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POLICY §2-1
SCHOOL BOARD BYLAWS
IN GENERAL

§2-1 Legal Status and Authority

The Loudoun County School Board is the official policy-making body of the
Loudoun County Public Schools. Its authority is stated in the Constitution of Virginia, which
provides that the supervision of schools in each school division shall be vested in a school
board. It operates under the laws adopted by the General Assembly of Virginia and consistent
with regulations adopted by the Virginia Board of Education.

The legal authority of the Loudoun County School Board therefore derives from
the Constitution and the Code of Virginia.

Legal Reference: Constitution of Virginia Article VIII, §7

Adopted: 8/11/70
Revised: 8/27/85, 6/22/93
Current Revision: 5/12/09



POLICY §2-2
(@)
SCHOOL BOARD BYLAWS
IN GENERAL

§2-2 Powers and Duties

The School Board has the Constitutional power and duty of supervision of the
schools in Loudoun County. Certain specific powers and duties are enumerated in State law;
in addition, other duties may be prescribed by the General Assembly or the State Board of
Education.

In furtherance of this, the Loudoun County School Board shall:
1. See that the school laws are properly explained, enforced and observed;

2. Secure, by visitation or otherwise, as full information as possible about the
conduct of the public schools in the school division and take care that they are conducted
according to law and with the utmost efficiency;

3. Care for, manage and control the property of the school division and
provide for the erecting, furnishing, equipping, and noninstructional operating of necessary
school buildings and appurtenances and the maintenance thereof by purchase, lease, or other
contracts;

4. Provide for the consolidation of schools or redistricting of school
boundaries or adopt pupil assignment plans whenever such procedure will contribute to the
efficiency of the school division;

5. Insofar as not inconsistent with state statutes and regulations of the Board
of Education, operate and maintain the public schools in the school division and determine the
length of the school term, the studies to be pursued, the methods of teaching and the
government to be employed in the schools;

6. In instances in which no grievance procedure has been adopted prior to
January 1, 1991, establish and administer by July 1, 1992, a grievance procedure for all school
board employees, except the division superintendent and those employees covered under the
provisions of Article 2 (§ 22.1-293 et seq.) and Article 3 (§ 22.1-306 et seq.) of Chapter 15 of
this title, who have completed such probationary period as may be required by the school
board, not to exceed 18 months. The grievance procedure shall afford a timely and fair method
of the resolution of disputes arising between the school board and such employees regarding
dismissal or other disciplinary actions, excluding suspension, and shall be consistent with the
provisions of the Board of Education's procedures for adjusting grievances except that there
shall be no right to a hearing before a fact-finding panel. Except in the case of dismissal,
suspension, or other disciplinary action, the grievance procedure prescribed by the Board of



POLICY 2-2

(b)
SCHOOL BOARD BYLAWS

IN GENERAL

§2-2 Powers and Duties

Education pursuant to § 22.1-308 shall apply to all full-time employees of a school board,
except supervisory employees;

7. Perform such other duties as shall be prescribed by the Board of
Education or as are imposed by law;

8. Obtain public comment through a public hearing not less than 10 days
after reasonable notice to the public in a newspaper of general circulation in the school division
prior to providing (i) for the consolidation of schools; (ii) the transfer from the public school
system of the administration of all instructional services for any public school classroom or all
noninstructional services in the school division pursuant to a contract with any private entity or
organization; or (iii) in school divisions having 15,000 pupils or more in average daily
membership, for redistricting of school boundaries or adopting any pupil assignment plan
affecting the assignment of 15 percent or more of the pupils in average daily membership in
the affected school. Such public hearing may be held at the same time and place as the
meeting of the school board at which the proposed action is taken if the public hearing is held
before the action is taken. If a public hearing has been held prior to the effective date of this
provision on a proposed consolidation, redistricting or pupil assignment plan which is to be
implemented after the effective date of this provision, an additional public hearing shall not be
required;

9. (Expires July 1, 2010) At least annually, survey the school division to
identify critical shortages of teachers and administrative personnel by subject matter, and
report such critical shortages to the Superintendent of Public Instruction and to the Virginia
Retirement System; however, the school board may request the division superintendent to
conduct such survey and submit such report to the school board, the Superintendent, and the
Virginia Retirement System; and

10.  Ensure that the public schools within the school division are registered
with the Department of State Police to receive from the State Police electronic notice of the
registration or reregistration of any sex offender within that school division pursuantto § 9.1-
914.

Legal Reference: Constitution of Virginia Article VIII, §7
Code of Virginia § 22.1-79

Adopted: 8/3/73
Revised: 8/27/85, 6/22/93, 10/9/07
Current Revision: 5/12/09



§2-3
(@)

POLICY
SCHOOL BOARD BYLAWS
IN GENERAL
§2-3 A Code of Conduct for School Board Members
A. As a member of my local School Board, representing all the citizens of my public

school district, | recognize

1.

That my fellow citizens have entrusted me with the educational
development of the children and youth of this community.

That the public expects my first and greatest concern to be in the best
interest of each and every one of these young people without distinction
as to who they are or what their background may be.

That the future welfare of this community, of this State, and of the Nation
depends in the largest measure upon the quality of education we provide
in the public schools to fit the needs of every learner.

That my fellow board members and | should take the initiative in helping
the people of this community to have the facts about their schools, to the
end that they will provide the best possible school program, school staff,
and school facilities.

That legally the authority of the Board is derived from the State which
ultimately controls the organization and operation of the school district
and which determines the degree of discretionary power left with the
Board and the people of this community for the exercise of local
autonomy.

That | must never neglect my personal obligation to the community and
my legal obligation to the State, nor surrender these responsibilities to
any other person, group, or organization; but that, beyond these, | have a
moral and civic obligation to the Nation which can remain strong and free
only so long as public schools in the United States of America are kept
free and strong.

B. In view of the foregoing consideration, it shall be my constant endeavor

1.

To regularly attend and fully participate in all scheduled board meetings,
including those of committees to which | am assigned, and to otherwise
devote sufficient time, thought, and study to the duties and
responsibilities of a school board member so that | may render effective
and creditable service to my constituents and to the school district as a
whole.

(continued)



§2-3

(b)
POLICY

SCHOOL BOARD BYLAWS
IN GENERAL

§2-3 A Code of Conduct for School Board Members (continued)

2. To recognize that it is as important for the Board to understand and
evaluate the educational program of the schools as it is to plan for the
business of school operation, and thus it shall be my duty to thoroughly
research all issues to the best of my ability so that my decisions may be
in the best interests of my constituents and the school district as a whole.

3. To show respect for and work with my fellow board members and staff in
a spirit of harmony and cooperation in spite of differences of opinion that
arise during vigorous debate of points at issue.

4. To respect the stated purpose for, and maintain the confidentiality of,
discussions that are held pursuant to the Code of Virginia as closed
meetings or executive sessions.

5. To base my personal decision upon all available facts in each situation
and to vote my honest conviction in every case, unswayed by bias of any
kind.

6. To remember at all times that as an individual | have no legal authority

outside the meetings of the Board, and to conduct my relationships with
the school staff, the local citizenry, and all media of communication on
the basis of this fact.

7. To resist every temptation and outside pressure to use my position as a
school board member to benefit either myself or any other individual or
agency apart from the total interest of the school district.

