior to the involvement of the Board.

Constructive criticism of District employees will be welcomed as a means toward improving the
performance of employees. The Board however places trust in its employees and will protect them as far
as possible from unwarranted criticisms and complaints. Employees shall be informed of the nature and
source of any complaints against them under this policy. Anonymous complaints will not be used as a
basis for initiating this policy.

Complaints concerning District employees may originate from parents, employees, or from
community groups and organizations.

PROCEDURES FOR FILING A COMPLAINT ABOUT DISTRICT EMPLOYEES

Complaints concerning a District employee’s competency and/or performance relating to his/her
responsibilities in the District should be presented to the employee’s immediate supervisor. In the event
that the immediate supervisor fails to resolve the complaint satisfactorily, the immediate supervisor shall
schedule an informal conference with the parties involved. In the event that the informal conference fails to
resolve the complaint satisfactorily, the complaint may be submitted to the employee’s immediate
supervisor in written form as shown in Exhibit 32, Request for Review of Services. The written complaint
should state the concern as briefly and concisely as possible and be consistent with the concerns
discussed in the informal conference. The person filing the complaint shall substantiate the complaint.

The immediate supervisor of the employee, after consultation with the Assistant Superintendent
of Human Resources, shall be responsible to investigate the complaint using resource personnel as

needed. Not longer than two weeks after receipt of the written Request for Review of Services, the
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immediate supervisor of the employee shall arrange a second meeting to be held with the parties involved
for the purpose of discussing the merits of the complaint, and if possible, resolving the matter.

Every effort will be made to expedite the results of the meeting; however, not longer than three
weeks after the meeting, the immediate supervisor shall inform the parties involved, in writing, of the results
of the review of services and further action if any.

Review of Services documents shall not be placed in the employee’s personnel file.

Legal Reference —W.S. §21-7-102, 21-7-105, 21-7-106, 21-7-108, 21-7-110

Cross Reference - Chapter I, Section 9, Grievances; Chapter Il, Section 10, Rules of Practice Governing
Hearings; Negotiated Agreements of all Personnel Units.

Adopted 6/11/84

Revised 8/13/90 & 7/8/91
Revised 7/1/93, 7/1/94, 8/1/97
Revised 7/10/00

Revised 7/2/01

Revised 7/1/02

Revised 6/2/05

Revised 7/19/06

Revised 7/20/11

Revised 5/7/12

Revised 7/1/13
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EXHIBIT 28
Before the
BOARD OF TRUSTEES
of

LARAMIE COUNTY SCHOOL DISTRICT NUMBER ONE

In the matter of )
Case No.

Name of Employee )

NOTICE OF RECOMMENDATION OF TERMINATION OF CERTIFICATED EMPLOYEES
To: (Name of Employee)

You are hereby notified that the undersigned has recommended termination of your employment by
Laramie County School District Number One as a continuing contract teacher, effective at the end of this

contract year, for the following reason:

. You may request a

hearing before the Board of Trustees relative to this recommendation by directing such in writing to the

Board of Trustees within seven (7) days after receipt of this notice.

Dated

Superintendent of Schools

CERTIFICATE OF SERVICE
| certify that | delivered a copy of the foregoing Notice of Recommendation of Termination to

, on the day of , 20

Superintendent of Schools

Adopted 6/11/84
Revised 7/10/00
Revised 7/1/13
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EXHIBIT 29
Before the
BOARD OF TRUSTEES
of

LARAMIE COUNTY SCHOOL DISTRICT NUMBER ONE

In the matter of )
Case No.

Name of Employee )
NOTICE OF HEARING OF CERTIFICATED EMPLOYEES
To: (Name of Employee)

You are hereby notified that a hearing shall be held before an independent hearing officer on

, 20 , at m. (time within forty-five days of Notice of Recommendation) at the
Board’'s meeting room, Storey Gymnasium, 2815 House Avenue, Cheyenne, Wyoming, to determine if your
employment by the District shall be terminated for the reasons alleged in the Notice of Recommendation of
Termination.
The legal authority and jurisdiction for such hearing are contained in Sections 9-4-107, 21-3-110,
21-3-111, 21-7-106, 21-7-108 W.S. 1999 Edition, and such sections together with Section 21-7-110 and

of the Board’s Rules and Regulations are involved in this action. The action shall proceed

pursuant to the Rules of Practice of the Board, Chapter , Section Rules and Regulations.

Dated

Superintendent of Schools
CERTIFICATE OF SERVICE

| certify that | delivered a copy of the foregoing Notice of Hearing to , on

the day of , 20

Superintendent of Schools

Adopted 6/11/84
Revised 8/1/97
Revised 7/10/00
Revised 7/1/13
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EXHIBIT 30
Before the
BOARD OF TRUSTEES

of
LARAMIE COUNTY SCHOOL DISTRICT NUMBER ONE

In the matter of )
Case No.

Name of Employee )
NOTICE OF DISMISSAL (OR SUSPENSION) FOR CERTIFICATED EMPLOYEES
To: (Name of Employee)

You are hereby notified that you are dismissed (or suspended) from employment with Laramie

County School District Number One effective at m. on , 20 .
(or if suspended: from m. on , 20 to m. on ,
20 for

in that you

This dismissal (suspension) is subject to approval by the Board of Trustees and a hearing
may be held thereon by an independent hearing officer.

Dated

Superintendent of Schools

CERTIFICATE OF SERVICE

| certify that | delivered a copy of the foregoing Notice of Dismissal (Suspension) to
, on the day of , 20

Superintendent of Schools

Adopted 6/11/84
Revised 8/1/97, 7/10/00, 7/19/06, 7/1/13
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EXHIBIT 31
Before the
BOARD OF TRUSTEES
of

LARAMIE COUNTY SCHOOL DISTRICT NUMBER ONE

In the matter of )
Case No.

Name of Employee )

NOTICE OF HEARING FOR CERTIFICATED EMPLOYEE
To: (Name of Employee)

You are hereby notified that a hearing shall be held before an independent hearing officer

on , 20 , at m. (time within forty-five days of Notice of

Termination) at the Board’s meeting room, Storey Gymnasium, 2815 House Avenue, Cheyenne, Wyoming,
to determine if your dismissal (or suspension) from employment by the District shall be approved for the
reasons alleged in the Notice of Dismissal (or Suspension).

The legal authority and jurisdiction for such hearing are contained in Section 16-3-107, 21-

3-110, 21-3-111, 21-7-110 W.S. 1999 Edition, and such sections together with

of the Board’s Rules and Regulations are involved in this action. The action shall proceed pursuant to the

Rules of Practice of the Board (Chapter Section Rules and

Regulations).

Dated

Superintendent of Schools

CERTIFICATE OF SERVICE

| certify that | delivered a copy of the foregoing Notice of Hearing to
on the day of , 20 . (Must be ten days prior to date
set for hearing.)

Superintendent of Schools

Adopted 6/11/84
Revised 8/1/97, 7/10/00, 7/1/13

207



EXHIBIT 32

LARAMIE COUNTY SCHOOL DISTRICT NUMBER ONE
Cheyenne, Wyoming

REQUEST FOR REVIEW OF SERVICES

Use this form only after you have made a good faith effort to (1) resolve your concerns with the employee
individually, and (2) resolve the complaint with the employee and the employee’s immediate supervisor.

I, (We)

(Name or Names)

Complaint and request that a review of services concerning:

be conducted.

(Name of Employee)

The basis for this request is:

(Attach additional comments if necessary)

(ALL THOSE LISTED IN COMPLAINT ABOVE MUST SIGN THIS FORM)

(Signature of Complainant) (Address) (Date)
(Signature of Complainant) (Address) (Date)

(Supervisor’s Signature) (Date)
Form HR102

Adopted 6/11/84
Revised 5/12/97 & 8/1/97

208



Section 16. REDUCTION IN FORCE.

The Board of Trustees, in directing a reduction in force (RIF), may put into effect the staff

reduction plan only after closely studying and evaluating decreasing enroliments, lack of funds, or other

events beyond the control of the Board; and after every effort has been made to avoid this procedure

through attrition, retirement, early release compensation, and leaves of absence. The District will make

every effort to retain employees; however, the number of employees may, under some circumstances,

have to be reduced.

A decision to reduce the number of employees will, in all cases, remain within the

sole discretion and judgment of the Board of Trustees under provisions of Wyoming law and procedure.

CERTIFICATED PERSONNEL

Should a RIF be necessary, the District shall provide the Association with a list of all certificated

personnel ranked by seniority, including endorsements and assignment. The District shall supply the

Association with any additions or deletions to this list. The District shall notify the Association of possible

affected areas at least five working days prior to the Board meeting in which the RIF is an informational

agenda item. At least two Board meetings prior to the enactment of RIF, the Board of Trustees will

schedule RIF as an informational item with an accompanying interim public discussion period to solicit

public views, comments, and observations.

1.

Definitions -- For the purposes of this procedure:

a.

Teachers shall include all personnel recognized by the CTEA negotiated
agreement.

Certificate is the document issued by the State Department of Education,
Certification/Licensing Unit, to an individual. It verifies that an applicant has
met the requirements of state law and their regulations for the type of license
issued.

Endorsement is a delineation of the types of service that the holder of the
certificate may perform in Wyoming public schools. For the purpose of this
agreement, endorsement is for academic areas to include all certified
employees recognized in the negotiated agreement.

An "area" is defined as certificated endorsement.

Seniority for a teacher is defined as the teacher's total years of contracted

teaching experience in Laramie County School District Number One.
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2. The reduction in force procedure, when necessary, shall be implemented by the
following steps:

a. The Board of Trustees, after assessing the staffing needs for the forthcoming
school year, shall determine what areas and the number of positions to be
reduced.

b. The elimination of the identified positions shall begin with temporary and non-
continuing contract employees.

C. If there are no initial contract teachers in an area of surplus, or if there still
exists a surplus of continuing contract teachers after RIFing all initial contract
teachers in the area of surplus, the District will attempt to reassign surplus
continuing contract teachers to positions in which they have certificated
endorsement. The attempted reassignment will be to areas of endorsement
where there are vacancies or where there are positions held by initial contract
teachers. Should the continuing contract teachers have identical seniority
and endorsement, then item d steps (2) and (3) shall be used in priority to
determine reassignment.

d. If there still exists a surplus of continuing contract teachers, the District shall
examine the records of continuing contract teachers within the area of
surplus. Those teachers recommended for the reduction in force will be
considered in the following order of priority:

(1) The teacher's total years of contracted teaching experience in Laramie
County School District Number One. Longevity shall be given
preference.

(2) The teacher's total years of teaching experience. Longevity shall be
given preference.

(3) The teacher's total hours beyond a bachelor's degree. Cumulative
hours shall be given preference.

3. Rehiring procedures shall be as follows:
a. Rehiring of RIFed continuing contract teachers in their certificated area shall

be reinstated in reverse order of RIFing, provided they meet certification
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requirements. Rehiring for District teaching vacancies shall be from the list of
certificated continuing contract teachers RIFed by this procedure.

b. Rehiring rights of RIFed teachers shall be limited to two years from end of the
contract year. RIFed continuing contract teachers must maintain a current
mailing address with the District Human Resources Office and must respond
to the rehiring offer within five working days after receipt of the vacancy
notice. The rehiring position offer shall be sent by certified mail. Failure of
the teacher to maintain a current mailing address will waive rehire rights.

C. RIFed continuing contract teachers must accept positions within their
certificated areas or lose rehire rights. Rehired teachers shall retain previous
seniority rights and be placed at the appropriate step and column on the
CTEA salary schedule. Rehired teachers shall retain sick leave benefits.

CLASSIFIED PERSONNEL

The Board of Trustees shall determine the number of positions to be reduced and in

what areas and/or units based upon the needs of the District.

The District shall establish a date of employment (DOE) for each employee. The

DOE list shall reflect an employee's length of service within the District. DOE will be

the original date of hire in the District, however, an adjusted DOE date will reflect the

bridged number of combined months of continuous service, when an employee has
had a break in service with the District. Layoffs of identified positions shall begin
with temporary and probationary employees and proceed to other employees with
the most recent DOE within those areas of the identified units.

When employees have the same DOE, RIF decisions shall be based on the

employee's evaluations, work history, preparation, previous experience, assignment

location, and supervisor's recommendation.

During the RIF process, non-RIFed employees may be administratively reassigned

within their employee unit according to their areas of certification or skill preparation

and/or between assignment locations as necessary to meet the personnel needs of
the District. Employees reassigned during the RIF process shall be paid according

to the rate for their new assignment. Employees shall not be allowed to voluntarily
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Adopted 11/23/87
Revised 7/10/00
Revised 7/2/01
Revised 7/19/06
Revised 6/20/11
Revised 7/1/13

transfer between units even though they meet the certification or skills requirements.
Rehiring of RIFed employees in their particular area shall be reinstated in reverse
order of RIF, provided they meet the certification or skills requirements. However,
RIFed employees with temporary or probationary status will not have rehire rights.
Rehiring rights of RIFed employees shall be limited to one year from date of the
layoff, unless modified by negotiated agreement. RIFed employees must maintain a
current mailing address and phone number with the District Human Resources
Office and must respond to rehiring position offer within five days after receipt of
vacancy notice. The rehiring position offer shall be sent by certified mail. Failure of
employees to maintain current mailing address and phone number will waive rehire
rights.

RIFed employees must accept positions of comparable status or lose rehire rights.
Comparable status shall mean equal pay (unless a pay reduction for employees of
similar positions has been implemented), hours (within a two-hour variance) and
similar assignment, and contract year. Qualified RIFed employees may apply for
vacancies in non-RIFed units, or vacancies in other RIFed units, after all qualified
RIFed employees of the RIFed unit have been rehired. Rehired employees shall
retain previous seniority rights.

The District has no requirement to create or combine positions in rehiring
procedures (i.e., combining part-time positions to create full-time positions).
Employees shall not be granted a leave of absence in order to escape the RIF

procedure.
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ADMINISTRATIVE REGULATION FOR POLICY CHAPTER VI, SECTION 16 -- REDUCTION IN FORCE -
- TEACHERS AND CLASSIFIED PERSONNEL --

CERTIFICATED PERSONNEL
1. The District will provide a seniority list by assignment as of September 10 of contracted
personnel included within the recognized bargaining unit. The seniority list will reflect date
of employment (DOE) or adjusted date of employment (ADOE) for teaching experience in
Laramie County School District Number One and list endorsements carried by each
individual. A copy of the seniority list will be provided to the association should a RIF be
necessary.

2. The date of employment (DOE) for teachers is determined by the calendar date of the
employee's first working day. For example, if teachers are to be in their classrooms in their
assigned building on 8/26/88, that date will be recorded as their initial date of employment.
If a break in employment occurs, the District will include prior years of service in an
adjusted date of employment (ADOE) when an individual is rehired. For example, if an
employee worked in the District from 8/27/71 until 5/28/76, then took several years off and
was rehired in 1981, and was still in District employment in 1988, the individual's new date
of employment could reflect 12 years of service in the District: 1971-1976 (5 years), and
1981-1988 (7 years). The adjusted date of employment (ADOE), however, would be
established as the first day of work in the adjusted year. For example, if the adjusted year
for this employee is now 1976, the adjusted day and month would be 8/23/76, which would
be the starting day for all teachers in that particular calendar year.

3. The District and the Board will identify the assignments to be RIFed and the number of
positions to be reduced.

4. The District will notify the recognized bargaining unit of the identified assignments and
number of positions to be RIFed at least five working days prior to the Board meeting in
which the RIF will be an informational item.

5. At least two Board meetings prior to the enactment of the RIF, the Board will schedule RIF
as an informational item with an accompanying interim public discussion period to solicit
public views, comments, and observations.

6. The decision to reduce the number of personnel will, in all cases, remain within the sole
discretion and judgment of the Board of Trustees under provisions of Wyoming law.

7. The RIF of surplus personnel in the identified assignments will be implemented in the
following steps to meet the number of positions to be reduced.

a) Reduction of temporary personnel in identified assignments. Temporary personnel
hold no seniority or rehire rights.

b) Reduction of non-continuing contract (initial contract) personnel in identified
assignments. Non-continuing contract personnel hold no seniority or rehire rights
and shall all be treated as one group; i.e., third year initial contract personnel hold
no rights over first year initial contract personnel.

Definitions (according to Wyoming Education Code as amended 1983):

1) Initial contract teacher -- any teacher who has not achieved continuing
contract status.

2) Continuing contract teacher -- any initial contract teacher who has been
employed by the same school district in the State of Wyoming for a period
of three consecutive school years, and has had his contract renewed for a
fourth consecutive school year; or a teacher who has achieved continuing
contract status in one district, and who without lapse of time has taught
two consecutive school years and has had his contract renewed for a third
consecutive school year by the employing school district.
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8. Reassignment of surplus continuing contract personnel.

a)

b)

Continuing contract personnel who do not carry any endorsement other than their
assigned area will not be eligible for reassignment to another endorsement area.

Continuing contract personnel who do carry other endorsements will be reassigned
by the District to the area selected by the District, in which they are senior to
personnel within the said area.

Continuing contract personnel reassigned to an area of endorsement would remain
in the reassigned area until the District initiates another reassignment or the
individual's request for transfer is approved.

9. Should a surplus still exist:

a)

b)

Reduction of continuing contract personnel in identified assignments shall begin
with the individual with the most recent DOE or ADOE and continue until a surplus
no longer exists.

Should continuing contract personnel have identical DOE or ADOE, priority would
be determined in the following manner:

1) Individual's total years of teaching experience with longevity being given
preference.

2) Individual's total years of credit beyond their bachelor's degree as
determined from the current records on file in the Human Resources Office
as of September 10 of the current contract year.

10. Rehiring of continuing contract RIFed personnel will be according to the following steps,
and the District has no requirement to create or combine positions in rehire procedures.

a)

b)

c)

d)

e)

f)

)

Rehiring of continuing contract RIFed employees who are separated from the
District to their area of certification would be in reverse order of separation.

The rehire offers will be sent to the RIFed continuing contract employee by
certified mail.

Continuing contract employees' failure to maintain a current mailing address with
the Human Resources Office will waive rehire rights.

RIFed continuing contract personnel's failure to accept the rehire offer within five
working days will waive rehire rights.