8. To bear in mind under all circumstances that the primary function of the
Board is to establish the policies by which the schools are to be
administered, but that the administration of the educational program and
conduct of school business shall be left to the employed superintendent
of schools and his/her professional and non-professional staff.

9. To welcome and encourage active cooperation by citizens, organizations,
and the media of communication in the district with respect to
establishing policy on current school operation and proposed future
developments.

(continued)



POLICY
SCHOOL BOARD BYLAWS
IN GENERAL
§2-3 A Code of Conduct for School Board Members (continued)

10.  Finally, to strive step by step toward ideal conditions for most effective
school board service to my community, in a spirit of teamwork and
devotion to public education as the greatest instrument for the
preservation of perpetuation of our representative democracy.

Adopted: 5/8/73
Revised: 10/12/76, 6/22/93, 6/12/2001
Current Revision: 8/11/09




POLICY §2-4
SCHOOL BOARD BYLAWS
MEMBERS

§2-4 Qualifications

State law provides that a school board member must, at the time of his/her
election, be a qualified voter and a bona fide resident of the district from which he/she is
elected if the election is by district or of the school division if the election is at large. If the
member thereafter ceases to be a resident of the district or school division, his/her position on
the school board becomes vacant; except that if the loss of residency is due to
reapportionment, he/she may serve the remainder of the unexpired term.

Legal Reference: Code of Virginia §§24.2-505, 22.1-30, 15.1-37.9

Adopted: 10/12/76
Revised: 8/27/85, 6/22/93, 6/25/96
Current Revision: 5/12/09




POLICY §2-5
(

SCHOOL BOARD BYLAWS
MEMBERS

§2-5 Election, Term of Office, and Vacancy in Office

A. Election

School Board members are elected to the Loudoun County School Board. One
member is elected from each election district in the county and one member is elected from the
school division at large.

The election of School Board members shall be held to coincide with the election
of the Loudoun County Board of Supervisors in November. The term of office of School Board
members is the same as members of the Loudoun County Board of Supervisors. The term of
office for all School Board members shall begin on January 1 following their election.

A vacancy in the office of School Board member is filled by appointment by the
School Board to fill the office until the vacancy is filled by a special election or general election.

Any person elected, reelected, appointed or reappointed as a member of the
School Board shall:

(@)  be furnished with copies of the following by the Superintendent or Division
Counsel within two weeks following election, reelection, appointment or reappointment:

1. The Virginia Freedom of Information Act, §§ 2.2-
3700 to 2.2-3714;

2. The Virginia Public Records Act, §§42.1-76 t0 42.1-
91,

3. The State and Local Government Conflict of Interest
§§ 2.2-3100 to 2.2-3131; and

4. Such other provisions of the Code of Virginia as
shall be directed by the General Assembly.

As all of the foregoing may from time-to-time be amended or reenacted by the General
Assembly; and

(b) read and become familiar with the provisions thereof.

(continued)



POLICY §2-5
(

SCHOOL BOARD BYLAWS

MEMBERS
§2-5 Election, Term of Office, and Vacancy in Office (continued)
B. Procedure to Fill Vacancy in School Board

Within fifteen (15) days of the occurrence of a vacancy, the School Board shall
petition the circuit court to issue a writ of election to fill the vacancy. However, no petition is
necessary if the general election at which the vacancy is to be called is scheduled in the year
in which the member’s term expires. Further, no election to fill a vacancy shall be held if the
general election at which it is to be called is scheduled within sixty (60) days of the end of the
term of the office to be filled.

Within forty-five (45) days of the vacancy, the remaining members of the School
Board must appoint a qualified voter of the election district in which the vacancy occurred to fill
the vacancy. As soon as practical after the vacancy occurs, the School Board shall place an
advertisement in a newspaper(s) having a general circulation within the school division,
seeking qualified candidates. The School Board shall set a deadline for the submission of
applications to fill the vacancy. Applications shall include a description of the individual’s
qualifications and any other pertinent information. These applications shall be used to verify
with the Registrar’s office that the applicants are qualified voters of the district.

Atleast seven (7) days prior to the appointment by the School Board, the School
Board must hold a public hearing to receive the views of citizens. Notice of this hearing must
be given at least ten (10) days prior to the hearing by publication in a newspaper having a
general circulation within the school division. No person whose nhame has not been considered
at the public hearing shall be appointed to fill the vacancy.

At the public hearing, the School Board will receive public comment on the
applicants and their qualifications. After public comment, each qualified applicant shall be
given five (5) minutes to address the School Board. The School Board will have the
opportunity to ask questions of the applicants, each of whom will be asked the same questions.

At the conclusion of the public hearing, the School Board shall establish a
meeting date to select an applicant to fill the vacancy, which date shall be within forty-five (45)
days of the vacancy. All qualified applicant names will be submitted for nomination. The
applicant names will be called in random order, with each name entered in the School Board
minutes as a separate motion. Each Board Member shall be limited to one vote per motion.
The first applicant to achieve a majority vote from the existing School Board members shall be
appointed to fill the vacancy. The appointed candidate shall remain in the position until the
vacancy is filled by special or general election. The individual appointed to fill the vacancy
must qualify within thirty (30) days of their appointment as provided in §15.2-1522-23 of the
Code of Virginia (1950), as amended.

(continued)



POLICY §2-5
(

SCHOOL BOARD BYLAWS
MEMBERS

§2-5 Election, Term of Office, and Vacancy in Office (continued)

If a majority of the School Board members cannot agree or do not act, the judges
of the circuit court shall make the appointment.

If the vacancy occurs within 120 days prior to a general election, the election
must be scheduled for a second ensuing general election.

Legal Reference: Code of Virginia §§2.2-3702, 42.1-76.1, 2.2-3100.1, 15.2-1522-23, 22.1-
57.3, 24.2-226, 24.2-227, 24.2-228

Adopted: 10/12/76
Revised: 8/27/85, 6/22/93, 6/25/96, 9/28/99, 4/09/03
Current Revision: 5/25/10




POLICY §2-6
SCHOOL BOARD BYLAWS
MEMBERS

§2-6 Oath of Office

Before entering upon the duties of office, each person elected or appointed to
the School Board must take and subscribe the oath prescribed for officers of the
Commonwealth.

Legal Reference: Code of Virginia §22.1-31

Adopted: 10/12/76
Revised: 8/27/85, 6/22/93, 6/25/96
Current Revision: 6/23/09




MEMBERS

POLICY §2-7

(@)
SCHOOL BOARD BYLAWS

§2-7 Orientation of New Board Members

The School Board shall establish a program to assist newly elected members, or
a person designated for an appointment to fill a vacancy, to become fully informed about the
school system and the Board's policies, procedures, functions, and problems.

1.

In the interim between election or appointment and assumption of office,
the new member shall be invited to attend all public meetings and
functions of the Board and shall receive all appropriate reports and
communications normally sent to Board members.

Within two weeks following election, reelection or appointment, the
Division Superintendent shall furnish to the persons so elected, reelected
or appointed copies of the following from the Code of Virginia:

(@) The State and Local Government Conflict of Interest Act;
(b)  The Virginia Freedom of Information Act; and
(c)  The Virginia Public Records Act.

Such persons shall read and become familiar with the materials provided.