Rehire rights for continuing contract employees shall be limited to two years from
the end of the contract year.

Rehired continuing contract employees shall retain previous seniority rights and be
placed at appropriate step and column of the salary schedule; e.qg., if RIFed
employee was at BA+15, step 4 when they were RIFed, and were rehired the
following contract year, their salary placement would be BA+15, step 5, unless
step increases have been frozen, and provided they did not accumulate any
additional credit hours.

Rehired employees shall retain sick leave benefits.

11. RIFed employees shall be allowed to maintain their health insurance coverage provided
they pay their own premiums as long as their rehire rights are in effect.

Adopted 3/15/88, Revised 6/20/11, 7/1/13
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ADMINISTRATIVE REGULATION FOR POLICY CHAPTER VI, SECTION 16 - REDUCTION IN FORCE --
TEACHERS AND CLASSIFIED PERSONNEL

CLASSIFIED PERSONNEL
1. The District will provide a seniority list by employee unit. The seniority list will reflect date
of employment (DOE) or adjusted date of employment (ADOE) for each individual within
the employee unit. Classified employee units are custodial, paraprofessional, nutritional
services, technical and support services, and transportation/transportation assistants.

2. The date of employment (DOE) for classified personnel is determined by the calendar date
of the employee’s first day on the job. If a break in employment occurs, the District will
provide a bridge for employees to include prior years of service in the District. For
example, if an employee worked five years as an educational assistant, from 1/1/70 to
1975, left the District, and was then rehired in the clerical area from 1980 until 1988, the
years of service would total thirteen years and would be reflected in an adjusted date of
employment (ADOE) which would read: 1/1/75.

3. The District and the Board will identify the employee unit(s) to be RIFed and the number of
identified positions to be reduced in each employee unit.

4. The District will notify the unit of the number of positions to be RIFed as soon as possible.

5. The decision to reduce the number of personnel will, in all cases, remain within the sole

discretion and judgment of the Board of Trustees.

6. RIF in the employee unit will be implemented in the following steps to meet the number of
positions to be reduced:

a) Reduction of temporary personnel.
b) Reduction of probationary personnel.
C) Should a surplus still exist, reductions of personnel in identified unit shall begin

with the individual with the most recent DOE or ADOE and continue until a surplus
no longer exists.

d) Employees shall not be granted a leave of absence (LOA) in order to escape the
RIF procedure. However, the District may grant LOA during the RIF process and
affected employees returning from LOA would be considered in RIF process.

e) Should personnel within the employee unit have identical DOE or ADOE, priority
would be determined using the following:

An evaluation by District personnel of employees’ evaluations, work history,
preparation, previous experience, assignment location, and supervisor’'s
recommendation.

7. During the RIF process, non-RIFed employees may be administratively reassigned within
their employee unit according to their certification, skill preparation and/or between
assignment locations as necessary to meet the personnel needs of the District.
Employees hold no seniority or rehire rights outside their employee unit; i.e., technical and
support services personnel who have had prior experience as an educational assistant
have no seniority rights or rehire rights outside the technical and support services unit.

8. Employees reassigned during the RIF process shall maintain the hourly rate of pay that
they would have been eligible for had the RIF not gone into effect, unless a salary
reduction or freeze has been implemented.

9. Employees shall not be allowed to voluntarily transfer between units.
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10.

11.

12.

13.

14.

15.

Employees reassigned within the employee unit would remain in the reassigned area until
the District initiates another reassignment or the individual’s request for transfer is
approved.

Rehiring of RIFed personnel to their employee unit will be according to the following steps;
and the District has no requirement to create or combine positions in rehiring procedures:

a) Rehiring of RIFed employees who are separated from the District will be in reverse
order of separation.

b) Rehire rights shall be limited to one year from their initial date of layoff.
c) The rehiring offer will be sent to the RIFed employee by certified mail.
d) RIFed employees’ failure to maintain a current mailing address with the Human

Resources Office will waive rehire rights.

e) RIFed employees’ failure to respond to the rehire offer within five working days will
waive the rehire rights.

f) RIFed employees must accept a position of comparable status or lose rehire
rights.
1) Equal hourly pay (unless pay reduction has been implemented for similar
positions).
2) Within two hours per day of the previous assignment.
3) Similar assignment and length of contract year.

Qualified RIFed employees may apply for vacancies in non-RIFed units or vacancies in
other RIFed units after all RIFed employees with rehire rights of the RIFed unit have been
given rehire offers.

Rehired employees shall retain previous seniority rights and be placed on the appropriate
step and column/increment of the salary schedule; e.g., if RIFed employee was a step
4/increment 4 when they left, and returned the following contract year, they would be on
step 5/increment 5 of the appropriate column for their assignment unless a step/increment
freeze has been implemented.

Rehired employees shall retain sick leave benefits.

RIFed employees shall be allowed to maintain health insurance coverage provided they
pay their own premiums as long as their rehire rights are in effect.

Adopted 3/15/88
Revised 7/10/00

Revised 7/2/01
Revised 7/7/03

Revised 6/20/05
Revised 7/19/06
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Section 17. RETIREMENT.

RETIREMENT HEALTH INSURANCE OPTION

The Board may provide a retirement health insurance option. In order for an employee to be
eligible under this plan, the employee must meet the state retirement “rule of 85" or have a minimum of
twenty years of service with Laramie County School District Number One including ten (10) years of
continuous service immediately prior to the effective date of early release. Only experience in Laramie
County School District Number One will apply in calculating years of service. See Board Policy, Chapter
VI, Section 14 for definition of a retiree. Laramie County School District One will contribute a designated
amount of money per the approved Health Insurance Option towards the District’s health insurance plan
currently in place on behalf of employees meeting eligibility requirements.

REQUESTS FOR HEALTH INSURANCE OPTION

Employees eligible for retirement health insurance benefits will be notified in writing by the
Assistant Superintendent of Human Resources. An employee seeking benefits must apply in writing to the
Superintendent or designee by the Board approved date contained in the notification letter.

The Board of Trustees of Laramie County School District Number One, in its sole discretion,
maintains the right to accept or deny any request from applicants and the Board shall stand as final
authority over any/all disputes. The Board will act and make its decision known to the employee according
to the early release letter.

GROUP INSURANCE

The health insurance option will be paid to age 65 or ten (10) years maximum, whichever comes
first. Each employee wishing to take advantage of the option will be required to sign a waiver. If the death
of the recipient occurs before the entire option benefit has been paid, no benefit will be transferred to the
employee’s beneficiaries. Laramie County School District Number One will pay on behalf of qualified
employees who accept the retirement option plan a contribution toward the premiums required to maintain
the qualified employee’s health insurance coverage in an amount stipulated in the notification letter. If both
retiree and spouse are covered under a family plan, and if the retiree reaches age 65 before the spouse,
they then are put under a single/single carve out, at full cost to retiree and spouse. A carve outis a
supplement to medicare. They can remain under that coverage until both are age 65 or after the maximum
ten (10) year payout period, whichever comes first.

GENERAL CONDITIONS

Approved requests for the retirement health insurance option are irreversible. This policy shall not
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be applicable to any employee terminated by the District for cause.

The Superintendent or designee shall review all requests for participation in the retirement health
insurance option.

Any change in the terms of this retirement health insurance option plan shall not apply retroactively
to individuals already receiving retirement option benefits unless specifically provided for in the revisions of
the retirement option plan.

Any employee who terminates service with the District before reaching eligibility for the retirement
health insurance option cannot claim entitlement to any of the benefits of the plan after reaching eligibility.

An individual may use the retirement health insurance option plan only once.

Adopted 3/9/87

Revised 7/13/87, 5/2/88, 4/24/89
Revised 6/12/89, 8/13/90
Revised 7/10/00

Revised 7/2/01

Revised 6/20/05

Revised 7/19/06

Revised 6/20/11

Revised 5/7/12

Revised 7/1/13
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Section 18. PERSONNEL RECORDS. A comprehensive and efficient system of secured
personnel records shall be maintained in the office of the Assistant Superintendent of Human Resources.

A personnel folder for each employee, certificated and classified, shall be accurately maintained in
that office. An electronic copy of each employee’s personnel record shall be maintained by Human
Resources. Employees of Laramie County School District Number One shall be entered into the current
District payroll database using their full legal name. The District payroll database shall be the authoritative
source of employee information for all District databases. It is the responsibility of the employee to promptly
inform Human Resources of any employee information changes.

All personnel records of individual employees shall be considered confidential. They shall not be
released for public inspection.

District employees' names and addresses shall be released only as required by the Freedom of
Information Act. Information of a "directory" nature shall be released only as approved by the Board.

In addition to the application for employment and references, the folders shall contain records and
information regarding compensation, payroll deductions, evaluations, and other information considered
pertinent by the Assistant Superintendent of Human Resources.

Evaluations, correspondence, or other material received after initial employment making reference
to an employee's competence or character shall not be placed in the personnel file of an individual without
first requesting the employee to sign the document. If the employee refuses to sign the document, it shall be
placed in the employee’s personnel file, provided the supervisor/administrator notes the employee’s
opportunity to sign. After the employee receives the document, they will have ten calendar days to attach
comments.

Record of any grievance procedure(s) shall be maintained separately from an employee's
permanent personnel file.

Each employee shall have the right, upon written request to the Assistant Superintendent of Human
Resources to review the contents of his own file, with the exception of pre-employment reference
recommendations. The review shall be conducted in the presence of the Assistant Superintendent of Human
Resources or designee.

Classified employees shall have the right to petition for removal of documents from their personnel

files as specified in negotiated agreements between their recognized representatives and the Board.
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Legal Reference — W.S. §16-4-201 through 16-4-205
Adopted 6/11/84

Revised 8/14/89

Revised 7/10/00

Revised 6/21/04

Revised 7/18/07

Revised 6/15/09

Revised 7/1/13
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Section 19. VOLUNTEER ASSISTANCE. A volunteer shall not be assigned or allowed to aid
any certificated personnel without the prior approval of the certificated personnel. Certificated personnel
shall have the authority to terminate this type of aid or assistance at any time upon written notice to the

principal.

Adopted 6/11/84
Revised 7/7/03
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Section 20. USE OF TOBACCO PRODUCTS. The Board of Trustees of Laramie County School
District Number One recognizes the major negative effects of the use of tobacco products on personal
health and health-care costs. The use of tobacco products or lookalike tobacco products (including but not

limited to electronic cigarettes) are prohibited in buildings, vehicles, or on property owned or operated by

the District.

Adopted 7/28/86
Revised 7/1/92

Revised 7/19/06
Revised 7/14/14
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Section 21. PERSONNEL INFECTED WITH BLOODBORNE PATHOGENS.

Laramie County School District Number One, being concerned with the health and safety of all of
the District's students and employees, will follow the procedure regarding bloodborne pathogens in
accordance with public health guidelines, the Wyoming Education Policies Procedure Manual, and
administrative regulations.

BLOODBORNE PATHOGENS EXPOSURE CONTROL PLAN

In accordance with the OSHA Bloodborne Pathogens Standard, 29 CFR 1910.1030, Laramie
County School District Number One has developed an Emergency Medical Services Bloodborne
Pathogens Exposure Control Plan.

The purpose of the exposure control plan is to:

1. Eliminate or minimize employee occupational exposure to blood or certain other
body fluids.
2. Comply with the OSHA Bloodborne Pathogens Standard, 29 CFR 1910.1030.

The Bloodborne Pathogens Control Committee is responsible for the development and updates of
the Bloodborne Pathogens Exposure Control Plan and an annual review of this program. This committee is
organized and chaired by the head nurse.

Compliance involves the use of Universal Precautions to prevent contact with blood or other
potentially infectious materials. These precautions include engineering and work practice controls,
housekeeping and waste disposal procedures, personal protective equipment, and readily accessible hand
washing facilities. Nurses and supervisors are responsible for reviewing the effectiveness of the control on
an annual basis.

The exposure determination list of employees who may incur occupational exposure to blood or

other potentially infectious material is as follows:

1. School Nurses
2. PALS Teachers and Paraprofessionals
3. Essential Skills Program and Therapeutic Learning Center Teachers and

Paraprofessionals

4, Athletic Trainers

5. Custodians
6. Elementary Secretaries
7. Elementary Paraprofessionals
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8. Paraprofessionals who provide personal care/hygiene (e.g. toileting, diapering) for
students

9. Bus Drivers and Transportation Assistants on TLC, ESP, PALS, and Multiple-
Handicap Buses

10. Physical Education Teachers

11. Coaches

12.  Plumbers

13. Industrial Technology Teachers

14. Family & Consumer Science Teachers

15.  Audiologists and Audiology Technicians

16. Vocational Agriculture Teachers

17. Therapists: Speech Language, Occupational, Physical

18. Daycare Workers

19. Paraprofessionals who are assigned to the school nurses at the secondary level

Other District employees may be identified by the Bloodborne Pathogens Committee.

Hepatitis B vaccine and vaccination series shall be made available by the school district to
employees on the exposure determination list. Medical evaluations and procedures, Hepatitis B
vaccination series, and post exposure follow-up records are maintained.

The Risk Management Office shall provide employees the opportunity for training regarding
occupation exposure.

Additional training shall be provided to employees when there are any changes of tasks or
procedures affecting the employee's occupational exposure. Confidential records on exposures will be
kept in the Risk Management Office. Vaccination records will be kept in the Head Nurse’s Office. These
records must be maintained for at least the duration of employment plus 30 years.

Training records will be maintained in the Risk Management Office. All employee records shall
be made available to the employee, the Assistant Secretary of Labor for the Occupational Safety and
Health Administration, and the Director of the National Institute for Occupational Safety and Health, upon
request. These records cannot be transferred to another facility.

Adopted 1/9/89 & 7/1/94
Revised 8/13/90, 6/28/99, 7/7/03, 6/21/04, 6/20/05, 7/19/06, 6/20/11
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ADMINISTRATIVE REGULATION FOR POLICY CHAPTER VI, SECTION 21 -- PERSONNEL INFECTED
WITH BLOODBORNE PATHOGENS --

1.

Adopted 1/9/89

Laramie County School District Number One does not discriminate against a qualified
individual infected with a bloodborne pathogen with regard to job applications, hiring,
advancement, access to special equipment, discharge, compensation, training, or other
terms, conditions, or privileges of employment.

The contact person for School District Number One will be the Superintendent or designee.
A decision will be made on a case-by-case basis of those identified and documented
individuals as to whether the condition of a school employee prohibits that individual from
participating in regular employment due to a secondary communicable disease or inability
to perform their assignment or appropriate alternative assignment.

This determination will be made by the employee’s physician, the school employee, and/or
representative, and the Superintendent of Schools.

Factors for consideration: a) the physical condition of the employee who has the disease;
b) the expected type of interaction with others in the school setting; and ¢) the impact on
the employee who has the clinical disease and others in that setting.

The sexual orientation of the school employee shall not constitute a request for medical
evaluation. No school employee shall be required to provide information as to his/her
sexual orientation.

If the employment of a school employee is affected as a result of having bloodborne
pathogens, said school employee shall be entitled to benefits under existing policy.

Having a bloodborne pathogen is the specific concern of the patient and the physician.

a) Test results should never be disclosed without written consent of the patient to any
third party.

b) Records containing this information shall be kept separate from other school
records.

c) Records containing this information shall be in a secured location.

d) The Superintendent or designee must maintain the confidential records.

e) The rights of the individual to privacy must be assured at all times.

Revised 8/13/90 & 6/28/99
Revised 7/19/06
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Section 22. INFECTION CONTROL GUIDELINES

INFECTION CONTROL GUIDELINES

1. Laramie County School District Number One is committed to the control of infectious diseases
in the school setting.

2. Any instances of infectious diseases must be reported to the school nurse who can initiate an
investigation and determine the need to control any outbreaks.

3. The school nurse works with the administrative staff in a building and communicates with the
head nurse as needed.

4. The head nurse will communicate issues and/or concerns to the appropriate administrative
staff of Laramie County School District Number One.

5. Confidentiality of students and personnel is maintained.

6. Instances of infectious diseases, that are indicated as reportable diseases by the laws of
Wyoming, will be reported to the State of Wyoming Department of Health as they are identified.

STUDENTS
See Chapter VIII, Section 15 - HEALTH AND SAFETY OF STUDENTS
EMPLOYEES

1. Ininstances where the infectious status of an employee is not determined, Laramie County
School District Number One may choose to ask for recommendations from the individual's
health care provider or a health care provider who is under contract with Laramie County
School District Number One.

2. Any changes in placement or assignment will be determined on an individual basis with the
appropriate administrative personnel at Laramie County School District Number One after
review of the recommendations from the health care provider.

3. The guidelines that school nurses follow regarding specific diseases in students will be adhered
to in cases when employees are infected.

COMMUNITY

1. In cases of a community outbreak of an infectious disease, Laramie County School District

Number One will determine appropriate actions based upon the recommendations of the

City-County Health Department and/or State Health Department.

Adopted 07/19/06
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Section 23. SEXUAL HARASSMENT/DISCRIMINATION. Laramie County School District
Number One strives to maintain a workplace that fosters mutual employee respect and promotes
harmonious, productive working relationships. Our organization believes that discrimination, harassment,
and/or retaliation in any form constitutes misconduct that undermines the integrity of the employment
relationship. Therefore, Laramie County School District Number One prohibits discrimination and/or
harassment that is sexual, racial, or religious in nature or is related to anyone’s gender, national origin, age,
sexual orientation, disability, or any other basis protected by federal, state, or local law. This policy applies
to all employees throughout the organization and to all individuals who may have contact with any
employee. Furthermore, Laramie County School District Number One will make reasonable
accommodations for qualified individuals with known disabilities unless doing so would result in an undue
hardship, health, or safety concern.

The District will promptly and carefully investigate all complaints of sexual harassment. An
individual filing a complaint is requested to complete Exhibit 37, Personnel Sexual Harassment Report. All
complaints, both written and verbal will be investigated regardless of completing Exhibit 37. Every
reasonable effort will be made to determine the merits of each complaint while protecting the interests and
well-being of both the accuser and the accused.

The District will act forthrightly to discipline, or dismiss as appropriate, considering the seriousness
of the offense, any employee who has been found to sexually harass a student or another employee of the
District, or any employee making a false or malicious complaint of sexual harassment. The prohibition
against sexual harassment applies whether the harassment is between people of the same or different
gender.