Within a 30 day period following election or appointment, the Chairman
shall set special workshops for the purpose of orienting the new member
to his/her responsibilities, to the Board's method of operating, to the
school division's policies, and to the overall operation of the system. The
Chairman shall be responsible for the orientation period and shall call
upon the Division Superintendent, Staff, and Board members as needed.

Records shall be kept of any such workshops as are provided for in

paragraph 2 above, to assist the Board in meeting Standards of Quality,
Standard 5. The records shall include the topics discussed.

(continued)



POLICY §2-7
(b)

SCHOOL BOARD BYLAWS
MEMBERS

§2-7 Orientation of New Board Members (continued)

5. The new member shall be provided with appropriate publications, policy
manuals, and regulations of the Board of Education of the
Commonwealth of Virginia.

Legal Reference: Code of Virginia §§ 22.1-253.13:5; 2.2-3100.1; 2.2-3702; 42.1-76.1

Adopted: 10/12/76, 6/22/93, 6/25/96
Current Revision: 9/22/09




POLICY §2-8
SCHOOL BOARD BYLAWS
MEMBERS

§2-8 Compensation

Each School Board member shall receive an annual salary authorized by State
law, fixed and determined as provided by State law, and specified in the approved annual
budget.

The Chairman shall receive an additional salary of $2,000 per year.

Legal Reference: Code of Virginia §22.1-32

Adopted: 10/12/76
Revised: 8/27/85, 6/22/93, 10/28/97
Current Revision: 6/23/09




POLICY §2-9
SCHOOL BOARD BYLAWS
MEMBERS

§2-9 Conflict of Interest

School Board members and LCPS employees are subject to the provisions of the
State and Local Government Conflict of Interests Act, adopted by the General Assembly to
provide uniform standards of conduct of all state and local government officers and employees
throughout the Commonwealth. School Board members and LCPS employees shall comply
with the provisions thereof.

This Act contains many provisions, including prohibitions on employment of

certain close relatives of school board members and division superintendents and contracts in
which a member has a personal interest.

Legal Reference: Code of Virginia §2.2-3100, et seq.

Adopted: 10/12/76
Revised: 8/27/85, 6/22/93
Current Revision: 9/22/09



POLICY §2-10
SCHOOL BOARD BYLAWS
MEMBERS

§2-10 Professional Development

Each member of the School Board shall participate annually in high quality
professional development activities at the state, local, or national levels on governance,
including, but not limited to, personnel policies and practices; diversity training; curriculum and
instruction; use of data in planning and decision making; and current issues in education as
part of their service on the board.

To the extent possible, the school board shall hold such a session jointly for all
members on an annual basis.

The Division Superintendent shall participate annually in high quality professional
development activities at the local, state, or national levels.

Legal Reference: Code of Virginia §22.1-253.13:5

Adopted: 6/22/93, 5/13/08
Revised: 9/22/09



POLICY §2-11
SCHOOL BOARD BYLAWS

OFFICERS

§2-11 Annual Meeting and Election

The School Board shall hold its annual organizational meeting in January for the
purpose of establishing its regular meeting schedule for the ensuing year. At such annual
meeting, the Board shall:

1. Elect one of its members as Chairman and one of its members as Vice
Chairman for the ensuing year;

2. Appoint a Clerk of the School Board and Deputy Clerk, as provided in
Policy 2-13; and

3. Approve a designee of the Superintendent.

Legal Reference: Code of Virginia §§ 22.1-72 and 22.1-76

Adopted: 8/11/70
Revised: 8/27/85, 6/22/93
Current Revision: 9/22/09



POLICY §2-13

SCHOOL BOARD BYLAWS

OFFICERS
§2-13 Clerk
A. Appointment, Compensation, Bond, Duties

At its annual meeting the School Board shall appoint, on recommendation of the
Division Superintendent, a person as Clerk of the School Board and fix his/her compensation.

The Clerk shall be responsible for keeping a record of the meetings and
proceedings of the Board, and such records, documents, and correspondence pertaining to
the actions and proceedings of the Board. The Clerk is authorized to sign and certify for the
Board official documents which may be required in the course of business. The Clerk may
sign checks.

The Clerk will work under the supervision of the Superintendent and will perform
all duties required by law and such other duties and functions as may be assigned by him/her.

B. Deputy Clerk
The Board may appoint a Deputy Clerk to act when the Clerk is not available.

C. Terms of Office

The terms of office of the Clerk and the Deputy Clerk shall be one year.

D. Bonding

The Clerk and any Deputy Clerk will furnish a corporate surety bond of not less
than $10,000 conditioned upon the faithful performance and discharge of the Clerk’s duties as
such.

Legal Reference: Code of Virginia §§22.1-76, 22.1-77

Adopted: 8/11/70
Revised: 8/27/85; 6/22/93
Current Revision: 9/22/09



POLICY §2-15
SCHOOL BOARD BYLAWS
OFFICERS

§2-15 Counsel

The School Board may employ or retain an attorney or attorneys who shall serve
as counsel to the Board to advise it concerning any legal matter or to represent it , any
member thereof or any school official in any legal proceeding to which the school board,
member or official may be a party, when such proceeding is instituted by or against it or
against the member or official by virtue of his actions in connection with his duties as such
member or official. Any such attorney or attorneys so employed or retained shall be paid out
of funds appropriated to the School Board by the local governing body.

The Division Superintendent may retain legal counsel for a short term to cover an

emergency situation; provided however that in such emergency situations the Superintendent
shall notify the School Board as soon as practicable as to the purpose for retaining counsel.

Legal Reference: Code of Virginia §22.1-82

Adopted: 8/3/73
Revised: 8/27/85, 6/22/93
Current Revision: 9/22/09



POLICY §2-16

SCHOOL BOARD BYLAWS

INTERNAL OPERATIONS
§2-16 Committees
A. Committees
1. Each committee shall have no fewer than three members.
2. A quorum for each meeting of any committee shall be a majority of the

committee members.

3. The chairman of each committee shall report the committee’s activities
to the full Board.

4. Membership and chairs of all standing and select committees shall be
determined by the Chairman of the School Board.

B. Standing Committees

There shall be the following standing committees of the Board with
responsibilities as described below:

1. Joint Committee with the Board of Supervisors. To represent and
communicate the views and policies of the School Board to the Board of Supervisors on
matters of mutual interest and importance.

2. Finance & Facilities Committee.

a. In accordance with the bid and purchasing procedures
established by the School Board, to receive an analysis of
sealed bids that exceed $100,000 per contract at a time other
than regular Board meetings, and to analyze such bids, and to
present the Committee's findings and recommendations to the
Board. The Committee shall also be available to assist the
Department of Support Services and the Department of
Business and Financial Services, when requested, in the
preparation of Requests for Proposals and in other functions of
those departments.

b. Analyze budget expenditures to determine financial
implications. In identifying items to be examined, the
committee shall seek input from School Board members,
employees and the public.

(continued)



POLICY §2-16

SCHOOL BOARD BYLAWS
INTERNAL OPERATIONS

§2-16 Committees (continued)

C. Develop recommendations for Board policy relating to matters
within the committee’s jurisdiction consistent with the Board’s
adopted mission and goals.

3. Personnel Services Committee. To coordinate with the Assistant
Superintendent for Personnel Services, through the Superintendent, the development and
implementation of Board policy relating to personnel issues, consistent with the Board's
adopted goals and objectives and including, but not limited to, condition of employment,
recruiting of employees, and evaluation standards.

4. Leqislative & Policy Committee.

a. Initiate, monitor and lobby for School Board legislative
program. Facilitate communication between School Board and
state elected officials.

b. Develop recommendations for Board policy relating to all
legislative and policy matters not within the primary jurisdiction
of any other committee, consistent with the Board’s adopted
mission and goals.

5. Curriculum & Instruction Committee. To coordinate with the Assistant
Superintendent for Instruction the development and implementation of Board policy relating
to curriculum and instruction, consistent with the Board's adopted goals and objectives and
including, but not limited to:

a. Initiating, evaluating and supporting instructional programs

b. Assessing student achievement

C. Assessing needs and trends

d. Recommending revisions to instructional goals and
objectives

e. Facilitating communication about instruction and curriculum

(continued)



POLICY §2-16
(c)
SCHOOL BOARD BYLAWS
INTERNAL OPERATIONS

§2-16 Committees (continued)

6. Health, Safety & Wellness Committee

a. Initiate, evaluating and supporting programs that enhance
students’ and employees’ health, safety, and well-being.

b. Assess programs designed to promote student and
employee wellness.

C. Develop recommendations for Board policy relating to
health, safety & wellness consistent with the Board’s
adopted mission and goals.

7. Discipline Hearing Committee. Consider appeals of student
disciplinary decisions and recommendations of the Superintendent, as provided for by
Policy 2-27, and to develop recommendations for Board policy relating to student
disciplinary issues, consistent with the Board’s adopted mission and goals.

The meeting time for all Standing Committees will be set by the Chair and
shall be no earlier than 5:30 p.m., with the exception of: (i) the Liaison with Board of
Supervisors Committee; and (ii) the Finance & Facilities Committee which may meet as
early as 3:30 p.m. once per month.

C. Select Committees

Select committees may be appointed by the Chairman at the direction of
the Board. Such committees shall be discharged when the work is finished or earlier if
by a majority vote of the Board.

Adopted: 8/11/70
Revised: 8/11/92, 6/22/93, 3/26/96, 1/22/2001, 3/28/06, 9/22/09, 9/28/10
Current Revision: 1/25/11




POLICY §2-17
SCHOOL BOARD BYLAWS
INTERNAL OPERATIONS

§2-17 Committee to Suggest Names for School Buildings

Prior to construction of a school building, a committee will be appointed by the
School Board to suggest possible names for the new building. The committee will be
composed of staff, parents and citizens of the community served by the building, and students,
if deemed appropriate.

The Division Superintendent will nominate committee members for approval by
the School Board. Each School Board Member may nominate an additional member to the
committee. The Chairman of the School Board will designate the chairman of the committee.

The committee shall consider, but not be limited to, geographical and historical
considerations. Schools may be named to honor deceased individuals that significantly
contributed to improving life in Loudoun County, the Commonwealth of Virginia, or the United
States of America. The school naming committee shall submit its preferred recommendation,
along with at least two alternatives, to the School Board for consideration.

The School Naming Committee’s recommendation will go to the School Board as
an Information Item. The School Board will then take action on the committee’s
recommendation at the second meeting following the introduction of the Information Item. In
its selection, the Board shall not be bound by the recommendations made by the committee.

Adopted: 6/26/90
Revised: 6/22/93, 5/26/98, 3/28/2000, 5/23/2000, 9/12/2000
Current Revision: 11/30/09




POLICY §2-18
SCHOOL BOARD BYLAWS
INTERNAL OPERATIONS

§2-18 School Health Advisory Committee

The School Board shall establish a School Health Advisory Committee of not
more than twenty members, which shall include parents, students, health professionals,
educators, and others. The School Health Advisory Committee shall assist with the
development of health policy in the schools and the evaluation of the status of school
health, health education, the school environment, and health services.

Committee members will be selected by the staff. The chairman of the
committee shall be selected by the committee.

The School Health Advisory Committee shall hold meetings as often as it
deems necessary, but at least twice a year. It shall report annually on the status and needs
of student health in the school division to any relevant school, the School Board, the
Virginia Department of Health, and the Virginia Department of Education.

Legal Reference: Code of Virginia §22.1-275.1

Adopted: 6/22/93
Confirmed: 6/23/09
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§2-19 Superintendent’s Recommended Capital Improvements Program:
Closure of an Existing School

When the Superintendent’'s Recommended Capital Improvements Program
includes the closure of an existing school or the construction of a new school that necessitates
the closure of an existing school, such recommendations will appear no earlier than the second
year of the Superintendent’s Recommended Capital Improvements Program so as to ensure
community participation in the final decision.

Adopted: 4/3/2001
Confirmed: 11/30/09
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§2-20 Appeal of Administrative Decisions
A. Rights of Parents and Students
1. Parents, guardians and adult or emancipated students have the right to

seek an appeal of certain administrative decisions to a Committee of
the School Board on substantive issues of legitimate concern. This
right does not extend to issues not related to the schools and is subject
to the determination by a Committee of the School Board as to whether
or not to grant such an appeal. A Committee of the School Board must
consider any appeals of exclusions from extracurricular activities if
such exclusion is for more than 30 days under Policy §8-29 or appeals
of school assignments under Policy §8-20. Decisions related to
regular dismissals from school during the school day under Policy §8-
19 or to in-school punishments under Policy §8-26 are not appealable
to the School Board.

Complaints should be resolved by the administration whenever
possible. Certain decisions of principals and other administrators may
be appealed to the Division Superintendent or his/her designee. The
Division Superintendent or his/her designee shall promptly review
decisions appealed to them, make a determination with respect to the
merits thereof, and advise the parents and students of such
determination.

Certain administrative decisions of the Division Superintendent or
his/her designee may be the subject of an appeal to the School Board
through the procedures of section B of this policy.

B. Procedures for Appeal to School Board or Committee

1.

Appeals must be submitted in writing to the Division Superintendent
within 10 school days of the notification of the decision that is the
subject of the appeal. The appeal must state fully the reasons and
basis for the appeal and a summary of the essential facts.

The Division Superintendent shall notify the Chairman of the School
Board of the receipt of the appeal. The Chairman of the School Board
shall appoint a committee of three members to review the appeal and
appoint one of those members as Chairman of the Committee.

(continued)
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INTERNAL OPERATIONS

§2-20 Appeal of Administrative Decisions (continued)

The Division Superintendent or his/her designee shall collect
statements from all persons involved in making decisions related to the
case. These statements shall contain a summary of the essential facts
of the case and the basis of each decision, including references to
applicable School Board policies. A copy of these statements shall be
provided to each member of the committee considering the appeal. At
the same time such statements shall be provided to the appellant(s).

The committee shall review the statements of school personnel and
the appeal of the parents, guardians and adult or emancipated
students and may affirm or annul the decision of the Division
Superintendent on the basis of this review. If the committee makes a
decision on the basis of this review, that decision shall be
communicated to the appellant(s) and shall be reported at the next
regular meeting of the School Board for inclusion in the minutes of that
meeting.

If the committee determines that it needs more information, the
Chairman shall request additional information from either side prior to a
final decision by the committee. The Chairman shall set reasonable
deadlines for providing the additional information. Any additional
information collected by the committee will be provided to the Division
Superintendent and to the appellants.

This appeals procedure shall be completed and a decision
communicated to the appellant(s) within 30 days of the receipt of the
appeal by the Division Superintendent, except that any additional time
allowed under (B)(5) for collection and processing of additional
information will be added to the 30 days.