Unwelcome sexual advances, requests for sexual favors, or other verbal, visual, or physical
conduct of a harassing and/or discriminatory nature will constitute harassment and/or discrimination when
the person involved feels compelled to submit to that misconduct in order to keep his/her position, to
receive appropriate pay, or to benefit from certain employment decisions. If this type of misconduct
interferes with an employee’s work or creates an intimidating, hostile, or offensive work environment, it also
may be considered harassment and/or discrimination. This behavior can include but is not limited to:
suggestive or insulting noises, facial expressions, vulgar language, nicknames, slurs, derogatory
comments, cartoons, jokes, written materials, emails, “sexting”, published materials, social networking,

Facebook, or Twittering and offensive gestures or touching.
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DEFINITION

Sexual harassment is a form of sex discrimination which violates Section 703 of Title VII and Title

IX of the Civil Rights Act of 1964, as amended, 42 U.S.C. Section 2000e, et seq. and the Wyoming Fair

Employment Practices Act of 1965. Sexual harassment includes unwelcome sexual advances, requests

for sexual favors, sexual jokes, sexual graffiti, or other verbal or physical conduct of a sexual nature which:

1.

is made an employment condition so that submission to such conduct is a term or
condition of employment;

is an employment consequence, so that submission to or rejection of such conduct
is used as a basis for employment decisions affecting an individual employee;

is an offensive job interference, so that such conduct has the purpose or effect of
reasonably interfering with an employee's work performance or creating an
intimidating, hostile, or offensive work environment;

is made a condition such that a student believes that submission to such conduct
is required to participate in a school program or activity;

causes a student to believe that an employee will make an educational decision
about the student based on whether the student submits to the unwelcome sexual
conduct;

is so severe, persistent, pervasive, or deliberate as to create an intimidating,

persistent, hostile, or offensive educational environment.

Sexual harassment may include, but is not limited to: verbal harassment, including epithets,

derogatory comments or slurs, sexual jokes, sexual graffiti, physical harassment, physical interference with

movement or work, or visual harassment such as derogatory cartoons, drawings, or posters.

Laramie County School District Number One expects that everyone will act responsibly to establish

a pleasant and friendly work environment. However, if an employee feels he/she has been subjected to

any form of harassment and/or discrimination, the employee should report that conduct to his/her

immediate supervisor, another member of management, or the Assistant Superintendent of Human

Resources within three calendar days of the offense. Employees are not required to approach the person

who is harassing and/or discriminating against them, and they may bypass any offending member of

management. The person the harassment or discrimination is reported to will take the necessary steps to

initiate an investigation of the discrimination and/or harassment claim.

Laramie County School District Number One will conduct its investigation in a confidential manner
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as is possible. Interviews, allegations, statements, and identities will be kept confidential to the extent
possible and allowed by law. However, Laramie County School District Number One will not allow the goal
of confidentiality to be a deterrent to an effective investigation. A timely resolution of each complaint will be
reached and communicated to the employee. Appropriate corrective action, up to and including
termination, will be taken promptly against any employee engaging in discrimination and/or harassment.
The corrective action issued will be proportional to the severity of the conduct. The alleged harasser’s
employment history and any similar complaints of prior unlawful discrimination and/or harassment will be
taken into consideration.

Laramie County School District Number One prohibits retaliation of any kind against employees,
who, in good faith, report harassment and/or discrimination or assist in investigating such complaints. If an
employee feels he/she has been subjected to any form of retaliation, the employee should report that
conduct to his/her immediate supervisor, another supervisor, or the Assistant Superintendent of Human
Resources within three calendar days of the offense. Employees are not required to approach the person
who is retaliating against them, and they may bypass any offending member of management.

OUTSIDE CONTRACTORS

The District will take similar measures through the actual employer of contractors whose
employees have been reported for sexual harassment. If the contractor is not responsive in investigating
and resolving the matter, the District will prohibit the offending employee(s) from any involvement with the

District, or may choose to terminate the contract.

Adopted 7/11/88
Revised 7/8/91 & 8/1/97
Revised 7/10/00
Revised 6/21/04
Revised 6/20/11
Revised 5/7/12
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ADMINISTRATIVE REGULATION FOR CHAPTER VI, SECTION 23, SEXUAL HARASSMENT --

1.

Reporting Procedures

Any person who believes he/she has been the victim of sexual harassment by an
employee of the District should report the alleged acts immediately to an appropriate
District official as designated by this procedure. The District requests the reporting party or
complainant use the report form Exhibit 37 available from the principal of each building or
available from the District Human Resources office. However, use of formal reporting
forms is not mandatory.

a. In each District building: The building principal or supervisor is the person
responsible for receiving oral or written reports of sexual harassment at the
building level. Upon receipt of a report, the principal or supervisor must notify the
Assistant Superintendent of Human Resources immediately. The written report
will be forwarded simultaneously to the Assistant Superintendent of Human
Resources. If the report was given verbally by the complainant, the principal or
supervisor will reduce it to written form within 24 hours and forward it to the
Assistant Superintendent of Human Resources. Failure to forward any sexual
harassment report or complaint as provided herein will result in disciplinary action.
If the complaint involves the building principal or supervisor, or the building
principal or supervisor has been unresponsive to the expressed concerns about
sexual harassment, the complaint shall be filed directly with the next higher level or
supervisor.

b. Filing in good faith of a complaint or report of sexual harassment will not affect the
individual’s future employment, evaluations, or work assignments.

Investigation and Recommendation

The District will respect the confidentiality of the complainant and the individual(s) against
whom the complaint is filed as much as possible, consistent with the District's legal
obligations and the necessity to investigate allegations of harassment and take disciplinary
action when the conduct has occurred.

a. Upon receipt of a report or complaint alleging sexual harassment the Assistant
Superintendent of Human Resources or designee will immediately initiate an
investigation. This investigation may be conducted by District officials or by a third
party designated by the District. The investigating party will provide a written
report of the status of the investigation within ten working days to the
Superintendent of Schools and the Assistant Superintendent of Human Resources.

b. In determining whether alleged conduct constitutes sexual harassment, the District
will consider the surrounding circumstances, the nature of the sexual advances,
relationships between the parties involved, and the context in which the alleged
incidents occurred.

C. The investigation may consist of personal interviews with the complainant, the
individual(s) against whom the complaint is filed, and others who may have
knowledge of the alleged incident(s) or circumstances giving rise to the complaint.
The investigation may also consist of any other methods and documents deemed
pertinent by the investigator.

d. In addition, the District may take immediate steps, at its discretion, to protect the
complainant, students, and employees pending completion of an investigation of
alleged sexual harassment.

e. The Assistant Superintendent of Human Resources shall make a report to the
Superintendent upon completion of the investigation.
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3. District Action

a. If the complaint is found to be valid, the District will take such action as appropriate
based on the result of the investigation.

b. Discipline or discharge of a District employee alleged to have violated this policy
will follow the procedures established in the policies of the Board of Trustees, and
respective employee agreements where applicable. Suspension or dismissal of
District teachers alleged to have violated this policy shall also be governed by the
Wyoming Teachers Employment Law, W.S. 21-7-101 et seq.

C. District employees who believe they have been the subject of sexual harassment
during the course of their employment may also employ the District's grievance
procedure as set forth in the Rules and Regulations of the Board of Trustees,
Chapter II, Section 9, and respective employee agreements where applicable.

4. Reprisals

The District will discipline any individual who retaliates against any person who reports
alleged sexual harassment or who retaliates against any person who testifies, assists or
participates in an investigation, proceeding, or hearing relating to a sexual harassment
complaint. Retaliation includes, but is not limited to, any form of intimidation, reprisal, or
harassment.

5. Non-harassment

The District recognizes that not every advance or consent of a sexual nature constitutes
harassment. Whether or not a particular action or incident is a personal, social relationship
without a discriminatory employment effect or constitutes sexual harassment requires a
determination based on all the facts and surrounding circumstances. False accusations of
sexual harassment can have a serious detrimental effect on innocent parties, consequently
careful evaluation and sound judgment will be applied.

6. Right to Alternative Complaint Procedures

These procedures do not deny the right of any individual to pursue other avenues of
recourse which may include filing the complaint with the next higher level or supervisor,
filing charges with the Wyoming Fair Employment Commission, the Equal Employment
Opportunity Commission, initiating civil action, or seeking redress under state criminal
statutes and/or federal law.

7. Sexual Harassment as Child Abuse or Neglect

Under certain circumstances, sexual harassment may constitute child abuse or neglect
under Section 14-3-201 et seq. Wyoming Statutes 1977 as amended. In such situations,
school districts shall comply with the reporting requirements.

8. Discipline

Any school district action taken pursuant to this policy will be consistent with requirements
of applicable negotiated agreements, Wyoming Statutes, and District policies. The District
will take such disciplinary action it deems necessary and appropriate, including warning,
suspension, or discharge to end sexual harassment and prevent its recurrence. False
and/or malicious accusations may also be dealt with through appropriate discipline
procedures.

Adopted 7/8/91
Revised 7/1/93, 8/1/97
Revised 7/10/00, 6/21/04, 5/7/12
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EXHIBIT 37

LARAMIE COUNTY SCHOOL DISTRICT NUMBER ONE
Cheyenne, Wyoming

PERSONNEL SEXUAL HARASSMENT REPORT

Laramie County School District Number One maintains a firm policy prohibiting all forms of discrimination
based on sex. Sexual harassment against students or employees is sexual discrimination. All persons are
to be treated with respect and dignity. Unwelcome sexual advances, requests for sexual favors, and verbal
and physical conduct of a sexual nature which create an intimidating, hostile, or offensive environment by
any person, male or female, will not be tolerated under any circumstances. If you believe you have been a
victim of such harassment, complete this form and provide it in confidence to your supervisor. If your
supervisor is involved in the harassment, or has been unresponsive to your concerns about the
harassment, provide the completed form to your supervisor’s supervisor.

COMPLAINANT:

HOME ADDRESS:

WORK ADDRESS:

HOME PHONE: WORK PHONE:

DATE OF ALLEGED INCIDENT(S):

NAME OF PERSON YOU BELIEVE HARASSED YOU:

LIST ANY WITNESSES THAT WERE PRESENT:

WHERE DID THE INCIDENT(S) OCCUR?

Describe the incident(s) as clearly as possible, including such things as: what force, if any, was used; any
verbal statements (i.e. threats, requests, demands, etc.); what, if any, physical contact was involved; what
did you do to avoid the situation, etc. (Attach additional pages if necessary)

This complaint is filed based on the honest belief that
has harassed me. | hereby certify that the information | have provided in this complaint is true, correct, and
complete to the best of my knowledge and belief.

(Complainant Signature) (Date)

Received by:

(Date)

Form #HR106
Adopted 7/8/91
Revised 8/1/97, 7/18/07, 5/7/12
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Section 24. DRUG AND ALCOHOL TESTING/EMPLOYEE ASSISTANCE PROGRAM.

In order to provide for a drug/alcohol free workplace, and to comply with the Drug-Free Schools
and Communities Act of 1986, 20 U.S.C. 3171 et seq., Laramie County School District Number One shall
implement a drug and alcohol testing program supported by an Employee Assistance Program (EAP). This
policy shall cover all employees of the District.

The purpose of this policy is to enhance and protect the health, safety, and welfare of students
and employees of the District; and to ensure to the greatest extent possible that the schools and other
places of work within this District are drug/alcohol free. The Employee Assistance Program is intended to
assist employees who are identified as having a drug and/or alcohol abuse problem. It is the express
intention of this policy to ensure to the greatest extent possible that employees of the District do not have a
detectable level of alcohol or any controlled substance, as defined in the following administrative
regulations, in his/her body while performing duties for the District.

No employee shall unlawfully manufacture, use, possess, distribute, or dispense controlled
substances while performing duties for Laramie County School District Number One. Furthermore, no
employee shall have a detectable presence of alcohol or any controlled substance (as defined in W. S. 35-
7-1001 et seq.) in his/her body while performing duties for the District.

Administrators/supervisors must submit their recommendations for reasonable cause
drug/alcohol testing to the Superintendent or designee for approval. Only the Superintendent or designee

may authorize reasonable cause drug/alcohol testing.

Adopted 8/13/90
Revised 4/8/91
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ADMINISTRATIVE REGULATION FOR CHAPTER VI, SECTION 24, DRUG AND ALCOHOL
TESTING/EMPLOYEE ASSISTANCE PROGRAM --

1.

Drug and Alcohol Testing

a.

Drug testing will be conducted for the following drugs at the identified thresholds:
Amphetamine - 1000 (NG/ML), Barbiturates - 200 (NG/ML), Benzodiazepine - 300
(NG/ML), Cannabinoid 100 (NG/ML), Cocaine - 300 (NG/ML), Methaqualone - 750
(NG/ML), Opiates - 300 (NG/ML), Phencyclidine - 25 (NG/ML), Alcohol - 50
(MG/DL), or other illicit drugs or controlled substances including those controlled
substances as defined by the Wyoming Controlled Substances Act, W.S. 35-7-
1001 et seq., at threshold levels established by the National Institute on Drug
Abuse (NIDA).

Laramie County School District Number One will designate a collection site that
shall have all necessary personnel, materials, equipment, facilities, and
supervision to provide for the collection, security, temporary storage, and shipping
or transportation of urine specimens to a certified drug testing laboratory. An
independent medical or certified testing facility shall collect the samples and
conduct all tests. A tamper-proof sealing system will be used for specimen bottles
and shipping containers including use of one or more preprinted labels and seals.
The urine sample shall be divided into two aliquots with one portion set aside. If
the employee desires at a later date, that portion set aside can be tested by a lab
of the employee’s choice at the employee’s expense.

The collection site personnel will arrange to ship the collected specimen to the
drug testing laboratory in accordance with custody and control procedures. If the
employee refuses to cooperate with the collection process (e.g., refusal to provide
a complete specimen, complete paperwork, initial specimen), the collection site
person shall inform the Superintendent or designee and shall document the non-
cooperation on the custody and control form.

The specimen shall be tested by a laboratory certified by the Department of Health
and Human Services or a DHHS-recognized certification program in accordance
with the Mandatory Guidelines for Federal Workplace Drug Testing Programs.
Laboratory facilities shall comply with applicable provisions of any state licenser’s
requirement. The laboratory shall maintain and make available for at least two
years, documentation of all aspects of the testing process.

The collection site will provide the results of the drug/alcohol testing to the
Superintendent or designee and the employee. Any positive initial test will be
confirmed by a gas chromatography/mass spectrometry (GC/MS) test.

The District will pay the cost of the initial and/or follow-up tests requested by the
District. Employees must pay the cost for tests the employee initiates.

Employee is defined as a person employed by the District in a certified, classified,
or administrative position.

Nothing in these regulations is intended to preclude an employee from reporting
his/her supervisor to the Superintendent or designee because of suspected use of
alcohol and/or drugs. No employee may be disciplined or receive adverse
treatment as a result of having made such a report in good faith regarding a
supervisor.

Identified employees are defined as employees identified through the reasonable
cause component.
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Excluded from these regulations are prescribed drugs only when used in the
manner, combination, and quantity intended by the prescribing physician.
Employees who are using prescribed drugs must declare such prescribed drug use
prior to any drug test.

Any employee shall have an opportunity to demonstrate that his/her use of a
controlled substance (except for methadone) was prescribed by a licensed medical
practitioner.

Employee Assistance Program

Laramie County School District Number One provides to all employees an Employee
Assistance Program (EAP). This program shall include:

a.

b.

Educational materials that address drug/alcohol abuse.
Training for supervisory personnel that addresses drug/alcohol abuse.

A drug/alcohol rehabilitation program shall be established to provide assistance
both to persons making voluntary self-referrals and to persons referred by school
administration. The District shall enter into an agreement with a counseling
service provider to arrange for confidential counseling. The District will contribute
an amount not to exceed $500 for counseling. Any expense incurred beyond the
$500 is the responsibility of the employee. In addition, employees shall be
provided information regarding the availability of payment for services as described
in the employee health insurance plan.

In cases where an employee is participating in the EAP by directive of the
Superintendent or designee as the result of a positive drug/alcohol test, that
employee shall be required to sign a consent form to allow disclosure of pertinent
information by the counseling service. A consent form signed by the employee is
necessary to allow the District access to pertinent information regarding the
employee’s progress. The scope of the consent form is limited to information
needed by the District for a complete evaluation, and will be held in strict
confidence by the District. If the employee should refuse to sign a consent form or
should revoke consent at a later date, such a refusal or revocation will subject the
employee to discipline and/or termination.

In cases where the employee voluntarily refers himself/herself, the District shall not
be entitled to information about the employee. The District may, however, contact
the counseling service and obtain information concerning the number of self-
referred employees participating in the program, the charges for each self-referral,
and other general information. The District may obtain such information on the
basis of its financial contribution to the rehabilitative process. Such information will
be limited to information obtained for the purposes of audit and program
evaluation.

Employees who are enrolled in an EAP who have exhausted eligible leave time,
may be placed on leave without pay and benefits.

Employees who have successfully completed an approved EAP are subject to
random testing by the District for a period of twelve months after resuming their
duties with the District.

A written statement outlining the District's EAP shall be maintained on file and
available for inspection at the Laramie County School District Number One offices.

Self-referrals are encouraged under this policy and these employees are eligible
for any and all benefits of the District's employee assistance program.

235



Employee Assistance Training Program

The Employee Assistance Program shall consist of an effective training program for
Laramie County School District Number One supervisory personnel. The training program
must include at least the following elements:

a.

C.

The effects and consequences of drug/alcohol abuse on personal health, safety,
and work environment;

The manifestations and behavioral causes that may indicate drug/alcohol use or
abuse; and

Documentation of training given to administrators/supervisors.

Record Keeping

a.

The Superintendent or designee shall ensure that all records related to the
administration and results of the drug/alcohol testing program for its employees
remain confidential except such results may be used in any disciplinary proceeding
arising out of the enforcement of this policy. The test results and other records
related to this policy shall be maintained in the Administration Building in a file
separate from the employee’s personnel file. Any employee who inappropriately
divulges information about another employee’s drug testing or other related
information shall be subject to disciplinary actions.

All information collected concerning an employee or disclosed by an employee
pursuant to the District’'s drug and alcohol testing/Employee Assistance Program,
Section 23, and accompanying regulations is obtained exclusively for purposes of
employment only.

In the event that the District receives an order of a court or a subpoena seeking
information disclosed or obtained pursuant to the District’s drug and alcohol policy,
unless prohibited by law, or an order of the court issuing the subpoena, the District
shall promptly notify the employee. The District shall include in its response to any
such order or request a written notice indicating that this policy requires that the
information be treated as confidential.

Employee Testing

The following testing programs will apply to employees identified under the reasonable
cause provision.

a.

The testing program shall include the collection of a urine sample.

1) Any positive initial test will be confirmed by a gas chromatography/mass
spectrometry (GC/MS) test as well as analysis of the previously taken
blood specimen.

2) Any employee who tests positive may be placed on leave with or without
pay, may be disciplined up to and including termination, and/or may be
required the employee to successfully complete an EAP.

3) Refusal to submit to such testing when requested to do so shall be treated
as a positive test rendering the employee unqualified to do his/her job.
With the refusal to submit to testing, the employee may be suspended with
or without pay, subject to discipline up to and including termination, and/or
may be required to successfully complete an EAP.

4) Employees will be notified of test results.
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5) All actions taken under these regulations will respect the confidentiality of
the employee.

b. Reasonable Cause Testing

1) Every employee of Laramie County School District Number One, as a
condition of employment, shall be required to submit to urinalysis for
determining use and/or presence of drugs/alcohol upon reasonable cause
to believe the employee is impaired in performing job responsibilities.

2) Reasonable cause for requiring a drug/alcohol test shall be based upon
observation indications of impairment as outlined in Exhibit 38. A
supervisor who is suggesting an employee be tested shall set forth in
writing the specific indications of impairment that have been observed at
the time the supervisor communicates his suggestion to the
Superintendent.

3) The Superintendent or designee shall notify the employee of the
recommendation for testing and shall allow the employee to appear and
offer such evidence as the employee desires prior to the Superintendent or
designee acting upon any recommendation for testing. The employee
may be permitted to have a representative of the employee’s choice,
including an attorney, present when the allegations are explained to the
employee. Time is of the essence in acting upon the recommendation,
and delays will not be allowed should the employee choose not to appear
and/or present evidence. The Superintendent or designee shall set forth a
recommendation in writing.

4) Reasonable cause testing shall follow the same procedures for collection
and confirmation as are provided for in employee testing (above).

5) Refusal to submit to such testing when requested to do so shall be treated
as a positive test rendering the employee unqualified to do his/her job.
The employee may be suspended with or without pay, subject to discipline
up to and including termination, and/or be required to successfully
complete an EAP.

6) Employees will be notified of test results.

7 All actions taken under these regulations will respect the confidentiality of
the employee.

Due Process

Any disputes by the employees of the District regarding the enforcement of these
regulations shall be resolved in accordance with the grievance procedure set forth in
Chapter I, Section 9, of District policy.

Any employee shall be entitled to file his/her formal written grievance with the Board of
Trustees because the administrative levels of the grievance process will, of necessity, have
already addressed certain issues including referring an employee for testing. Such
grievance must be filed within twenty days of actual knowledge of the act or condition
which is the basis of the grievance.

The Board may, in its discretion, appoint an independent hearing officer to take evidence in
any such grievance. The authority of an officer so appointed is set forth in W.S. 16-3-112.
If appointed, the independent hearing officer shall submit recommended findings and
conclusions to the Board for its consideration.

In the event, however, that the grievance involves a determination of whether reasonable
cause sufficient to refer an employee for testing exists, and the hearing officer determines
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that reasonable cause did exist, the detailed findings of the hearing officer shall be
delivered to the Superintendent in light of the potential of disciplinary action against the
employee.

The hearing officer shall also recommend a decision to the Board, narrowly drafted to the
issue or issues in the grievance so that the grievance has been concluded.

If it is determined by the Board of Trustees, following its consideration of the hearing
officer's decision that an employee has unjustifiably been suspected of drug or alcohol
involvement prohibited by this policy, the Board shall direct the Superintendent to notify the
employee’s immediate supervisor or such other person, or persons as the employee may
request, that the employee has not violated the terms of this policy.

If an employee is required to undergo drug/alcohol testing under any provisions of these
regulations, and the test shows the employee is not in violation, the outcome of the test
shall be communicated to any person or entity requested by the employee.

Nothing herein shall be construed as delaying the referral of an employee for testing in
accordance with these regulations set forth above.

Nothing in these regulations shall alter or supersede the provisions of the Wyoming
Teacher Employment Act, W.S. 21-7-101 through 21-7-304.

Adopted 8/13/90
Revised 4/8/91 & 7/1/92

Revised 7/1/95
Revised 6/16/08
Revised 5/7/12
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ADMINISTRATIVE REGULATION - CHAPTER VI, SECTION 24, DRUG AND ALCOHOL TESTING
TRANSPORTATION EMPLOYEES/EMPLOYEE ASSISTANCE PROGRAM

This Administrative Regulation shall apply to all employees of Laramie County School District Number One
who are required to hold a Commercial Driver's License (CDL) as part of their employment with the District.

Other persons who drive vehicles designed to transport 16 or more passengers, including the driver, are
also subject to the drug and alcohol testing program.

It is the purpose of this Administrative Regulation to comply with the Omnibus Transportation Employee
Testing Act of 1991, 49 U.S.C., § 1618a, and the Administrative Rules and Regulations which have been
implemented to enforce the provisions of that Act. To the extent that any part of this Administrative
Regulation deviates from the requirements of the Act or the Rules and Regulations promulgated to enforce
the Act, the conflict shall be resolved in favor of the Act and the promulgated Rules and Regulations.

This Administrative Regulation shall become effective January 1, 1995.

This Regulation prohibits drug or alcohol misuse that could affect the performance of a safety-related
function. This prohibition extends to:

1. Use of alcohol on the job;

2. Use of alcohol during the four (4) hours (in most cases) before performance of a safety-
sensitive function;

3. Having prohibited concentrations of drug or alcohol in the system while performing safety-
sensitive functions;

4. Exhibiting behavior and/or appearance characteristic of alcohol or drug misuse or an
adverse affect on the employee's ability to perform due to alcohol and/or drug misuse while
performing safety-sensitive functions; and,

5. Use of drug or alcohol following an accident.

This Regulation authorizes drug and alcohol testing of covered employees in the following situations:

a. Pre-employment testing.
b. Post-accident testing.
c. Random testing.
d. Reasonable suspicion testing.
e. Return-to-duty testing.
f. Follow-up testing.
l. Definitions
A. District. Laramie County School District Number One.
B. DOT Agency. An agency (or operating administration) of the United States Department of

Transportation administering regulations requiring compliance with the Omnibus
Transportation Employee Testing Act of 1991.

C. Employee. An individual designated in a DOT agency regulation as subject to drug or
alcohol urine testing and the donor of a specimen under this regulation. As used in this
regulation "employee" includes an applicant for employment. "Employee" and "individual"
or "individual to be tested" have the same meaning for purposes of this part.

D. Employer. Laramie County School District Number One provided that the District is subject
to DOT agency regulations requiring compliance.

E. Medical Review Officer (MRO). A licensed physician responsible for receiving laboratory
results generated by an employer's drug testing program who has knowledge of substance
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abuse disorders and has appropriate medical training to interpret and evaluate an
individual's confirmed positive test result together with his or her medical history and any
other relevant biomedical information.

Secretary. The Secretary of Transportation or the Secretary's designee.

Drugs. For purposes of this regulation any illicit drugs, for which testing shall be
conducted, include but are not limited to: marijuana, cocaine, opiates, amphetamines, and
phencyclidine, or any prescription drugs used illegally.

Safety-Sensitive Function. Includes all on-duty functions performed from the time a driver
begins work or is required to be ready to work until he/she is relieved from work and all
responsibility for performing work. It includes driving; waiting to be dispatched; inspecting
and servicing equipment; supervising, performing or assisting in loading and unloading;
repairing or obtaining and waiting for help with a disable vehicle; performing driver
requirements related to accidents; and performing any other work for the District or paid
work for any other entity. (49 CFR 382.107, 395.2).

Substance Abuse Professional (SAP). A person qualified by training education and
experience to counsel and treat individuals with substance abuse problems.

Il. Alcohol Testing Program

A.

Pre-employment Testing. No covered employee may perform a safety-sensitive function
unless he or she has been administered an alcohol concentration test with a result
indicating an alcohol concentration level of less than 0.04. (49 CFR 382.301).

The test may be administered at any time prior to the first time the employee performs
safety-sensitive functions for the District, but shall not be administered to an applicant until
after he/she has been offered a position with the District.

Exceptions may be made for drivers who have had the alcohol test required by law within
the previous six months, provided that the District has been able to make all verifications
required by law. (49 CFR 382.301)

Post-Accident Testing. As soon as practical following an accident, the District shall
perform a test on each surviving covered employee if:

1) The employee was performing a safety-sensitive function with respect to a vehicle
and the accident involved the loss of human life; or,

2) The employee receives a citation under state or local law for a moving traffic
violation arising out of the accident.

The required post-accident alcohol test shall be administered within two (2) hours following
the accident. In the event that a post-accident test has not been administered within eight
(8) hours following the accident, attempts to administer the test shall cease. The DOT
report shall contain an explanation of the events that resulted in the failure to administer
the test.

No driver involved in an accident requiring post-accident testing under this regulation shall
use alcohol for eight (8) hours after the accident, or until he/she undergoes a post-accident
test, whichever occurs first. (49 CFR 382.209)

The District shall provide each covered employee with all information explaining the
procedures and instructions for post-accident testing prior to the time the employee
performs any safety-sensitive function.

Results of breath or blood tests for the use of alcohol conducted by federal, state, or local
officials having independent authority to conduct the tests, shall satisfy the requirements of
this Regulation provided:
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@) Such tests confirm to applicable federal, state, or local requirements; and,
(b) The results of the tests are obtained by the District. (49 CFR 382.303)

Random Testing. Random testing of covered employees shall be conducted at various
times during the year. Random testing shall be unannounced. The selection for random
testing shall be based on a scientifically valid method (i.e. computer-based random number
generator that is matched with employee's social security numbers, payroll identification
numbers or other comparable identifying numbers) which assures that all covered
employees have an equal chance of being tested.

Random testing shall be conducted throughout the twelve-month testing period to assure
that the numbers of drivers randomly selected for alcohol testing equals an annual rate of
not less than twenty-five percent (25 percent) of the total number of average driver
positions for the District. (49 CFR 305)

Random testing shall be conducted on covered employees while they are performing
safety-sensitive functions; immediately before performing a safety-sensitive function or
immediately after he/she has ceased performing a safety-sensitive function.

Reasonable Suspicion Testing. The District shall test covered employees for alcohol
misuse when it has reasonable cause to believe that the employee has violated the rules.
A determination that reasonable suspicion exists to require an alcohol test shall be based
on specific, contemporaneous, distinct observations concerning the appearance, behavior,
speech, or body odors of the covered employee.

Reasonable suspicion exists only if the required observations are made during, just
preceding or just after the period of the work day that the covered employee is performing
a safety-sensitive function.

Observation and determination of reasonable suspicion shall be made by a supervisor
trained in detecting the symptoms of alcohol misuse. The supervisor making the
observation or determination, however, is prohibited from conducting the reasonable
suspicion test on the subject employee.

If an alcohol test is not administered within two hours of a determination of reasonable
suspicion, the District shall prepare and maintain a record explaining why this was not
done. Attempts to conduct alcohol tests shall be discontinued after eight hours.

A supervisor or District official who makes observations leading to an alcohol reasonable
suspicion test shall make a written record of his/her observations within 24 hours of the
observed behavior or before the results of the alcohol test are released, whichever is
earlier. (49 CFR 382.211)

Return-to-Duty Testing. Any employee who has been found to have violated this
Regulation shall not be allowed to return to active duty in the performance of any safety-
sensitive function until the employee has undergone an alcohol test with the result
indicating an alcohol concentration level of less than 0.02.

Follow-Up Testing. Each covered employee identified by a Substance Abuse Professional
(SAP) as needing assistance in resolving problems with alcohol abuse, and who has
returned to duty involving the performance of a safety-sensitive function shall be subject to
unannounced follow-up alcohol tests administered by the District over the first twelve (12)
months following his or her return to duty. The number of follow-up tests shall be
determined by the SAP.

Follow-up testing shall be conducted just before, during or just after the time when the
driver is performing a safety-sensitive function. (49 CFR 382.311)
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Administration of Alcohol Test

A.

Except as hereinafter provided, employee alcohol testing shall b e conducted through the
use of an Evidential Breath-Testing Device (EBTD). The District may use a blood alcohol
test kit under those circumstances permitted by the Department of Transportation (DOT).

Breath-Testing. Employee alcohol testing must be conducted by a trained Breath Alcohol
Technician (BAT).

The employee's immediate supervisor shall be prohibited from administering the breath
test. The BAT must conduct the employee alcohol test using federally approved EBTD that
is able to:

1) Print (by itself or by a separate printer) three (3) copies of each test result;

2) Number each test sequentially, with the numbers visible to both the BAT and the
employee before each test and print it out on the result; and,

3) Provide an "air blank" or test of the ambient air to insure that it reported zero when
no one was breathing into the instrument.

Blood-Alcohol Tests. Blood alcohol testing is authorized only:

1) When the rules require a post-accident or reasonable suspicion test and an EBTD
is not readily available;

2) When the rules require a post-accident or reasonable suspicion test and an EBTD
suitable for confirmation testing is not readily available; or,

3) When the covered employee attempts and fails to provide an adequate amount of
breath.

Testing Site. The testing site for employee alcohol testing shall:
1) Afford aural and visual privacy to the person being tested; and,

2) Be secured while testing is going on, or where the EBTD is present. Secured
mobile units that satisfy the privacy standard may be employed as testing sites.

Federal Alcohol Testing Form. Tests, information, and results shall be recorded on one of
the two types of standard federal testing forms. The forms shall not be changed or
modified.

Record Retention. The District shall maintain records of its Alcohol Misuse Prevention
Program in a secure location with controlled access as follows:

1) Five-year retention requirement: Records of any employee alcohol test results
indicating an alcohol concentration of 0.02 or greater; documentation of refusals to
take required alcohol tests; equipment calibration documentation; and
documentation of employee evaluations and referrals shall be retained by the
District for five (5) years.

2) Two-year retention requirement: Records related to the collection process and
training shall be retained by the District for two (2) years.

3) One-year retention requirement: Records of negative test results shall be retained
by the District for one (1) year.

Annual Report to DOT. Each year the District shall submit to the appropriate office of the
DOT an annual report summarizing the results of its Alcohol Misuse Prevention Program
for the calendar year.
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Policy Information. The District shall provide educational materials explaining the
requirements of these Regulations and the procedures with respect to meeting federal
requirements. Written notice of the availability of this information shall be provided to each
covered employee and employee organizations shall be notified of its availability.

Supervisor Training. Individuals designated by the District to determine whether
reasonable suspicion exists to require an alcohol test shall receive a minimum of sixty (60)
minutes of training on physical, behavioral, speech, and performance indicators of
probable alcohol misuse.

Referral, Evaluation, and Treatment. All Transportation employees of the District shall be
eligible for the Employee Assistance Program provided by the District.  Eligible
transportation employees shall qualify for the program under the same circumstances as
other District employees. The District shall advise covered employees who have engaged
in prohibited conduct of available resources for evaluation and treatment of alcohol
problems, including the names, addresses, and telephone numbers of Substance Abuse
Professionals (SAPs), counseling centers and treatment programs.

V. Controlled Substance Testing Requirements

A.

General. A covered employee shall not report for duty or remain on duty with the District
which requires performance of a safety-sensitive function when the employee uses any
controlled substance.

An employee whose use of a controlled substance is pursuant to the instructions of a
physician who has advised the employee that the substance will not adversely affect his or
her ability to safely operate a commercial vehicle shall not be prohibited from performing
their duties with the District. A covered employee using a controlled substance pursuant to
the instructions of a licensed physician shall notify their supervisor in writing of the
therapeutic drug use and provide a copy of their physician's statement prior to pursuing
any safety-sensitive function duties for the District.

Pre-Employment Drug Testing. No covered employee shall begin performance of safety-
sensitive functions with the District until he/she has received from a medical review officer
a controlled substance test result verified as negative.

The test may be administered any time prior to the first time the employee performs safety-
sensitive functions for the District. The District has the option of conducting this test during
the hiring process or before the employee begins performing the safety-sensitive functions.

Post-Accident Testing. As soon as practical following an accident, the District shall test
each surviving covered employee for controlled substances if:

1) The employee was performing a safety-sensitive function with respect to the
vehicle and the accident involved the loss of human life; or,

2) The employee receives a citation under state or local law for a moving traffic
violation arising out of the accident.

In the event the controlled substance test is not performed within thirty-two (32) hours
following the accident, the District must discontinue efforts to administer the test and
prepare and maintain on file a record stating the reasons that the test was not promptly
administered.

The District shall provide all covered employees with all necessary post-accident
information, procedures and instructions, prior to the covered employee performing a
safety-sensitive function.

The results of a test for the use of controlled substances conducted by a federal, state, or
local official having independent authority to conduct the test shall satisfy the requirements
of this regulation if:

1) The test conforms to applicable federal, state, or local requirements; and,
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2) The results of the test are obtained by the employer.

Random Drug Testing. The District shall randomly select covered employees at various
times for unannounced controlled substance testing. Selection for random testing shall be
through a scientifically valid method (i.e. computer-based random number generator that is
matched with employee's social security numbers, payroll identification numbers or other
comparable identifying numbers.) Covered employees must have an equal chance of
being tested under the random selection process.

Testing dates shall be spread reasonably throughout the year.

The number of covered employees randomly selected for testing shall be equal to an
annual rate of not less than fifty (50) percent of the average number of driver positions.