A confidential summary of the committee’s findings will be provided to
all School Board members.

Legal Reference: Va. Code §§ 22.1-78 and 22.1-253.13:7(C)(6)

Adopted: 2/14/78

Revised: 7/10/84, 9/13/88, 6/22/93, 10/9/2001, 11/11/03, 4/25/06

Current Revision: 8/10/10
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SCHOOL BOARD BYLAWS

MEETINGS
§2-21 Annual, Reqgular, and Special Meetings
A. Annual Meeting

The School Board shall hold its annual organizational meeting in January, at
which time the Board shall set the time for holding regular meetings for the ensuing year. At
this annual meeting the Board shall elect one of its members as Chairman and one of its
members as Vice-Chairman, shall approve a designee of the Division Superintendent to attend
Board meetings in the absence or inability to attend of the Division Superintendent, and on
recommendation of the Division Superintendent, shall appoint a Clerk and a Deputy Clerk.

B. Reqular Meetings

Regular meetings of the School Board shall be held on the days and at the times
established by the Board at its organizational meeting. Notice of such meetings shall be given
as provided by law.

C. Special Meetings

Special meetings to conduct business may be called by the Chairman, the
Division Superintendent, or in writing by a majority of the Board, provided that all members are
notified and public notice of the time, place, and purpose of the meeting is given at least 48
hours prior to the meeting.

Special workshop meetings or public hearings may be called by the Chairman

provided all members are notified and public notice given at least three working days prior to
the meeting. No official action shall be taken at such meetings or public hearings.

Legal Reference: Code of Virginia §§22.1-72, 22.1-76, 2.2-3707

Adopted: 8/3/73
Revised: 8/11/87, 6/22/93, 7/1/94, 6/25/96, 1/22/01
Current Revision: 5/25/10
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SCHOOL BOARD BYLAWS

MEETINGS
§2-22 Meeting Procedures
A. Open Meeting

All meetings of the School Board and its committees shall be conducted in open
session unless the Board or committee goes into a closed meeting in accordance with the Virginia
Freedom of Information Act.

B. Closed Meeting

The School Board or its committees may go into a closed meeting for certain
purposes specified in State law. Closed meetings shall be convened and thereafter certified by
action of the Board or committee consistent with the requirements of the Freedom of Information
Act.

No vote may be taken in a closed meeting.

C. Public Participation

Citizens are encouraged to attend meetings of the School Board and to
communicate their views to the Board at times provided for public comments. Spontaneous
discussion from citizens during other times shall not be permitted.

Rules for public participation at Board meetings, including public hearings, are
contained in Policy §2-29.

D. Recessed Meetings

Meetings may be recessed and resumed at a later time or date. Such meetings shall
be a continuation of an established meeting, not as a new one.

E. Adjourned Meetings

Any meeting of the School Board may be adjourned to specified time and place.

F. Adjournment

All meetings, including public hearings, are expected to end by 11:00 p.m. If it
appears by 10:00 p.m. that the agenda or other purpose of the meeting will not be completed by
11:00 p.m., the School Board will caucus and determine whether it should adjourn at 11:00 p.m.,
set a later time for adjournment, or set a future date for continuation of the meeting.

Legal Reference: Code of Virginia §§2.2-3710, 2.2-3711, 2.2-3712, 22.1-72

Adopted: 10/12/76
Revised: 8/27/85, 6/22/93
Current Revision: 5/25/10




POLICY §2-23

SCHOOL BOARD BYLAWS

MEETINGS
§2-23 Agenda
A. Formulation

The agenda is the formal order of business for a meeting. The agenda is
prepared by the Division Superintendent at the direction of the Chairman. Any item submitted
by a Board member shall be placed on the agenda. Members of the public may submit items
for the agenda in writing to the Chairman, who shall decide whether or not to include the item
on the agenda.

B. Documentation

All items submitted for the agenda for action at the meeting must have a
proposed motion and supporting documents or other information for study by Board members
prior to the meeting. This includes reports of staff or Board committees on which action is
expected.

C. Time Limitations

Agenda items and supporting documents or other information must be submitted
to the Division Superintendent at least seven days prior to the meeting and shall be delivered
to each Board member at least two days prior to the meeting.

D. Emergencies

The Chairman, or the Division Superintendent with approval of the Chairman,
may place any emergency matter on the agenda for any meeting.

E. Emergency and Other Items Not on Agendas

No item placed on the agenda pursuant to subsection D. Emergencies and no
item brought up under "new business" or "old business" and for which action is required by
Board vote may be subjected to such vote at that meeting unless two-thirds of the members
present concur.

F. Delegations

Persons wishing to address the Board as individuals or as representatives of
organizations should contact the Division Superintendent prior to a meeting and ask to be
placed on the list of speakers.

See Policy §2-29 for rules on public participation at Board meetings.

Adopted: 10/12/76
Revised: 8/27/85, 6/22/93, 4/1/97
Current Revision: 6/22/10




POLICY §2-24

SCHOOL BOARD BYLAWS

MEETINGS
§2-24 Order of Business, Quorum, Rules, Voting
A. Order of Business

The Agenda shall constitute the order of business. The Chairman shall call the
meeting to order at the appointed time and place, and if a quorum is present, the Board shall
proceed to transact business.

B. Quorum
At any meeting of the Board a majority of the members shall constitute a quorum.

C. Rules

The Board shall use Robert's Rules of Order, Revised except as otherwise
provided herein or where inconsistent with statute.

D. Voting

To ensure full transparency and accountability to the public, all voting shall be by
voice vote and a show of hands with the vote total and the vote, abstention or absence of each
member publicly announced by the Chair and recorded in the minutes by the Clerk, except that
at the discretion of the Chairman minor modifications or procedural motions may be decided by
unanimous consent so long as there is no objection by any board member.

1. Tie Votes. In any case in which there is a tie vote when all the
members are not present, the question shall be passed by until the next meeting when it
shall again be voted upon even though all members are not present. In any case in which
there is a tie vote on any question after the question is passed until the next meeting, or in
any case in which there is a tie vote when all the members of the school board are present,
the motion, resolution or issue voted upon shall be defeated.

Legal Reference: Code of Virginia §§22.1-73, 22.1-75, 22.1-78

Adopted: 7/10/83
Revised: 8/27/85, 6/22/93, 2/16/10
Current Revision: 10/26/10
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SCHOOL BOARD BYLAWS

MEETINGS
§2-25 Board Minutes
A. Contents

The minutes of the meetings of the Board shall include:

The type (regular, special, recessed, etc.), date, time, and place of meeting.
The call to order, time, person presiding, and person's office.

The record of the members present or absent.

A record of the presence or absence of the Superintendent.

A record of any corrections to the minutes of the previous meeting and the
action approving them.

A record of each motion placed before the Board including the member making
the motion and member seconding, if any.

A summary of the discussion on matters proposed, deliberated or decided.

A record of the votes taken on any motion, including the names of each member
casting a vote, whether such member voted aye or nay, the name of each
member who abstains from voting and the name of each member not present at
the time the vote was taken.

9. Special coding to indicate policy matters.

10. A record of all petitions of citizens.

11. A record of any reports of Board members or staff members.

oo~

o
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B. Form

The minutes should contain a record of what was done at the meeting, not what was
said by the members. The minutes when approved, shall be signed by the Chairman and the Clerk.

The minutes shall be permanently bound and indexed for reference purposes.

Written documents requiring Board action, and other voluminous written documents, may
be made a part of the minutes by reference. When this is done, the documents shall be placed in the
Board file as a permanent record. Resolutions, agreements, or similar formal documents shall be
reproduced as a part of the minutes or as attachments thereto.

Except when in a closed meeting, all meetings should be electronically recorded. The

electronic records shall be stored for a period of 24 months. The recordings shall be made available
for public access.

Legal Reference: Code of Virginia §§22.1-74, 22.1-77, 2.2-3707

Adopted: 8/3/73
Revised: 8/27/85, 6/22/93
Current Revision: 6/22/10
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§2-27 Student Discipline - Appeals and Hearings — Long Term Suspensions and
Expulsions
A. General

This policy governs the procedure for appeal of long term suspensions and
expulsion recommendations to the School Board.

Upon written request by the parent(s) or guardian(s), sent within five (5) days of
receiving the Superintendent’s imposition of long term suspension or recommendation for
expulsion, a Committee of the School Board will hear appeals as set forth in Section B of this

policy.

Upon request by the parent(s) or guardian(s), for whom English is not the primary
language, LCPS will provide a reasonable amount of interpreter services to assist with each of
the elements in this policy including but not limited to understanding notices, submitting
requests and participating in hearings, provided that such interpreter shall not serve as an
advocate at any hearing. LCPS will notify parents of the availability of these services as part of
all notices provided under this policy.

Any assignments to the Loudoun County Substance Abuse Education Program
in connection with a disciplinary suspension or expulsion may be reviewed with any appeal of
the associated discipline.

B. Long Term Suspension and Expulsion Hearing Procedures

All administrators are charged with the responsibility of maintaining an orderly
school environment that protects the rights of all students and school personnel and provides
an environment conducive to learning. To do this, they must interpret and enforce laws,
policies and regulations that prescribe expected student behavior.

Right to Appeal. Both long term suspensions and expulsions are subject to a
hearing by a Committee of the School Board. To exercise the right to an appeal of the Division
Superintendent’s imposition of long term suspension or recommendation for expulsion, the
student’s parent(s) or guardian(s) must submit a written request for an appeal within five (5)
days of receiving the notification of the Superintendent’s recommendation.

Notice. The Division Superintendent or designee shall give to the parent(s) or
guardian(s) notice of the time and place for the hearing, the proposed action before the
Committee of the School Board, and the reasons therefore. The Division Superintendent or
designee shall also furnish to the parent(s) or guardian(s) copies of the appropriate regulations
and the procedure to be followed by the School Board.

(continued)
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§2-27 Student Discipline - Appeals and Hearings — Long Term Suspensions and

Expulsions (continued)

No contest of the recommendation for expulsion. If the Division Superintendent’s

recommendation for expulsion is not contested by the parent(s) or guardian(s), the School
Board will review such reasons and information as presented by the Division Superintendent
and act on the recommendation as it deems appropriate.

Procedures. When the parent(s) or guardian(s) file a written request for a hearing
before a Committee of the School Board, such hearing by the Committee will be conducted as
set forth in the following procedure:

1.

The Division Superintendent or his designee will be responsible for
preparing and presenting the hearing recommendation to the Committee
of the School Board. The Superintendent or designee may be assisted by
school division employees and legal counsel. The parent(s) or
guardian(s) may be assisted by such legal or other counsel, limited to one
person, as he/she deems appropriate.

Both the school administration and the student shall have the right to
present evidence and testimony of witnesses, to cross-examine
witnesses of the other side, and to summarize briefly their facts and
arguments.

(a) At the Committee’s discretion, it may accept written statements of
witnesses in lieu of personal testimony.

(b) Arguments shall be restricted to the charges of misconduct upon
which the imposition of long term suspension or recommendation for
expulsion are based. The fact of and the reasons for past disciplinary
actions, attendance, or academic performance may be presented to
the Committee of the School Board, but the facts surrounding such
previous actions or any explanation thereof shall not be the subject of
inquiry at the hearing.

(c) Character witnesses may testify for the student, but the Chairman or
presiding member of the Committee may limit the number if their
testimony is cumulative.

Committee members may question witnesses and the Committee may
recall any witness for further questioning.

After all testimony, cross-examination, and summations are completed,
the Committee of the School Board shall deliberate in closed session.

(continued)
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§2-27 Student Discipline - Appeals and Hearings — Long Term Suspensions and

Expulsions (continued)

The Division Superintendent or designee shall remain present and the
School Board’s attorney may remain present if requested by the
Committee.

5. The Committee may recall any person for further questioning, during
which the student, parent(s) or guardian(s), and representative and the
school administration representative shall be readmitted to the hearing.

6. The decision of the Committee of the Board to affirm, modify or annul the
Division Superintendent’s imposition of long term suspension or
recommendation for expulsion shall be made in open session and shall
be confirmed in writing to the student or parent(s) / guardian(s).

(@)

(b)

The letter affirming, modifying or annulling the Division
Superintendent’s imposition of long term suspension shall include
the following:

(1) Notification of the length of the suspension;

(2) Information concerning the availability of community-based
educational, alternative education, or intervention programs;

(3) A statement that the student is eligible to return to regular
school attendance upon the expiration of the suspension or to
attend an appropriate alternative education program approved
by the School Board during or upon the expiration of the
suspension; and

(4) A statement that the costs of any community-based
educational, alternative education, or intervention program that
is not a part of the educational program offered by the school
division that the student may attend during his suspension
shall be borne by the parent or guardian of the student.

The letter affirming, modifying or annulling the Division
Superintendent’s recommendation for expulsion shall include the
following:

(1) Notification of the length of expulsion;

(continued)
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§2-27 Student Discipline - Appeals and Hearings — Long Term Suspensions and

Expulsions (continued)

7.

(2) Information to the parent or guardian of the student concerning

the availability of community-based educational, training, and
intervention programs;

(3) A statement regarding whether or not the student is eligible to

return to regular school attendance, or to attend an appropriate
alternative education program approved by the School Board,
or an adult education program offered by the school division,
during or upon the expiration of the expulsion, and the terms
and conditions of such readmission;

(4) Should the School Board determine that the student is

ineligible to return to regular school attendance or to attend
during the expulsion an alternative education program or adult
education program in the school division, a statement advising
the parent or guardian of such student that the student may
petition the School Board for readmission to be effective one
calendar year from the date of his expulsion, and of the
conditions, if any, under which readmission may be granted;
and

(5) A statement that the costs of any community-based

educational, training, or intervention division that the student
may attend during his expulsion shall be borne by the parent of
the student.

If the decision of the Committee of the School Board is to modify or annul
the imposition of long-term suspension or recommendation for expulsion
which is the subject of the hearing, the Division Superintendent shall
immediately implement the decision of the Committee.

If the decision of the Committee of the School Board is unanimous, such
decision will be final. The Division Superintendent shall immediately
implement the decision of the Committee.

If the decision of the Committee of the School Board is not unanimous,
the parent or guardian shall have the right to appeal the Committee’s
decision to the full School Board. In such case, the parent or guardian
shall request, in writing, a hearing before the full School Board within five
(5) days of receiving the Committee’s decision.