Reasonable Suspicion Testing. The District shall test covered employees for controlled
substances when the District has reasonable suspicion that the employee has violated the
controlled substance prohibition. The determination that reasonable suspicion exists to
require a controlled substance test shall be based upon specific, contemporaneous,
articulable observations concerning the appearance, behavior, speech, or body odors of
the covered employee. The observations may include indications of chronic and
withdrawal affects of controlled substances. Reasonable suspicion testing is authorized
only if the required observations are made by trained supervisor or municipal official
during, just preceding or just after the period of the work day that the covered employee is
performing a safety-sensitive function. The supervisor or official who makes the
determination, is generally prohibited from conducting the reasonable suspicion test on that
employee.

A written record of the observations leading to a controlled substance reasonable suspicion
test shall be made and signed by the supervisor or municipal who made the observations.
This record must be made within twenty-four (24) hours of the observed behavior or before
the results of the controlled substance test are released, whichever is earlier. (49 CFR
382.211)

Return-to-Duty Testing. Before a covered employee who has tested positive for controlled
substances shall be allowed to return to duty, that employee shall undergo a controlled
substance test with the result indicating a verified negative result for controlled substance
use.

Follow-Up Testing. Each covered employee identified by an SAP as needing assistance in
resolving problems with controlled substances, and who has returned to duty involving the
performance of a safety-sensitive function, is subject to unannounced, follow-up controlled
substance tests administered by the District over the first twelve (12) months following
his/her return to duty. The number of follow-up tests will be determined by the SAP.

Record Retention. All records relating to the District's Controlled Substance Program shall
be maintained in a secure location with controlled access as follows:

1) Five-year retention requirements: Records of covered employee verified positive
controlled substance test results, documentation of refusals to take a required
controlled substance test, covered employee evaluations and results shall be
maintained by the District for five (5) years.

2) Two-year retention requirements: All records related to controlled substance
collection and training shall be maintained by the District for two (2) years.

3) One-year retention requirement: All records of negative and canceled controlled
substance test results shall be maintained by the District for one (1) year.

Reporting. The District shall submit to the Federal Highway Administration an annual
report summarizing the results of its Controlled Substance Program for each calendar year.
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Controlled Substance Misuse Information, Training, and Referral. The District shall provide
educational materials that explain the requirements of the new Rules and the District's
Policies and Procedures with respect to meeting these requirements. The District shall
provide to each covered employee and to representatives of employee organizations
written notice regarding the availability of this information.

Training. The District shall insure that individuals designated to determine whether
reasonable suspicion exists to require a controlled substance test receive a minimum of
sixty (60) minutes of training on the physical, behavioral, speech, and performance
indicators of probable use of controlled substances.

Referral. The District shall provide an opportunity for treatment to all covered employees.
The District shall advise a covered employee, who has engaged in prohibited conduct, of
available resources for evaluation and treatment of controlled substances, including the
names, addresses, and telephone numbers of SAPS and counseling and treatment
programs.

Substance Abuse Professionals (SAPs). Each covered employee who violates the rules
shall be evaluated by an SAP.

Prior to returning to duty each covered employee identified as needing assistance shall:

1) Be evaluated again by an SAP to determine whether the employee has
successfully complied with the rehabilitation program prescribed following the initial
evaluation;

2) Undergo a controlled substance test with a negative result; and,

3) Undergo a minimum of six (6) unannounced follow-up controlled substance tests
over the succeeding twelve (12) months. Compliance with the prescribed
treatment is a precondition of reemployment. The final determination whether to
return an employee to his/her position shall be at the discretion of the District.

The required evaluation and rehabilitation may be provided by the District, by an SAP
under contract with the District or by an SAP non-affiliated with the District. All costs for
the SAP not employed or under contract with the District shall be paid by the employee.

V. Enforcement

A.

Enforcement. A driver who violates District prohibitions related to drugs and alcohol shall
receive from the District the names, address, and telephone numbers of substance abuse
professional and counseling and treatment programs available to evaluate and resolve
drug and alcohol problems. The employee shall be evaluated by the substance abuse
professional who shall determine what help, if any, the driver needs in resolving such a
problem. Any substance abuse professional who determines that a driver needs
assistance shall not refer the driver to a private practice, person or organization in which
he/she has a financial interest, except under the circumstances allowed by law. (49 CFR
382.605)

Refusal to Take Tests. Any covered employee who refuses to be tested under these
Regulations shall not be permitted to operate a vehicle or to maintain a vehicle for the
District, and may be suspended with or without pay and shall be subject to discipline up to
and including termination, and/or may be required to successfully complete an EAP.

Disciplinary Action. Any covered employee who is determined to have violated this

regulation shall be subject to disciplinary action by the District, including suspension with or
without pay, and termination.
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VL. Miscellaneous

A. Effective Date. This Regulation shall become effective on January 1, 1995.

Adopted 7/1/95
Revised 7/10/00
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KNOWI

EXHIBIT 38
Laramie County School District Number One
Cheyenne, Wyoming
REASONABLE CAUSE IMPAIRMENT INVENTORY

NG THE SIGNS

The indicators listed below are “warning signs” of drug and/or alcohol abuse and may be observed by
supervisors:

Moods:

Depressed

Anxious

Irritable

Suspicious

Complains about others

Emotional unsteadiness (e.g., outbursts of crying)
Mood changes after lunch or break

Actions:

Withdrawn or improperly talkative

Spends excessive amount of time on the telephone
Argumentative

Has exaggerated sense of self-importance

Displays violent behavior

Avoids talking with supervisor regarding work issues

Absenteeism:

Acceleration of absenteeism and tardiness, especially Mondays, Friday, before and after holidays
Frequent unreported absences, later explained as “emergencies”
Unusually high incidence of colds, flu, upset stomach, headaches

e Frequent use of unscheduled vacation time
e Leaving work area more than necessary (e.g., frequent trips to water fountain and bathroom)
e Unexplained disappearance from the job with difficulty in locating employee
e Requesting to leave work early for various reasons
Accidents:

Taking of needless risks
Disregard for safety of others
Higher than average accident rate on and off the job

Work Patterns:

Inconsistent in quality of work

High and low periods of productivity

Poor judgment/more mistakes than usual and general carelessness
Lapses in concentration

Difficulty in remembering own mistakes

Using more time to complete work/missing deadlines

Increased difficulty in handling complex situations

Relationship to Others on the Job:

Overreaction to real or imagined criticism (paranoid)

Avoiding and withdrawing from peers

Complaints from co-workers

Borrowing money from fellow employees

Persistent job transfer requests

Complaints of problems at home such as separation, divorce and child discipline problems
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OBSERVING AND DOCUMENTING CURRENT INDICATORS

Patters of any of the above conduct or combinations of conduct may occur but must be accompanied by
indicators of impairment in order to establish “reasonable cause.” Please check all indicators listed below
that are currently present:

____ Constricted pupils ____ Drowsiness

__ Dilated pupils __Odor of alcohol
____Scratching _____Nasal secretion
____Red or watering eyes ____ Dizziness
____Involuntary eye movements ___ Muscular incoordination
____ Sniffles ____Unconsciousness
____Excessively active ____Inability to verbalize
____Nausea or vomiting ____lrritable

___ Flushed skin ____Argumentative

__ Sweating __ Difficulty concentrating
__Yawning __ Slurred speech

__ Twitching ___Bizarre behavior
__Violent behavior __Needle marks

____Possession of paraphernalia (such as syringe, bent spoon, metal bottle cap, medicine dropper,
glassine bag, paint can, glue tube, nitrite bulb, or aerosol can)

___ Possession of substance that appears to possibly be a drug or alcohol

____ Other

DETERMINING REASONABLE CAUSE

If you are able to document one or more of the indicators above, ask yourself these questions to establish
reasonable cause:

Y N
[ 1 [ ] Has some form of impairment been shown in the employee’s appearance, actions or work
performance?

[ 1 [ ] Does this impairment result from the possible use of drugs or alcohol?

[ T [ ] Arethe facts reliable? Did you witness the situation personally, or are you sure that the
witness(es) are reliable and have provided firsthand information?

[ 1 [ 1 Arethe facts capable of documentation?

[ 1 [ ] Istheimpairment current, today, now?

Do NOT proceed with reasonable cause testing unless all the above questions are answered with a YES.
TAKING ACTION

Reasonable cause established
Reasonable cause NOT established

Prepared by:

Supervisor’s Signature

Adopted 4/8/91
Revised 7/19/06
Revised 6/16/08
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EXHIBIT 39

Laramie County School District Number One
Cheyenne, Wyoming

QUALIFIED SERVICE ORGANIZATION AGREEMENT

TO WHOM IT MAY CONCERN:

(Counseling Service Provider) (“the Provider”) and Laramie County School District Number One, 2810
House Avenue, Cheyenne, Wyoming 82001 (“the District”) hereby enter into a qualified service
organization agreement, whereby the Provider agrees to supply mental health services that address
drug/alcohol problems, with the understanding that Laramie County School District Number One, 2810
House Avenue, Cheyenne, Wyoming 82001 will contribute an amount not to exceed $500 for counseling.
Any expense incurred beyond $500 is the responsibility of the employee.

In cases where the employee voluntarily refers himself/herself, the District shall not be entitled to
information regarding the identity of the employee or any other information about the employee. However,
the Provider agrees to notify the District as to the number of employees who have referred themselves and
the charges for each self-referral, in addition to any other allowed disclosures expressly provided for in the
federal confidentiality regulations at 42 C.F.R. Part 2.

Furthermore, the Provider:

(D) Acknowledges that in receiving, storing, processing, or otherwise dealing with any
information from the District about either voluntarily referred or self-referred employees of
the District, it is fully bound by the provisions of the federal regulations governing
Confidentiality of Alcohol and Drug Abuse Patient Records, 42 C.F.R., Part 2; and

(2) Agrees to resist in judicial proceedings any effort to obtain access to information pertaining
to patients otherwise than as expressly provided for in the federal confidentiality
regulations, 42 C.F.R., Part 2.

Executed this day of , 20

President District Superintendent or Designee
(Counseling Service Provider)
(Address)

Adopted 4/8/91
Revised 7/1/92
Revised 6/16/08
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EXHIBIT 40

Laramie County School District Number One
Cheyenne, Wyoming

CONSENT FOR THE RELEASE OF CONFIDENTIAL INFORMATION

, authorize

(Name of Patient)

(Name of general designation of program making disclosures)

to disclose to

(Name of person or organization to which disclosure is to be made)
the following information:

(Nature of the information, as limited as possible)

The purpose of the disclosure authorized herein is to:

(Purpose of disclosure, as specific as possible)

| understand that my records are protected under the federal regulations governing Confidentiality
of Alcohol and Drug Abuse Patient Records, 42 CFR, Part 2, and cannot be disclosed without my written
consent unless otherwise provided for in the regulations. | also understand that | may revoke this consent
at any time except to the extent that action has been taken in reliance on it, and that in any event this

consent expires automatically as follows:

(Specification of the date, event, or condition upon which this consent expires)

Dated:

Signature of Participant

Adopted 7/1/92
Revised 6/16/08
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Section 25. PERSONAL SECURITY AND SAFETY OF STAFF. The following procedures
shall be followed in instances of assault, harassment, knowingly false allegations of child abuse, or alleged
criminal offense by a student, parent/guardian directed toward a teacher or school employee.

1. The teacher or employee shall file a written complaint with the school principal/
immediate supervisor, and the Superintendent’s office.

2. If the student is the offending party, the appropriate suspension/expulsion policy
shall be initiated.

3. The Superintendent or designee shall report the incident to the District attorney or
appropriate local law enforcement agency or officer who shall then investigate the
incident to determine the appropriateness of filing criminal charges or initiating

delinquency proceedings.

Adopted 7/1/95
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Section 26. VIOLENCE IN THE WORKPLACE. The District recognizes the need for a school and
work environment free from violence for all employees, patrons, and visitors. Violence in the workplace will
not be tolerated. The District and the Board of Trustees are committed to maintain an environment free
from all forms of violence, including but not limited to, verbal or physical threats, assaults, or other acts of
intimidation, or abusive language. Employees shall report all threats or violent actions to their immediate
supervisor, except where the threat or act of violence is committed by their immediate supervisor, in which
case the occurrence shall be reported to the District’s Assistant Superintendent of Human Resources.

Confirmed acts of violence could result in disciplinary and/or legal action.

Adopted 7/13/98
Revised 7/10/00
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Section 27. EMPLOYEE IDENTIFICATION. School safety is paramount to the Board of Trustees.
All employees shall wear District or school identification badges while at work. Employees of the District
visiting a school are to advise the school office by checking in and wearing appropriate employee
identification when they are on District-owned property. Any violation of this policy shall be reported at

once to the building administrator.

Adopted 7/18/07
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Section 28. BREASTFEEDING POLICY. Employees who are nursing are provided with
reasonable unpaid break time to express breast milk after the birth of a child as long as providing such
break time does not unduly disrupt operations. Laramie County School District Number One will make
reasonable efforts to provide a private location. Employees will not be retaliated against for exercising their

rights under this policy.

Adopted 6/20/11
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Section 29 - LCSD1 AED BOARD POLICY

Laramie County School District One has installed automated external defibrillators (AED) in all
district school buildings to assist those on school property requiring immediate medical intervention related
to cardiac episodes. An AED is used to treat victims in the first critical moments after sudden cardiac

arrest. It is only to be applied to victims who are unconscious, without a pulse and not breathing.

The Board of Education (the “Board”) delegates to the Superintendent of Schools (“the
Superintendent”) the responsibility to adopt administrative procedures to ensure ready and appropriate
access to AED equipment during emergencies.

Wyoming Good Samaritan Law (Statute 1-1-120)

Employees that volunteer to be the trained designated responders will be held to the standards of

the Good Samaritan Act, which states:

Persons rendering emergency assistance exempt from civil liability.

(a) Any person licensed as a physician and surgeon under the laws of the state of Wyoming,
or any other person, who in good faith renders emergency care or assistance without
compensation at the place of an emergency or accident, is not liable for any civil damages for
acts or omissions in good faith.

Limited Liability for Use of AEDs (Wyoming Statute 35-26-103)

(@) Any person who uses or attempts to use an automated external defibrillator device on a
victim of a perceived medical emergency, any prescribing physician who authorizes the
purchase of the AED and any individual who provides training in cardiopulmonary resuscitation
(CPR) in the use of an AED shall be immune from civil liability for any harm resulting from the
use of attempted use of such device, unless the harm involved was caused by willful or
criminal misconduct, gross negligence, reckless misconduct or a conscious, flagrant
indifference to the safety of the victim who was harmed.

(b) Any person responsible for the site where the AED is located shall be immune from civil
liability for any personal injury that results from any act or omission of acts that do not amount
to willful or wanton misconduct or gross negligence if that person complies with the
requirements of W.S. 35-26-102.

(c) Any clinical use of the AED shall be reported to the licensed physician.

Adopted 7/1/13
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ADMINISTRATIVE REGULATIONS FOR CHAPTER VI, SECTION 29, AUTOMATED EXTERNAL
DEFIBRILLATORS (AED’S)

Automated External Defibrillators (AEDs) have been instrumental in saving lives for decades, and their
success at public schools is no exception. To set up a worksite AED program, the following will be primary
considerations: physician oversight; training of staff; compliance with local, state, and federal regulations;
coordination with local emergency management services (EMS); a quality assurance program; and, a
periodic review. LCSD1 administration and staff will enforce these rules and this regulation in accordance
with Board Policy.

1.

The District will enter into a collaborative agreement with a licensed physician who has knowledge
and experience in the delivery of emergency cardiac care. The collaborative agreement shall
include a written agreement and written practice protocols, policies, and procedures addressing the
possession and operation of the AED equipment.

AED equipment will be located in accessible areas of each school building and district facility.
Stationary units are enclosed in an alarmed cabinet for security purposes. Staff must be
knowledgeable relative to the location(s) of the AEDs in district buildings.

AED equipment will be maintained and tested according to applicable standards of the
manufacturer and any appropriate government agency.

AEDs will be operated by persons who have successfully completed a training course in the
operation of an AED, as approved by a nationally recognized organization, such as the American
Heart Association; are currently certified in Cardiopulmonary Resuscitation (CPR); and, maintain
currency through refresher training every two years.

The District will notify their Regional Emergency Medical Services System of the existence, location
and type of any AED it possesses.

Every use of an AED on a person will be immediately reported to the appropriate local emergency
medical services system and/or emergency communications center and promptly reported to the
licensed physician or emergency health care provider.

Once each calendar year, a readiness review will be conducted. The review shall include an
analysis of the training records, equipment operation, and maintenance records. A monthly check
of the AED battery life will be conducted by the administratively designated person in each district
building.

Whenever the District’s instructional school facilities are used for school-sponsored or school-
approved curricular or extracurricular events or activities, the school officials and administrators
responsible for such school facility will provide complete access to AED equipment.

Whenever a school-sponsored competitive athletic contest is held at any location, the school
officials and administrators responsible for such athletic contest will provide that AED equipment is
provided on-site at such event and there is complete access to AED equipment by trained
personnel.

Adopted 7/1/13
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CHAPTER VII
INSTRUCTION

Section 1. INSTRUCTIONAL PRIORITIES. The overall instructional program of Laramie
County School District Number One shall emphasize continuous educational growth. District instructional
programs shall be designed to meet the needs, abilities, and interests of students. Community service
may be utilized as an appropriate instructional strategy within the context of an approved curriculum. In
accordance with state law, the Board adopts a standards-based educational program. It is the intent of
the Board that the District’'s program of instruction and assessments be aligned with the content
standards. The curriculum shall provide a program of instruction based on and designed to enable
students to meet or exceed state and District content and performance standards at levels determined by
the District.

As students progress through the instructional program, priority shall be given to and emphasis
placed on the demonstration of proficiency in all common core of knowledge and skills areas.

Effective instruction is established when school results are achieved which meet the goals
identified for each school population.

The Board of Trustees directs that there be continual evaluation of instructional programs and
may request periodic reports.

SCHOOL IMPROVEMENT

School improvement is a systematic process involving the school community with the purpose
of improving individual student performance. Each school is to form a school improvement team as
defined by AdvancED. The school improvement plan should be in the AdvancED format as well as meet
the guidelines established for state accreditation. Each school shall analyze student performance data
yearly, revise their plan as needed, and submit the school improvement plan on a yearly basis upon a
date established by the Assistant Superintendent of Instruction. Other timelines for submissions or
revisions may be designated as needed.

Laramie County School District Number One will develop a District improvement plan based on
the criteria established for individual schools as specified above.
Adopted 6/11/84
Revised 4/13/98, 7/13/98, 6/28/99
Revised 7/10/00, 7/2/01, 7/1/02, 6/7/10
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Section 2. OFFICIAL SCHOOL YEAR CALENDAR AND SCHOOL YEAR. In conformance
with Wyoming State Statute, Laramie County School District Number One schools shall be in operation
for at least one hundred eighty days. Classes shall be conducted for a minimum of one hundred seventy-
five days with the majority of teachers and students in attendance. Additional days may be necessary in
order to make up days to meet Wyoming Department of Education minimums.

DEVELOPMENT OF SCHOOL YEAR CALENDAR
A school calendar committee shall be formed each year to prepare calendar recommendations

for the Superintendent. The calendar committee shall consist of the following:

Assistant Superintendent of Instruction as chairperson.
e Three persons appointed by the chairperson.
e One person appointed by the Specialists in Education Association (SIEA).
e Five classroom teachers appointed by the Cheyenne Teachers Education
Association (CTEA).

The calendar shall separate the school year into two sections or semesters and may reflect a
summer school. It shall include registration days, in-service and planning days, parent conferences,
dates for graduation ceremonies, holidays, and the first and last days of each semester. In the event that
New Year's Day, Independence Day, or Christmas Day fall on a Sunday, these holidays shall be
observed on the Monday following. Other days of significance to the school year may be added to the
school calendar.

After reviewing the report of the school calendar committee, the Superintendent shall submit the
proposed school year calendar with his recommendations to the Board prior to March 15.

The school year calendar shall be official upon approval of the Board.

SCHOOL YEAR
The minimum hours of the 175 day school year for all District schools shall be:
1. Kindergarten - A minimum of 450 hours.
2. Elementary - Grades one through six -- A minimum of 900 hours.

3. Middle School/Junior High - A minimum of 1,050 hours.
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4, Secondary/High School - A minimum of 1,100 hours.

Saturdays and Sundays may not be used as days taught unless permission has been granted
by the State Superintendent of Public Instruction. Such permission may be granted to make-up days
when school is dismissed because of emergency situations beyond control of the school authorities,
provided no religious minority is disadvantaged thereby.

With the exception of emergency closings and days specified in the calendar for school

closings, regular school shall not be dismissed, except by order of the Board.

Legal Reference — W.S. S 21-13-307

Cross Reference - Chapter V, Section 2, Emergency Closings.

Adopted 6/11/84
Revised 8/13/90 & 7/8/91
Revised 7/1/94, 7/1/95, 7/19/06/ 6/7/10
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Section 3. ORGANIZATION OF INSTRUCTION. The Board of Trustees is responsible for the
public education of all District students in kindergarten through grade twelve.

The grouping and housing of instructional levels in school facilities throughout the District as
well as the administration of the instructional program shall be according to plans developed by the
Superintendent’s staff as approved by the Board.

All grade levels shall be administered through the office of the Assistant Superintendent of
Instruction.

Exhibit 41 shows a more detailed description of the organization of instructional programs in

District school facilities.

Adopted 6/11/84
Revised 6/7/10
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EXHIBIT 41

Division of Instruction

Laramie County School District Number One

Cheyenne, Wyoming
SCHOOLS
Senior High Schoaols:

Central High School

East High School

South High School

Triumph High School (alternative school)

Junior High Schools:

Carey Junior High School
Johnson Junior High School
McCormick Junior High School

Elementary Schools:

Afflerbach
Alta Vista
Anderson
Arp

Baggs

Bain

Buffalo Ridge
Cole

Davis
Deming-Miller
Dildine
Freedom
Goins
Hebard
Henderson
Hobbs
Jessup
Lebhart-Fairview
Pioneer Park
Rossman
Saddle Ridge
Sunrise

Rural Schools:
Clawson
Gilchrist
Willadsen

Adopted 6/11/84
Revised 7/1/95, 6/20/05, 7/18/07, 6/7/10, 5/7/12, 7/1/13

GRADES

9-12
9-12
9-12
7-12*

7-8
7-8
7-8

K-6
K-6
K-6

K-6
K-6

K-6
K-6

K-6
K-6
K-6

K-6
K-6

K-6
K-6
K-6

K-6
K-6
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Section 4. STANDARDS/CURRICULUM DEVELOPMENT. The standards/curriculum for the
District shall be the regular courses of study or learning activities approved by the Board of Trustees and
administered through the office of the Assistant Superintendent of Instruction.

The Board of Trustees retains full authority to adopt curriculum in the District as it is
recommended via the curriculum adoption process. The Board is receptive to the input and expression of
concerns by parents, educators, students, and patrons related to curriculum. The Board further
encourages parent, student, and patron participation on curriculum development committees.

The Board of Trustees believes that the coordination and continuity of standards/curriculum
planning is a vital part of the educative program for the District and shall continue to promote innovative

programs within the confines of fiscal responsibility.

Adopted 6/11/84

Revised 8/12/85 & 7/13/98
Revised 6/28/99

Revised 7/2/01

Revised 7/19/06

Revised 7/14/14
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ADMINISTRATIVE REGULATION FOR CHAPTER VII, SECTION 4, STANDARDS/CURRICULUM
DEVELOPMENT -- PROCEDURES FOR OPERATION OF STANDARDS/CURRICULUM ADVISORY

COUNCIL

The District Standards/Curriculum Advisory Council shall operate under the following procedures:

1.

Membership: The Council shall consist of the following:

) Superintendent or designee

. One elementary and one secondary principal selected by the Superintendent or
designee

. Three representatives from each elementary triad selected by the Cheyenne

Teachers Education Association

. Two representatives from each secondary school selected by the Cheyenne
Teachers Education Association

. One or more parents selected by the District Parent Advisory Committee

In making such selection, primary and intermediate level and each secondary subject
area, when possible, shall be represented. A first-year teacher shall not be selected.
The members of the Council shall serve three (3) year terms with terms of one-third (1/3)
of the members expiring each year. If a Council meeting is scheduled during school
hours, the District shall pay for substitutes for Council members.

Officers: The officers of the Council shall consist of a chairman and two (2) vice
chairmen who are elected for a term of one (1) year and may be re-elected. The
chairman shall be elected by the members of the Council and shall have served at least
one (1) year on the executive committee. One (1) vice chairman shall be elected by the
elementary teacher representatives and one (1) vice chairman shall be elected by the
secondary teacher representatives.

Executive Committee: The Council shall have an executive committee. It shall consist of
the chairman, two (2) vice chairmen and six (6) members elected by the Council. Three
(3) of these six (6) members shall be elected from the representatives of the secondary
teachers. Said (6) members shall serve for a term of two (2) years with the term of one-
half of them expiring each year.

The executive committee shall have active charge of the affairs of the Council, with
power to represent and act for the Council between meetings of that body and shall be
charged with the responsibility of recommending Council policies and procedures to the
Council for its approval and execution.

Consultation: The Council chairman, with the consent of the executive committee, may

authorize such advisory and consultative assistance from laymen, parents, students, and
staff members outside of the membership of the Council as it is deemed necessary.
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5. Standards, Curriculum, and Course Review Flow Chart: The Standards, Curriculum, and
course review flow chart shall be as follows:

A. Informal Proposal Phase

B. Formal Proposal Phase

Idea
y

School, Department, School Administrator,
School Personnel, Coordinator, etc.

J

Curriculum Committee

J
(Curriculum Coordinator & Team®*)

J
Standards/Curriculum Advisory Council

i

Assistant Superintendent

\

Senior Leadership Team

(*The team shall include teacher representation from the Council, to be selected by the

Chairman of the Council. The team shall include up to three parent representatives.)

6. Proposals for Curriculum Related Projects: Teachers, principals, and special personnel
shall be encouraged to submit proposals for improvement and changes in curriculum to
the Council. Such proposals shall be in writing and shall include:

a. A review of relevant available literature determining if the project has been tried
before, and if so, whether it failed or succeeded.

b. A purpose or reason for wanting to try the project.
C. A statement of objectives.
d. A description of the project and estimated cost.
e. A plan for the evaluation of the project.
7. Budget: The District budget shall include an amount specified in the negotiated

agreement between the Cheyenne Teachers Education Association and the Board which
is set aside exclusively for the operation of the Standards/Curriculum Advisory Council.
Any other funds which may be approved for appropriation through the Council shall be
disbursed through procedures adopted by the Council.

Adopted 6/11/84
Revised 7/13/98
Revised 6/28/99
Revised 7/2/01
Revised 6/7/10
Revised 5/7/12
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Section 5. INSTRUCTIONAL MATERIALS SELECTION. Instructional materials are selected
by the District to implement, enrich, and support the educational program developed to carry out the
District's goals and objectives and to support the delivery of the District curriculum.

Sound judgment and tested principles shall be used in the selection of materials of the highest
quality relevance, and alignment to the curriculum.

The right of parents or guardians to supervise or restrict the materials which their children use
shall be protected. The application of this right by any resident parent of the District shall not violate the
historical principle of academic freedom or allow one individual's personal taste or preference to be
imposed on the other members of a class, school, or service center.

The professional expertise of teachers, principals, librarians, and coordinators shall be
considered in the selection and use of instructional materials. Students, parents, and other community
members shall be consulted in the selection of instructional materials through the curriculum committee
process. Community and parent input into the process shall be through a 45 day review.

Selection of materials shall generally take into consideration the following:

1. Materials shall support and be consistent with general educational goals of the
District and objectives of curricular content areas.

2. Materials shall be appropriate for the subject area and for the age, emotional
development, ability level, and social development of the students for whom the
materials are selected.

3. Encouragement of growth in knowledge, literacy, aesthetic appreciation, and
ethical standards;

4. A balanced presentation of the varied ideas and beliefs of religious, social,
political, historical, and ethnic groups as well as their contributions to American and
world cultural heritage, thereby assisting students in developing intellectual

integrity in forming judgments;

5. Educational management and application;
6. Validity, timeliness, or timelessness;
7. Value commensurate with cost and/or need.
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Textbooks and other instructional materials shall be adopted through procedures stated in
Administrative Regulation following this policy.

Any new instructional materials to be considered for Districtwide adoption as well as
instructional materials which will be used in connection with any program or project designed to explore or
develop new or improved teaching methods or techniques, shall be available for inspection by parents or
guardians of children to be involved.

Print and nonprint materials for media centers shall be coordinated by the building library/media
specialists or principal with teacher and curriculum coordinator input. Responsibilities for actual selection
shall rest with curriculum committee members and other professional staff. In selecting materials, existing
collections will be evaluated, curricular needs will be assessed, and professional resources may be
consulted.

The Board of Trustees supports principles of intellectual freedom inherent in the First
Amendment of the Constitution of the United States and expressed in the Library Bill of Rights of the
American Library Association. Purchase of other instructional materials as well as use of free materials
by individual teachers, principals, or librarians shall follow the considerations presented in policy. School
budgets for the purchase of instructional materials will be monitored for comparability and need through
the office of the Assistant Superintendent of Instruction.

After final approval of curriculum by the Board of Trustees, the respective curriculum committee

will recommend appropriate instructional materials to be ordered through the Division of Instruction.

Adopted 6/11/84
Revised 7/28/86, 7/1/95, 5/7/12
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ADMINISTRATIVE REGULATION FOR CHAPTER VII, SECTION 5, INSTRUCTIONAL MATERIALS
SELECTION -- PROCEDURES FOR ADOPTION OF INSTRUCTIONAL MATERIALS

The procedures for use in the adoption of instructional materials shall include the following:

1. Instructional materials are defined as those texts and supplemental materials used within
the District in the teaching of all subject areas.

2. Adoptions of textbooks or other District instructional materials shall be supervised by the
coordinator who is responsible for that area of curriculum.

3. The subject area coordinator shall chair a representative committee which will be
responsible for assessing and evaluating material(s) having the greatest potential for
instructional use.

4. Recommendations for instructional materials may be submitted to coordinators by
schools, teachers, other personnel, and parents or community members involved in the
review process.

5. The review/adoption committee will analyze recommendations from the written book
reviews and select appropriate materials.

6. Instructional materials recommended for adoption are then to be submitted to the
Curriculum Advisory Council as an informational item.

7. Following presentation to the Curriculum Advisory Council, the recommended materials
will be submitted to the Superintendent’s staff for their review.

8. After final adoption of approved instructional curriculum by the Board, the Division of
Instruction will order materials in accordance with the need of each school.

The procedures for use in the implementation of new or changing technology shall include the following:
TECHNOLOGYADOPTION/CHANGE PROCESS

The Laramie County School District Number One Technology Adoption/Change Process is established to
clearly communicate how to add or change technology within the District. Technology includes hardware,
software, and online services. This process must be followed for all online services, hardware, and
software that utilize the District Network and is intended for multiple users.

The Technology Adoption/Change Process will determine if the proposed technology change is
compatible with current District initiatives and technology. It will also determine the level of District
technology support. Any technology changes discovered which did not complete the technology change
process may be subject to removal from the network if it is determined that they are detrimental to the
reliability and availability of District technology services.

The Director of Technology or designee shall have the authority to deny access to the District network for
any technology that is in violation of related regulations and policies.

Technology Adoption/Change Process:

1. School, Department, other LCSD1 entity (referred to as proposer) submits Technology Proposal

Form, signed by their supervisor, to the Director of Technology.
e Proposer must be available to provide additional information and clarification as needed.

2. The Director of Technology will route the form to the appropriate District Division/Department for
approval.

3. A Technology Proposal Evaluator will be assigned to oversee the technical evaluation process for
the proposal.
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4. Director of Technology and/or Proposal Evaluator will provide the result of the technical
evaluation.
e If approved then DOT and proposer will determine the details of implementation.
e If not approved then DOT will provide rationale.
1. When possible, DOT will provide modifications needed for potential approval.
e If consensus cannot be reached, then the Director of technology will make the final
decision.
5. Implementation Plan will be documented, executed, and evaluated.

Adopted 6/11/84
Revised 7/1/95
Revised 7/19/06
Revised 7/18/07
Revised 6/16/08
Revised 5/7/12
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Section 6. TEACHING ABOUT RELIGION. Religious education is the responsibility of the
home and church. Within District schools it shall remain the free choice of the individual, subject to the
prohibition in the Wyoming State Constitution against imparting, exacting, or applying sectarian
instruction, qualifications, or tests.

Religion influences many areas of education such as literature and history. Religion's role in
civilization can and should be properly taught.

The District and its employees shall not advocate openly, covertly, or by subtlety a particular

religion or religious belief.

Legal Reference - Wyoming State Constitution, Article 7, 12.

Adopted 6/11/84
Revised 7/19/06
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Section 7. BASIC INSTRUCTIONAL PROGRAM. The basic instructional program for District
elementary and secondary schools is specified in Exhibit 42.

In accordance with state statutes, all students shall be required to receive instruction in the
essentials of the United States Constitution and the Constitution of the State of Wyoming, including the
study of American institutions and ideals for at least three years in the elementary grades and for one
year in the secondary schools.

As further required by statute, the District shall maintain a course of study adequate to prepare
District students for admission to the University of Wyoming and the various community colleges of the
state.

The District instructional program shall adhere to standards relative to educational programs

regulated by the Wyoming State Board of Education.

Legal Reference — W.S. §21-3-110, 21-9-101, 21-9-102

Adopted 6/11/84
Revised 6/16/08
Revised 5/7/12
Revised 7//1/3
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EXHIBIT 42

Laramie County School District Number One
Cheyenne, Wyoming

INSTRUCTIONAL PROGRAM

l. Elementary Schools

The program in Grades K-6 shall provide instruction in:

Language Arts Physical Education

Social Studies Health & Safety
Mathematics Applied Technology
Science Foreign Culture

Fine Arts & Performing Arts Including Language

1. Junior High Schools

The program for junior high schools (Grades 7-8) of the District shall provide instruction in the
following areas:

Language Arts Health & Safety

Social Studies Humanities

Mathematics Career Options

Science Applied Technology

Fine Arts & Performing Arts Foreign Cultures

Physical Education Including Language

1. Senior High Schools

The program in the senior high schools (Grades 9-12) of the District shall provide instruction in
the following areas:

Language Arts Humanities

Social Studies Career Options/
Mathematics Vocational Education
Science Foreign Cultures

Fine Arts & Performing Arts Including Language
Physical Education Applied Technology

Health & Safety

Embedded within the instructional program of the District are expectations that students will develop the
following skills:

Problem solving

Interpersonal communications

Keyboarding and computer applications

Critical thinking

Creativity

Life skills, including cardiopulmonary resuscitation (CPR) training in secondary level.

NOTE: Precise course offerings in each instructional area in the junior and senior high schools are
listed, complete with description, in the registration bulletins of the respective schools.

Adopted 6/11/84
Revised 7/1/95, 6/28/99, 6/7/10, 5/7/12

271



Section 8. SPECIAL INSTRUCTIONAL PROGRAMS FOR STUDENTS WITH DISABILITIES.

In compliance with rules and regulations published by the Department of Education of the United
States government and the Wyoming Department of Education. The Laramie County School District
Number One shall make a free appropriate public education available to all school age children residing
within its jurisdiction including children who have been suspended or expelled from school. The District
shall take steps to ensure that children with disabilities have available to them the variety of educational
programs and services available to non-disabled children.

The District shall ensure a full and individual initial evaluation will be conducted before the initial
provision of special education and related services to a child with a disability. A re-evaluation of each
child with a disability will be conducted in accordance with federal and state rules and regulations.

Based on identified student needs students with disabilities are educated either within or outside
of the District with students who are nondisabled to the maximum extent appropriate. Special classes,
separate schooling, or other removal of students with disabilities from the regular educational
environment occurs only if the nature or severity of the disability is such that education in regular classes
with the use of supplementary aids and services cannot be achieved satisfactorily.

Guidelines for providing these special services can be found in 34 C.F.R. Parts 300 and 303
“Assistance to States for the Education of Children with Disabilities” and "Wyoming Rules Governing
Services for Children with Disabilities" in the office of the Director of Special Services and in each
individual school building in the District.

These programs and services shall be implemented, coordinated, and administered under the
supervision of the Director of Special Services in the Division of Instruction. Furthermore, these programs
shall be provided at no cost to parents with the exception of normal student fees.