(continued)
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§2-27 Student Discipline - Appeals and Hearings — Long Term Suspensions and

Expulsions (continued)

10.

11.

12.

13.

When a parent or guardian requests a hearing before the full School
Board, the Division Superintendent or designee will promptly notify the
parent(s) or guardian(s) of the tentative time and place for such hearing
and, as an attachment to the letter of notification, provide the parent(s) or
guardian(s) with the written statements and support documents that
he/she will submit to the full School Board as the administration’s reasons
for the action under appeal.

Included in these documents is any paperwork generated for or by the
Committee of the School Board in the conduct of its hearing on the
recommended long term suspension or expulsion.

Within seven (7) days prior to the date of the hearing, the parent or
guardian will submit to the Division Superintendent or designee the
written statements and support documents that he/she will submit to the
full School Board.

Any hearing before the full School Board shall be conducted in
accordance with the procedures set forth in (B)(1) through (5) of this
Policy.

The School Board shall notify the student’s parent(s) or guardian(s) of its
decision to affirm, modify or annul the imposition of long term suspension
or recommendation for expulsion within thirty (30) days of receiving the
request by the parent(s) or guardian(s) to appeal the Committee’s non-
unanimous decision.

(@) The letter affirming, modifying or annulling the Division
Superintendent’s imposition of long term suspension shall include
the following:

(1) Notification of the length of the suspension;

(2) Information concerning the availability of community-based
educational, alternative education, or intervention programs;

(3) A statement that the student is eligible to return to regular
school attendance upon the expiration of the suspension or to
attend an appropriate alternative education program approved
by the School Board during or upon the expiration of the
suspension; and

(continued)
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Expulsions (continued)

(b)

(4) A statement that the costs of any community-based
educational, alternative education, or intervention program that
is not a part of the educational program offered by the school
division that the student may attend during his suspension
shall be borne by the parent or guardian of the student.

The letter affirming, modifying or annulling the Division
Superintendent’s recommendation for expulsion shall include the
following:

(1) Notification of the length of expulsion;

(2) Information to the parent or guardian of the student concerning
the availability of community-based educational, training, and
intervention programs;

(3) A statement regarding whether or not the student is eligible to
return to regular school attendance, or to attend an appropriate
alternative education program approved by the School Board,
or an adult education program offered by the school division,
during or upon the expiration of the expulsion, and the terms
and conditions of such readmission;

(4) Should the School Board determine that the student is
ineligible to return to regular school attendance or to attend
during the expulsion an alternative education program or adult
education program in the school division, a statement advising
the parent or guardian of such student that the student may
petition the School Board for readmission to be effective one
calendar year from the date of his expulsion, and of the
conditions, if any, under which readmission may be granted;
and

(5) A statement that the costs of any community-based
educational, training, or intervention division that the student
may attend during his expulsion shall be borne by the parent of
the student.

Legal Reference: Va. Code §§22.1-277-05; 22.1-277.06

Adopted: 8/10/76

Revised: 9/13/88, 6/22/93, 1/27/98, 6/23/98, 12/9/03, 10/13/09

Current Revision: 2/22/11
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§2-28 School - Community Communications and Community Involvement

A. Statement of Philosophy

The School Board believes that effective two-way communication between the
School Board and the public is essential to the development and support of a sound public
education system.

In order to operate effectively and with public trust, the School Board must
maintain open lines of communication with all segments of the community, including parents,
teachers, students, non-parents, senior citizens, businesses, and civic organizations. Open
lines of communication can be used to disseminate information and obtain feedback toward the
goal of maintaining and enhancing the educational program.

B. Participation by the Public in School Board Meetings

The Board will seek means of informing the community of educational programs,
accomplishments, and needs. The Board encourages citizens to communicate their views and
concerns. One method of citizen communication to the School Board is by addressing the
Board at its regular meetings. Policy §2-29 gives direction for public participation at School
Board meetings.

C. Media

The School Board recognizes the importance of the media in the maintenance of
communications with the community. The School Board as a whole and as individuals shall
promote a cooperative relationship with all media representatives by providing information and
encouraging coverage of School Board and Loudoun County Public Schools activities through
the LCPS Public Information Office.

D. Community Involvement

The School Board encourages a high degree of community involvement through
participation in parent-teacher organizations or associations, visitation of schools, acting as
volunteers in the schools, serving as resource persons, serving on advisory committees of the
School Board or individual schools, participating in school booster organizations, and in other
ways. Persons wishing to do so should contact the principals of schools or their School Board
representative.

Legal Reference: Va. Code § 22.1-253.13:7(C)(4)

Adopted: 6/9/87
Revised: 6/22/93
Current Revision: 8/10/10
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§2-29 Participation by the Public

Citizens of Loudoun County, including delegations, are encouraged to attend
meetings of the School Board. In the interest of orderly conduct at meetings, spontaneous
discussion from the floor will not be permitted.

The Board values public participation and it is therefore important for the
Board to maintain decorum, civility and order at all times to maximize citizen participation
and to allow the Board to transact public business in an orderly, effective, efficient and
dignified manner.

To that end, comments that are harassing or amount to a personal attack
against any identifiable individual, whether board member, staff or student, have potential
for causing unnecessary delay or disruption to a meeting and are not allowed. Participants
are asked to be mindful that students frequently attend school board meetings and the
Board Chairman will consider their presence, among other things, in determining if a
speaker is out of order. The Chairman should warn a speaker if the speaker is out of order
prior to taking further action.

The Board is also open to receiving communications orally or in writing as an
alternative means of public participation.

Individuals or delegations desiring to be heard at a regular School Board
meeting shall make the request in writing or by telephone to the Office of the Division
Superintendent prior to the scheduled meeting, stating name and address, purpose of
request, topic of presentation, and organization represented, if applicable. Individuals or
delegations also will be permitted to sign-up to speak at the beginning of each regular
meeting. The Chairman shall establish the time limit that will be allotted to individuals
and/or delegations. For clarification purposes, members of the School Board and the
Division Superintendent may ask questions of any person who address the School Board.

At a public hearing, the Chairman shall determine the order of speaking, the
time limits imposed, and other special rules which may be deemed appropriate. In all
cases, any person who wishes to speak must be recognized by the Chairman and must
give his/her name and address and such other information as may be deemed pertinent. A
speaker will address the Chairman and School Board and may not direct questions or
comments to individual School Board members, officers or employees of the school system
as this has potential for causing unnecessary delay in the orderly progress of the meeting.
The Chairman shall determine the length of time allotted for the public hearing and may
close the public hearing when concluded. Speakers at such a public hearing shall limit their
comments to the matter that is the subject of such public hearing.

Adopted: 10/12/76
Revised: 6/22/93, 9/23/97, 6/27/00
Current Revision: 10/26/10




POLICY §2-30
(a)

SCHOOL BOARD BYLAWS

COMMUNICATIONS

§2-30 School Board - Employee Communications

The School Board desires to maintain open channels of communication between
itself and its employees. To facilitate and ensure such communication, the Board provides
various channels and encourages their use.

A. Direct Communication to the School Board

Any employee, acting as an individual or as a representative of any employee
group, may address the board on matters of public concern during the time provided for
delegations at regular School Board meetings or at any public hearing. Employees wishing to
address the Board in this manner shall follow the procedures of Policy §2-29.