PARENT TRAVEL FOR DISTRICT RESIDENTIALLY PLACED STUDENTS WITH DISABILITIES

Parents/guardians of identified students with disabilities who have been placed in residential
facilities and other specialized settings by Laramie County School District Number One will be reimbursed
for their travel to enable them to participate in program issues and to visit their child, if needed as

determined by the child’s Individual Educational Program Team. Frequency and timing of all visitations
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will be determined at the Individual Educational Program Team meeting. The parents will be reimbursed
for reasonable travel (gas receipts, coach airfare, bus, etc.), meals, and lodging if determined by the
Individual Educational Program Team as necessary.

Parents must submit itemized receipts upon completion of approved visitations within one
week of the stated travel date for reimbursement. All visitations will be verified by Laramie County School

District Number One staff.

Legal Reference — W.S. §21-4-301, 21-13-315, 21-2-501 and 21-2-502
Cross Reference - Chapter I, Section 9, Grievances; Chapter VIII, Section 18, Student Records; Division
of Special Services Handbook.

Adopted 6/11/84
Revised 8/14/89 & 7/1/92
Revised 7/1/93

Revised 7/10/00

Revised 7/1/02

Revised 7/7/03

Revised 7/19/06

Revised 6/20/11
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ADMINISTRATIVE REGULATION FOR POLICY CHAPTER VII, SECTION 8 — SPECIAL
INSTRUCTIONAL PROGRAMS FOR STUDENTS WITH DISABILITIES

Pursuant to 34 C.F.R. 88300.200 and 300.201, each school district or public agency must have
policies and procedures in place consistent with Wyoming's Policies and Procedures in order to be
eligible for assistance under Part B of the IDEA. Laramie County School District One will adhere to
the following procedures.

CHILD FIND
Laramie County School District One’s child find efforts include:

A. Public awareness. Child find activities shall include local media resources and direct contact activities
to:

1. Provide information about special education services in Laramie County School District One
and the special education referral process to public and private facilities located within the
boundaries of Laramie County School District One, including day care centers, homeless
shelters, group homes, county jails, hospitals, medical offices, and other facilities that serve
children birth to 21 years old.

2. Provide information about developmental and/or academic screening opportunities occurring
throughout Laramie County School District One, including screening opportunities
coordinated with other providers or agencies.

B. Notice. Before any major child find activity, Laramie County School District One shall publish notices in
newspapers or other media informing parents of the activity. Circulation of this notice shall be
adequate to inform parents within the school district’s or public agency'’s jurisdiction.

C. Staff awareness. Laramie County School District One shall ensure through professional development
that staff members are knowledgeable about the characteristics of children with disabilities and in
need of special education, and the referral process for all children, including infants or preschool
children, suspected of having disabilities

D. Communication to parents. Laramie County School District One staff shall inform parents via the
website, handbooks and mailings about the availability of special education and related services and
provide them with information about initiating a referral for a special education evaluation, including
information about early intervention under Part C and special education under Part B.

E. Children in private schools. Laramie County School District One shall locate, identify, and evaluate all
children with disabilities who are enrolled by their parents in private, including religious, elementary
and secondary schools located within the boundaries of Laramie County School District One, including
children who reside in a state other than Wyoming. Child find activities for children in private schools
include processes for referral to the District and yearly meetings with all private school providers.

CONFIDENTIALITY

A. Laramie County School District One shall designate one official to assume responsibility for ensuring
the confidentiality of any personally identifiable information.

B. All persons collecting or using personally identifiable information shall receive training or instruction
regarding the policies and procedures governing records and confidentiality of personally identifiable
information in accordance with applicable laws and regulations.

C. Laramie County School District One shall maintain for public inspection a current listing of the names
and positions of those employees within the agency who may have access to personally identifiable
information.
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D. Laramie County School District One shall provide parents on request a list of the types and locations
of education records collected, maintained, or used by the school district or public agency.

NOTICE TO PARENTS

Laramie County School District One shall provide notice to the parents about the district's confidentiality
provisions.

FREE APPROPRIATE PUBLIC EDUCATION

A. Laramie County School District One shall make FAPE available to each eligible child within its
jurisdiction beginning no later than the child’s third birthday; and

B. An IEP is in effect for the child by that date, in accordance with 34 C.F.R. §300.323(b).

C. If an eligible child’s third birthday occurs during the summer, the child’s IEP team shall determine the
date when services under the IEP will begin.

D. Laramie County School District One shall ensure that FAPE is available to any individual child with a
disability who needs special education and related services, even though the child has not failed or
been retained in a course or grade and is advancing from grade to grade.

E. The determination that a child is eligible for and in need of special education must be made on an
individual basis by the group responsible with Laramie County School District One for making
eligibility determinations.

ASSISTIVE TECHNOLOGY

A.

Name of District shall ensure that assistive technology devices or services or both will be
available to a child with a disability, if required, as a part of:

1. Special education
2. Related services
3. Supplementary aids and service.

On a case-by-case basis, Laramie County School District One shall ensure the use of school-
purchased assistive technology devices in a child’s home or other setting if the child’s IEP Team
determines that the child needs access to those devices in order to receive FAPE.

EXTENDED SCHOOL YEAR SERVICES (ESY)

A.

Laramie County School District One shall make extended school year services available as
necessary to provide FAPE to children with disabilities.

ESY services will be provided only if a child’s IEP team determines, in accordance with W.S.
§8300.320-300.324, that the services are necessary for the provision of FAPE.

Services will not be limited to a particular category of disability, or unilaterally limited to the type,
amount, or duration of services.

The ESY services that are provided to a child with a disability will:
1. Be provided beyond the normal school year of the agency;

2. Be provided in accordance with the child’'s IEP;

3. Be provided at no cost to the parents of the child; and

4. Meet the standards of Wyoming.
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NONACADEMIC SERVICES

A.

Laramie County School District One shall afford children with disabilities an equal opportunity for
participation in nonacademic and extracurricular services and activities including, as determined
appropriate and necessary by the child’s IEP team, the provision of supplementary aids and
services.

Nonacademic and extracurricular services and activities may include counseling services,
athletics, transportation, health services, recreational activities, special interest groups or clubs
sponsored by the public agency, referrals to agencies that provide assistance to individuals with
disabilities, and employment of students, including both employment by Laramie County School
District One and assistance in making outside employment available.

PHYSICAL EDUCATION

A.

Laramie County School District One shall make regular physical education services available to
children with disabilities to the same extent that the District provides those services to children
without disabilities, unless:

1. The child is enrolled full time in a separate facility; or
2. The child needs specially designed physical education as prescribed in the child’'s IEP.

If a child is enrolled in a separate facility, Laramie County School District One shall ensure that
the child receives appropriate physical education services.

If special physical education is prescribed in a child’s IEP, Laramie County School District One
shall provide for those services, either directly or through other public or private programs.

LEAST RESTRICTIVE ENVIRONMENT (LRE)

CONTINUUM OF ALTERNATIVE PLACEMENTS

A.

Laramie County School District One shall make available a continuum of alternative placements
to meet the needs of children with disabilities for special education and related services.

The continuum of alternative placements will include:

1. Instruction in regular classes, special classes, special schools, home instruction, and
instruction in hospital and institutions;

2. Supplementary services, such as a resource room or itinerant instruction, to be provided in
conjunction with regular class placement.

PLACEMENTS

Laramie County School District One shall ensure:

A. The placement decision for each child will be:

B.

1. Made by a group that includes the parents and other persons knowledgeable about the child,
the meaning of the evaluation data, and the placement options;

2. In conformity with the LRE provisions of the IDEA regulations;
3. Determined at least annually;

4. Based on the child’s IEP, including the need for specialized instruction, related services,
supplementary aids and services, and program modifications and supports; and

5. As close as possible to the child’s home.

The student must be educated in the school that he or she would attend if nondisabled unless the
services identified in the IEP cannot feasibly be provided in this setting.
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G.

Placement teams must select the least restrictive environment for each student, considering the
following:

1. Determine the student’s special education and related services, including supplementary aids
and services, and the extent to which those services can be provided to the student in the
regular class environment with nondisabled peers;

2. If the student cannot be successful in the regular class environment with the use of
supplementary aids and services, specify those services that must be provided outside the
regular class;

3. After determining that special education and related services, and supplementary aids and
services cannot be provided in the regular class environment, determine the least restrictive
alternative based on the needs of the student.

In selecting the LRE, consideration will be given to:

1. All placement options, including placement options requested by the parent;

2. Potential benefits of placement options; and

3. Any potential harmful effect on the child or on the quality of services that he or she needs.

A child with a disability will not be removed from age-appropriate regular classrooms solely
because of needed modifications in the general education curriculum.

If the selected placement is a change from the previous placement, the school district or public
agency shall provide the parent with prior written notice of the change in placement.

If the parent requests a specific placement that the team rejects, the school district or public
agency shall provide prior written notice of its refusal.

NONACADEMIC SETTINGS

A.

In providing or arranging for the provision of nonacademic and extracurricular services and
activities, including meals, recess periods, and other nonacademic activities, Laramie County
School District One shall ensure that each child with a disability participates with nondisabled
children in the extracurricular services and activities to the maximum extent appropriate to the
needs of that child.

Laramie County School District One shall ensure that the supplementary aides and services
determined by the IEP Team to be appropriate and necessary are provided to allow the child to
participate in nonacademic settings.

EVALUATION

INITIAL EVALUATIONS

A.

Consistent with consent requirements of 8300.300, either a parent of a child or Laramie County
School District One may initiate a request for an initial evaluation to determine if a child is a child
with a disability.

The initial evaluation must be completed within 60 days of receiving parental consent for the
evaluation, unless:

1. The child enrolls in the public agency from another public agency after the parent has
provided consent and before the determination of eligibility by the other agency. In that
event, the agency will ensure prompt completion of the evaluation.

2. The parent of a child with a disability repeatedly fails or refuses to produce the child for the
evaluation.
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C. The evaluation must consist of procedures to determine if the child is a child with a disability and
to determine the educational needs of the child.

REEVALUATIONS

A. Laramie County School District One will conduct a reevaluation of a child with a disability if:

1. The District determines that the educational or related service needs, including improved

2.

academic achievement and functional performance, of the child warrant a reevaluation.

If the child’s parents or teacher requests a reevaluation.

B. Laramie County School District One will not conduct a reevaluation more than once a year unless
the parent and agency agree otherwise.

C. Laramie County School District One will conduct a reevaluation at least once every 3 years,
unless the parent and the agency agree that a reevaluation is unnecessary.

EVALUATION PROCEDURES

A. Laramie County School District One will provide prior written notice to the parents of a child who
has, or who is suspected of having, a disability, that describes the evaluation procedures that the
agency proposes to conduct.

B. In conducting an evaluation or reevaluation, Laramie County School District One will:

1.

Use a variety of assessment tools and strategies to gather relevant functional,
developmental, and academic information about the child, including information provided by
the parent in order to determine:

e Whether the child is a child with a disability; and

e If the child is a child with a disability, information related to enabling the child to be
involved in and progress in the general education curriculum (or for a preschool child, to
participate in appropriate activities).

Not use any single measure or assessment as the sole criterion for determining whether a
child is a child with a disability and for determining an appropriate educational program for the
child; and

Use technically sound instruments that may assess the relative contribution of cognitive and
behavioral factors, in addition to physical or developmental factors.

C. Laramie County School District One will ensure that evaluation materials and strategies:

1.
2.

Are selected and administered so as not to be discriminatory on a racial or cultural basis;

Are administered in the child’s native language or other mode of communication and in the
form most likely to yield accurate information on what the child knows and can do
academically, developmentally, and functionally, unless it is clearly not feasible to do so;

Are used for the purposes for which the assessment(s) or measure(s) are valid and reliable;
Are administered by trained and knowledgeable personnel;
Are administered in accordance with the instructions provided by the assessment publisher;

o Are selected and administered so as to ensure that if administered to a child with
impaired sensory, manual, or speaking skills, the assessment results accurately reflect the
child’s aptitude or achievement level or whatever other factors the test purports to
measure rather than reflecting the child’s impairments (unless those skills are the factors
being measured).

e Assess the child in all areas related to the suspected disability, including, if appropriate,
health, vision, hearing, social and emotional status, general intelligence, academic
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performance, adaptive behavior, communicative status, and motor abilities; and

e Are sufficiently comprehensive to identify all of the child’s special education and related
services needs, whether or not those needs are commonly associated with the child’s
disability.

e Provide relevant information that directly assists in determining the educational needs of
the child.

D. Evaluations of children who transfer to or from another public agency in the same school year are
coordinated with the prior and subsequent schools, in order to expedite the completion of a full
evaluation.

ADDITIONAL EVALUATION REQUIREMENTS

A. As part of an initial evaluation (if appropriate), and as part of any reevaluation, the IEP Team and
other qualified professionals, as appropriate, will:

1. Review existing evaluation data on the child including:
e Evaluations and information provided by the parents;

e Current classroom-based, local and state-wide assessments, and classroom-based
observations;

e Observations by teachers, and related services providers.

2. On the basis of that review, and input from the child’s parents, identify what additional data, if
any, are needed to determine whether:

e The child is or continues to be a child with a disability, and, if so, the educational needs of
the child; and

e The present levels of academic achievement and related developmental needs of the
child; Whether the child needs special education and related services to enable the child to
meet measurable annual IEP goals and to participate, as appropriate, in the general
education curriculum.

The IEP Team may conduct the review without a meeting.

If additional data are needed, the public agency will administer the assessments required to
obtain the additional data.

5. If additional data are not needed to determine whether the child continues to be a child with a
disability, and to determine the child’s educational needs, the public agency will notify the
parents of:

e The determination and the reasons for the determination; and

e The right of the parents to request an assessment to determine whether the child
continues to be a child with a disability and to determine the child’s educational needs.

6. Laramie County School District One will evaluate a child before determining that the child is
no longer a child with a disability except when the termination is due to graduation with a
regular high school diploma or completion of the school year in which the student turns 21
years of age.

7. When the child’s eligibility terminates because of graduation or exceeding the age of
eligibility, Laramie County School District One will provide a summary of the student’s
academic achievement and functional performance that includes recommendations on how to
assist the child in meeting the child’s postsecondary goals.
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IDENTIFICATION
DETERMINATION OF ELIGIBILITY

A. Upon completion of the evaluation process, Laramie County School District One will ensure that a
group of qualified professionals and the parent of the child determine:

1. If the child is a child with a disability under the IDEA; and
2. If so, the educational needs of the child.

3. The parents are provided, at no cost, a copy of the evaluation report and eligibility
determination.

B. A child will not be determined to be a child with a disability if the primary factor for the
determination is:

1. Lack of appropriate instruction in reading, including the essential components of reading
instruction (as defined in 1208(3) of the ESEA);

2. Lack of appropriate instruction in math; or
3. Limited English proficiency.

C. The eligibility determination, including education needs, will be based on all of the information
sources used in the evaluation process, and if deemed eligible and in need of special education
and related services, an IEP will be developed in accordance with §300.320 through 300.324.

ADDITIONAL PROCEDURES FOR IDENTIFYING CHILDREN WITH SPECIFIC LEARNING
DISABILITIES

A. Laramie County School District One will use a criteria for determining whether a child has a
specific learning disability through the identification of a severe discrepancy between intellectual
ability and achievement in conformity with IDEA Regulations §8300.307-300.311.

ADDITIONAL GROUP MEMBERS

A. The determination of whether a child suspected of having a specific learning disability is a child
with a disability must be made by the child’s parents and a team of qualified professionals which
must include:

1. The child’s regular teacher; or

2. If the child does not have a regular teacher, then a regular teacher qualified to teach children
of that age;

3. For a child of less than school age, an individual qualified by the State to teach children of
his/her age; and

4. At least one person qualified to conduct individual diagnostic evaluations of children, such as
a school psychologist, speech-language pathologist, or remedial reading teacher.

DETERMINING THE EXISTENCE OF A SPECIFIC LEARNING DISABILITY
A. A child may be determined to have a specific learning disability (SLD) if:

1. The child does not achieve adequately for the child’s age or to meet State-approved grade
level standards in one or more of the following areas, when provided with learning
experiences and instruction appropriate for the child’s age or meet State-approved grade
level standards:

i) oral expression
i) listening comprehension
i) written expression
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iv) basic reading skill

v) reading fluency skills

vi) reading comprehension

vii) mathematics calculation

viii) mathematics problem solving

The child does not make sufficient progress to meet age or State-approved grade level
standards in one or more of the areas above when using a process based on the child’s
response to scientific, research-based intervention; or

The child exhibits a pattern of strengths and weaknesses in performance, achievement, or
both, relative to age, State-approved grade level standards, or intellectual development, that
is determined by the group to be relevant to the identification of a specific learning disability,
using appropriate assessments.

B. The findings of this section are not primarily the result of:

1.

o g~ w DN

A visual, hearing or motor disability;

Mental retardation;

Emotional disturbance;

Cultural factors;

Environmental or economic disadvantage; or

Limited English proficiency.

C. The group must ensure that the underachievement is not due to a lack of appropriate instruction
in reading or math and consider:

1.

Data that demonstrate that prior to, or as part of, the referral process, the child was provided
appropriate instruction in regular education settings, delivered by qualified personnel; and

Data-based documentation of repeated assessments of achievement at reasonable intervals,
reflecting formal assessment of student progress during instruction, which was provided to
the child’s parents.

D. Laramie County School District One must promptly request parent consent to evaluate if, prior to
referral, the child has not made adequate progress after an appropriate period of time when
provided instruction.

OBSERVATION

A. Laramie County School District One must ensure that the child is observed in his/her learning
environment, including the regular classroom setting, to document the child’s academic
performance and behavior in the areas of difficulty.

B. Inthe case of a child less than school age or out of school, a group member must observe the
child in an environment appropriate for a child that age.

SPECIFIC DOCUMENTATION FOR THE ELIGIBILITY DETERMINATION

A. For a child suspected of having a specific learning disability (SLD), the eligibility determination
must contain a statement of:

1.
2.

Whether the child has a specific learning disability;

The basis for making the determination, including an assurance the determination was made
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in accordance with the Individuals with Disabilities Education Act;

3. The relevant behavior, if any, noted during the observation and the relationship of that
behavior to the child’s academic functioning;

The educationally relevant medical findings, if any;

Whether the child does not achieve adequately for his/her age or to meet State-approved,
grade level standards; and does not make sufficient progress to meet age or State-approved
grade level standards; or

6. The determination of the group concerning the effects of a visual, hearing, or motor disability;
mental retardation; emotional disturbance; cultural factors; environmental or economic
disadvantage; or limited English proficiency of the child’s achievement level.

B. If the child participated in a process that assessed the child’s response to scientific, research-
based intervention:

1. The instructional strategies used and the student-centered data collected;

2. The documentation that the child’s parents were notified about the WDE's policy regarding
the amount and nature of student performance that would be collected and the general
education services that would be provided;

3. Strategies for increasing the rate of learning; and
4. The parent’s right to request an evaluation.

C. Each group member must certify in writing whether the report reflects the member’s conclusion.
If it does not reflect the member’s conclusion, the group member must submit a separate
statement presenting the member’s conclusions.

Legal Reference - W.S. §8300.200, 300.201, 300.610, 300.611, 300.101, 300.105, 300.106, 300.107,
300.108, 300.115, 300.116, 300.117, 300.301, 300.303, 300.304, 300.305, 300.306, 300.307, 300.308,
300.309, 300.310, 300.311

Adopted 8/1/11
Revised 9/21/11
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Section 9. OTHER SPECIAL INSTRUCTIONAL PROGRAMS.
AT-RISK STUDENTS

Laramie County School District Number One believes that all students are potentially at-risk. The
Board of Trustees recognizes that some students require increased time and/or academic accommodations to
meet District and state standards and is committed to providing alternative academic opportunities for
students to be successful.

At-risk road blocks to achievement are: (1) non-attendance, (2) iliness, (3) dropping out, (4) drug
and alcohol abuse, (5) teen pregnancy, (6) depression, (7) illiteracy, (8) violation of law and
institutionalization, (9) violence, and (10) homelessness.

The District recognizes that it is necessary to develop (1) prevention, (2) intervention, (3) referral,
(4) remediation, and (5) evaluation strategies, and assess these programs on a regular basis to help at-risk
students.

The District shall implement an ongoing system to locate, identify and evaluate all children birth to
twenty-one (21) residing within the District who have disabilities and need early intervention or special
education under Part B of Individuals with Disabilities Education Act (IDEA).

The District shall identify all children with disabilities regardless of the severity of their disability,

including children who are:

1. Highly mobile, such as migrant and homeless children;

2. Wards of the State;

3. Suspected of having a disability even though they advance from grade to grade;

4. Home schooled,;

5. Attending a private (religious or secular) school located within the boundaries of the

school district or public agency;

6. Attending a charter or virtual school;
7. Below the age of compulsory school attendance;
8. Above the age of compulsory school attendance who have not graduated from high

school with a regular diploma and have not completed the school year in which they
reach their twenty-first birthday; or
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9. Dropped out or disenrolled from public or private school.
It shall be the goal of the District to systematically involve parents, school personnel, and
out-of-school groups and agencies for advice on the planning for at-risk prevention,
intervention, referral, and remediation. Continuation of any at-risk program will be based upon

yearly evaluation of student learning results.

HOMEBOUND INSTRUCTION

The purpose of homebound services is to provide temporary educational instruction to all students
enrolled in Laramie County School District Number One who are hospitalized or homebound for more than
one week due to injury, illness, or medical conditions which prevent the student from attending school.
Homebound instruction is not intended to duplicate the classroom activities, but to provide assistance to the
student in learning classroom material missed and completing the assignments given.

Homebound instruction shall be provided as appropriate, upon the request of parent(s) or
guardian(s) and with the approval of the primary health care provider as defined by the “Wyoming Health
Care Decisions Act” (Exhibit #42A), for students who are expected to be confined to home or who are
hospitalized for more than one week. A counseling component through Laramie County School District
Number One, Youth Alternatives, Attention Home, or other community agencies, shall be in place when
deemed necessary by those involved in the homebound recommendation.

In each instance, the primary health care provider of record must certify the medical reason that the
student will be unable to attend school, note a specified length of time that the child will be on homebound,
and verify that the student is capable of receiving homebound instruction.

Homebound instruction shall be geared to the student and his/her educational needs. Approved
Individual Educational Programs (IEPs) shall be implemented to the fullest extent possible for students with
disabilities. All the textbooks and supporting materials shall be provided to the student by the appropriate
school. The general care and non-educational needs of the student are the responsibility of the parent(s) or
guardian(s) and shall not be provided by the homebound teacher.

For students to receive homebound instruction the following criteria must be met:

1. The parent(s) or guardian(s) must request homebound instruction in writing.
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Students approved for homebound services must discontinue work situations, extracurricular
school activities, and volunteer work, unless otherwise stated in the primary health care
provider’s care plan.

Request for students who are dangerous or have contagious conditions will be reviewed

by the District homebound review committee for determination of homebound services.
Students with disabilities, who are suspended longer than ten (10) cumulative days in a given
school year or expelled, must continue to receive education services. (See Board policies
chapter 8; section 14). In this case, if homebound services are requested, the request for
homebound services application (Special Services Form #369, Exhibit #42b), and the mutual
exchange of information (Form 331, Exhibit #42c) are required to be completed and sent to
the special services homebound office.

Parent(s) or guardian(s) will sign an “Exchange of Confidential Information Authorization”
(Form 331 found on the Laramie County School District Number One website,
www.laramiel.org) between the school District and health care provider(s).

The primary health care provider of record will be required to confirm in writing the medical
need for homebound services every four weeks.

If, based on the primary healthcare provider's recommendation, homebound services must
be extended beyond the initial service period; a verification of extension letter will be
required. This verification must be completed and returned to the homebound coordinator
before the initial service period has lapsed. An extension will be granted only when the
primary health care provider of record has returned the extension verification letter. If the
homebound service period has lapsed before the verification has been received the student
will be expected to return to school. Failure to do so will result in the student being subject to
the procedures outlined in the District’s attendance policy (See Board policies chapter 8;
section 5).

Students on homebound may have equivalency courses substituted for existing course work
depending on the length of time student is receiving homebound services.
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9. Students demonstrating excessive absences or lack of progress with homebound instruction
may have services terminated based on recommendation of the District’'s homebound review
committee. Laramie County School District Number One attendance rules apply.

10. Exceptions to the homebound policy may be approved by the District's homebound review
committee. The homebound review committee will be appointed by the Director of Special
Services, to be comprised of the Director of Special Services or designee, building
administrator, school nurse, counselor, homebound coordinator, and other appropriate
individuals as needed.

11. Students wishing to return to school before the assigned homebound period has elapsed
must present a written primary health care provider's statement releasing the student from
services before the student will be allowed to return to school. The homebound coordinator
will request this information from the primary health care provider using the mutual exchange
of information (Form 331) along with the early release verification letter.

PREGNANT STUDENTS

Pregnant students shall not be denied an approved instructional program. Counseling shall be
provided upon the request of the student.

Homebound instruction for pregnant students shall be limited to a period not to exceed twelve
weeks; two to four weeks before the delivery date and eight to ten weeks after the delivery, unless a primary
health care provider verifies that the student is not able to attend school due to physical and/or emotional
complications of the student or infant.

HOMELESS CHILDREN

It is the policy of Laramie County School District Number One that every child will have equal
access to a free and appropriate public education (FAPE). Children who are homeless have the same rights
to FAPE as do the other children, and the District is committed to assuring that those rights are fully protected
and honored.

If a school has any student who meets the following definition of homeless, (see Administrative
Regulation for policy Chapter VII, Section 9 - Other Special Instructional Programs - Homeless Children)

please complete form “Referral for Homeless Child” and send it to: Director of Instruction, Laramie County
286



School District Number One, 2810 House Avenue, Cheyenne, Wyoming 82001.

The Director of Instruction will respond to the referring school/agency to assist in developing an

action plan to provide the student with a free appropriate public education.
ALTERNATIVE EDUCATION PROGRAMS

Alternative education programs are founded on the recognition of the worth and dignity of the
individual and of the need for optimum educational opportunities for all students.

The District shall offer alternative education programs designed to provide a program for students
having serious academic and personal problems in the regular high school programs. The alternative
education programs shall adopt strategies on the basis of the degree of success in accomplishing adopted
student performance goals for all students. Particular attention will be given to addressing the unique needs
of students who are at risk.

The major goals of the alternative programs shall be:

1. To develop an instructional program that will help each student with academic
deficiencies and personal problems resolve those problems to become a self-
supporting citizen;

2. To strive to improve each student's self-concept;

3. To provide an accepting environment with respect and confidence for each student.

The alternative programs shall be staffed with personnel who are committed to the importance of
the program and recognize that education encompasses more than formal classroom instruction. Staff
members must also be able to design and implement a cooperative staff/student individualized educational
plan which includes long-range goals and measurable objectives for reaching these goals.

Selection of students for participation in the alternative school program shall be made according to
criteria established by the program staff.

Students in the alternative school program may return to their regular schools when a mutual
agreement has been reached between the student and the program staff that the student is ready to return.

PROGRAMS UNDER TITLE |

Special compensatory education programs under Title | for educationally deprived students shall be

instituted and maintained as outlined under the provisions of Title I, Education Consolidation and

Improvement Act of 1981. These programs shall be conducted in strict compliance with current appropriate
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rules and regulations published by the Department of Education of the United States government.

The District ECIA Title | program shall be under the supervision of the Coordinator of Federal
Programs.

A survey shall be conducted annually of all District school attendance areas to ascertain eligibility
for Title | programs and to determine which eligible schools shall be included within the Title | program. A list
of current District schools identified as "Title | Target Schools" is shown in Exhibit 43.

Students from qualified school attendance areas, including those students attending nonpublic
schools, who are achieving below the expected level in language arts and mathematics shall be entitled to
services from the Title | program. Assessment of students in the determination of eligibility shall be in
accordance with current state and federal regulations.

Assessment and placement of students in Title | programs shall be the responsibility of the building
principal and the individual responsible for Federal Programs.

Specific details concerning the District ECIA Title | program are contained in the consolidated grant
application and/or supplement which is submitted annually to the Wyoming Department of Education.

Title | teachers, social workers, and administrators of target public and nonpublic schools shall be
consulted in the design and implementation of the annual Title | program plan.

Parents of the children being served in the Title | program shall have an adequate opportunity to
participate in the design and implementation of the annual Title | program plan.

All parents of eligible children shall be invited to at least one public meeting annually to discuss the
programs and activities carried out with Title | funds. The purpose of the meeting will be to inform parents of
their right to consult in the design and implementation of Title | projects, to solicit parents' input, and to
provide parents with an opportunity to establish mechanisms for maintaining ongoing communication among
parents, teachers, social workers, and District administrators.

ENGLISH-AS-A-SECOND-LANGUAGE PROGRAM

The Board recognizes that language barriers may exist which impede a child’s academic success.
A Districtwide English-as-a-Second Language Program shall be instituted and maintained. This supplemental
program shall provide daily English as a Second Language (ESL) instruction and content area support for
identified Limited English Proficient (LEP) students. The program shall be conducted in compliance with the

Federal Office of Civil Rights regulations and guidelines. The Director of Instruction will oversee the program.
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Identification procedures shall be in compliance with state and federal regulations. A home
language survey shall be completed for every student in the District at the time of registration. Students with
possible language barriers shall be referred to the ESL program by their home school in consultation with
their parents. Referral, assessment, and placement shall be in accordance with the Federal Office of Civil
Rights and state regulations and guidelines.

Referral of students to the ESL program shall be the responsibility of the home school staff in
consultation with the appropriate ESL staff. Assessment and placement of qualifying students in the ESL
program shall be the responsibility of the appropriate ESL staff in consultation with home school personnel
and the Director of Instruction. The standards-based curriculum for the ESL Program shall be in compliance
with District, state, and federal guidelines.

PROGRAMS FOR GIFTED AND TALENTED STUDENTS

Educational programs for the gifted and talented are founded on the worth and dignity of the
individual and the need for optional educational opportunities for students of high potential. The District shall
offer programs meeting and exceeding the state accreditation standards.

EXTENDED SCHOOL PROGRAMS

The Board of Trustees recognizes that some students require increased time and/or academic
accommodations to meet District and state standards and is committed to providing alternative academic
opportunities for students to be successful. An extended school program may be provided for students in
grades K through 12 who fail to meet District standards and benchmarks and require assistance to meet
District curriculum standards. Such programs will be limited to language arts and mathematics in grades 1-6,
and the core academic areas language arts, mathematics, science, and social studies in grades 7-12.
Extended school programs shall be designed to provide such students an opportunity for accelerated learning
that allows them to function at grade level.

The extended school curriculum shall be established to accommodate and address the individual
academic needs of students. The administration shall have the right to cancel announced extended courses
for which there is insufficient enroliment.

Courses at the elementary level as well as make-up and review courses at the secondary level shall
be designed to help students meet District and state standards.

Courses provided for the purpose of permitting secondary students to expand their programs shall
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meet the credit/instructional hour requirements for extended school courses as established by the state.
Except for employment of recognized experts in their special fields, teaching positions for extended

school shall be filled as specified in Chapter VI, Section 6, Assignments and Transfers.

Legal Reference — W.S. §21-4-301, 21-4-307, 21-4-402, 21-4-505, 21-2-601, 21-2-602, 21-2-603, 21-2-501,
21-2-502

Adopted 6/11/84

Revised 7/28/86, 7/11/88, 1/28/89
Revised 3/13/89, 7/1/95, 8/1/97
Revised 7/13/98

Revised 6/28/99

Revised 7/10/00

Revised 7/2/01

Revised 7/1/02

Revised 7/7/03

Revised 7/19/06

Revised 6/16/08

Revised 6/15/09

Revised 6/7/10

Revised 6/20/11
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ADMINISTRATIVE REGULATION FOR POLICY CHAPTER VII, SECTION 9 - OTHER SPECIAL
INSTRUCTIONAL PROGRAMS --

HOMEBOUND INSTRUCTION

The Wyoming Education Code of 1969, (amended 1983) 21.4-402 states: “the Board of Trustees of each
School District shall offer homebound instruction for each pupil in the District who is hospitalized or
homebound for more than one week because of injury or illness.”

1. To initiate homebound instruction, Form 369 (Exhibit #42b), Application for Homebound
Instruction, Form 370 (Exhibit #42d, pregnancy related), Form 331 (Exhibit #42c), Mutual
Exchange of Confidential Information must be completed by the parent.

2. The homebound application must contain a statement from a primary health care provider as
defined by the “Wyoming Health Care Decisions Act” (Exhibit 42a) verifying the need for
homebound services. Homebound applications will be accepted from a primary health care
provider. The medical need for homebound services must be verified every four weeks with
the primary health care provider of record.

3. If, based on the primary health care provider's recommendation, homebound services must
be extended beyond the initial service period; a verification of extension letter will be
required. This verification must be completed and returned to the homebound coordinator
before the initial service period has lapsed. An extension will be granted only when the
primary health care provider has returned the extension verification letter. If the homebound
service period has lapsed before the verification has been received the student will be
expected to return to school. Failure to do so will result in the student being subject to the
procedures outlined in the District’s attendance policy (See Board policies chapter 8;
section 5).

4, Students wishing to return to school before the assigned homebound period has elapsed
must present a written primary health care provider's statement releasing the student from
services before the student will be allowed to return to school. The homebound coordinator
will request this information from the primary health care provider using the mutual exchange
of information (Form 331) along with the early release verification letter.

5. The school nurse will fax the completed forms to the homebound office upon receipt. The
homebound instructor will then be assigned. The homebound office will assign an instructor
and the school will be notified. The school nurse will then notify all appropriate staff of the
assignment and request all school work be sent to a designated place in the building for the
homebound instructor to pick up.

6. Students approved for homebound services must discontinue work situations, extracurricular
school activities, and volunteer work, unless otherwise stated in the primary health care
provider’s care plan.

7. A progress report for each student is completed on a monthly basis or upon termination of
homebound services.

8. The homebound instructor will arrange a schedule with parent(s) or guardian for a daily time
to deliver homebound services. Homebound instructors are allowed 5 hours per week direct
student contact time and 2 hours per week for planning and teacher contact for a total of 7
hours per week per student.

9. Extra time may be needed with certain students. Extra time must have prior approval through
the homebound office. Student needs will be considered on an individual basis and every
consideration will be made to accommodate those needs.
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10.

11.

12.

13.

14.

15.

The general care and non-educational needs of the student are the responsibility of the
parent(s) or guardian and shall not be provided by the homebound teacher.

A quiet, accessible and clean work space should be provided for the teacher and student so
instruction time will be uninterrupted. Homebound services are provided in the home
although alternative locations may be considered.

Students are expected to have reviewed the necessary materials for the lessons, be
prepared to take any tests, have homework completed, and be prepared when the teacher
arrives. Equivalency courses may be substituted for existing course work depending on the
length of time the student is receiving homebound services.

All students must have an adult available in the home during the instructional time. Request
for students who are dangerous or have contagious conditions will be reviewed by the District
homebound review committee for determination of homebound services.

If the student will be unavailable for instruction, the parent(s) or guardians of those under the
age of 18 must call the homebound instructor or the homebound office at 771-2186.
Parent(s) or guardians will be notified if a student under the age of 18 has called in their
absence.

Students demonstrating excessive absences or lack of progress with homebound instruction
may have services terminated based on the recommendation of District's homebound review
committee. Laramie County School District Number One attendance rules apply.

Adopted 9/30/86
Revised 7/1/95
Revised 7/7/03
Revised 7/19/06
Revised 6/16/08
Revised 6/7/10
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EXHIBIT #42a

Laramie County School District Number One
Cheyenne, Wyoming

OTHER SPECIAL INSTRUCTIONAL PROGRAMS

ARTICLE 4 - WYOMING HEALTH CARE DECISIONS ACT

(xiv) “Primary health care provider” means any person licensed under the Wyoming statutes practicing
within the scope of that license as a licensed physician, licensed physician’s assistant or licensed
advanced practice registered nurse and who is designated by an individual or the individual’s agent,
guardian or surrogate to have primary responsibility for the individuals health care or, in the absence of a

designation or if the designated provider i