B. Communication through Legislative & Policy Committee

Any employee, acting as an individual or as a representative of any employee
group, may recommend a change to any School Board policy. Such recommendations may be
submitted in writing to the Chairman of the Legislative & Policy Committee or the Division
Superintendent or may be presented in person at a meeting of the Legislative & Policy
Committee. Employees wishing to present a policy recommendation in person should request
the Chairman of the Committee to schedule time at the next committee meeting; such requests
must be made at least one week in advance of the committee meeting. The Chairman shall
schedule such requests as the agenda permits.

C. Communication through the Division Superintendent

Any employee, acting as an individual or as a representative of any employee
group, may request a meeting with the Division Superintendent or his/her designee(s) to
discuss policies or other matters for communication to the School Board. The Division
Superintendent should inform the Board of all such meetings, the matters discussed, and the
recommendations of the employee(s) submitted to him/her. The Division Superintendent may
also schedule such meetings and invite employees, including representatives of employee
groups, to be present to discuss matters that affect them.

(continued)
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SCHOOL BOARD BYLAWS
COMMUNICATIONS

§2-30 School Board - Employee Communications (continued)

D. Communication through Immediate Supervisor

Any employee, acting as an individual or as a representative of any employee
group, may request a meeting with his/her immediate supervisor to discuss policies or other
matters of interest on an informal basis. The immediate supervisor should respond to
questions and other matters of concern that can be handled at that level. If the immediate
supervisor does not have the information necessary to respond to the question or concern,
he/she should obtain it and reply within a reasonable time.

E. Communication through School Visitation

School Board members may visit schools from time to time and meet with
employees in the schools to discuss matters of interest or concern to employees. Such visits
and meetings should be scheduled in advance through the principal of the school.

F. Communication with Individual Board Members

Board members and employees share a common interest in education and in
school operation. Informal communication on matters of mutual interest and concern is
encouraged, except that discussions of personalities or personal grievances must be avoided.
Employees must remember that individual Board members have no authority or duty except as
members of the Board at a legally convened Board meeting or except as may be assigned to
them by the School Board as a whole. Therefore employees should not interpret informal
remarks of Board members as representing the official position of the Board or a firm position
of the Board member.

G. Complaints and Grievances

This policy is intended to provide means of communication between the School
Board and employees on matters of mutual concern and interest. It cannot be used in lieu of
or to supplement the complaint procedure of Policy §7-3 or the grievance procedures of Policy
§7-4.

Legal Reference: Va. Code §§ 22.1-71; 22.1-253.13:7(C)(1)

Adopted: 10/14/80
Revised: 8/13/85, 6/22/93
Current Revision: 9/28/10




POLICY §2-31

(@)
SCHOOL BOARD BYLAWS

COMMUNICATIONS

§2-31 Policy Manual

The School Board shall maintain and follow an up-to-date policy manual. All
policies shall be reviewed at least every five years and revised as needed or desired.

The policy manual shall include, but not be limited to:

1.

A copy of Title 22.1, Chapter 15, Article 3 of the Code of Virginia
concerning grievances, dismissals, etc. of teachers and the
implementation procedure prescribed by the General Assembly and the
State Board of Education;

A cooperatively developed procedure for personnel evaluation
appropriate to the tasks performed by those being evaluated;

A system of two-way communication between employees and the School
Board and its administrative staff whereby matters of concern can be
discussed in an orderly and constructive manner;

A procedure for the selection and evaluation of all instructional materials
purchased by the school division with clear procedures for handling
challenged controversial materials;

The standards of student conduct and attendance and enforcement
procedures designed to provide that public education be conducted in an
atmosphere free of disruption and threat to persons and property and
supportive of individual rights;

School-community communications and community involvement;
Guidelines to encourage parents to provide instructional assistance to
their children in the home, which may include voluntary training for the
parents of children in grades K through 3;

Information about procedures for addressing concerns with the school
division and recourse available to parents pursuant to the Code of Virginia
§ 22.1-87; and

Procedures to address complaints of sexual abuse of a student by a
teacher or other School Board employee.

(continued)
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§2-31 Policy Manual (continued)

A current copy of the policy manual including the Student Conduct Policy shall
be posted on LCPS' website and shall be available to employees and to the public. Printed
copies of such policies are available as needed to citizens who do not have online access. An
annual announcement shall be made at the beginning of the school year, and for parents of
students enrolling later in the academic year, at the time of enroliment, advising the public that
the policy manual is available online.

Legal Reference: Code of Virginia §22.1-253.13:7

Adopted: 6/22/93
Revised: 11/30/09



POLICY §2-32

(@)
SCHOOL BOARD BYLAWS

INTERNAL OPERATIONS

§2-32 School Attendance Zones: Policy and Process
A. Authority

The Loudoun County Public Schools is vested with the authority to
“provide for the consolidation of schools or redistricting of school boundaries or adopt
pupil assignment plans whenever such procedure will contribute to the efficiency of the
school division.” [Code of Virginia: Section §22.1-79 (4)]

B. Reasons for Considering Attendance Zone Adjustments

The School Board may change an attendance zone to maintain or improve
operating efficiency in order to maximize instructional effectiveness. In general,
adjustments may relieve facility crowding, better utilize existing space, avoid
underutilized facilities, mitigate the impact to schools created by demographic
imbalances and better allocate program resources and/or reduce operating costs.

C. Attendance Zone Change Process

At least annually, the Superintendent will evaluate whether or not
attendance zone changes are to be considered. Typically, the evaluation will take place
within the context of the Capital Improvement Program process, but changes may also
be recommended at any time to address overcrowding or other concerns. Attendance
zone changes may also be initiated at the direction of the School Board. When
conditions exist for school attendance zone changes, the Superintendent will
recommend to the School Board that options for change be developed. These options
will identify schools potentially affected by the attendance zone changes, the means by
which the public will be involved in the attendance zone change process and a calendar
for the attendance zone change process. The School Board will seek to encourage
public participation throughout this process and will hold at least one public hearing prior
to holding any work sessions regarding any attendance zone change recommendation.
The School Board will act on the Superintendent’s recommendation.

D. Factors Considered in Attendance Zone Changes

When changing school attendance zones, the School Board and the
Superintendent will consider, but not be limited to, the following criteria whenever
possible:

(continued)
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§2-32 School Attendance Zones: Policy and Process (continued)

1. Initial Considerations

a. Efficiency: Effective use of new and existing facilities

(1) Utilize projected student enroliment and facility capacity
as principle measures of determining efficient use of
educational facilities.

(2) Promote reasonable balancing of enrollment within the
school system to avoid over or underutilization of facilities
or equitable distribution of programs and resources.

(3) Minimize long-term use of mobile or modular classrooms
that cause a school to operate at more than its designed
core capacity.

(4) Minimize future capital and operational budget costs.

b. Proximity: Keeping students close to their schools

(1) Attendance zones shall be based upon geographic
proximity as measured by distance traveled using
established routes of transportation.

(2) Adjacent neighborhoods and communities to a school
should be given attendance priority to that school.

(3) Attendance zones should be contiguous and contain the
school, but recognizing there may be short-term
situations when this is unavoidable.

(4) Efforts will be made to encourage walking as the primary
means of transportation to a school and promote
reasonable walking zones in order to encourage healthier
students, promote a cleaner environment and reduce
transportation costs.

(continued)
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§2-32 School Attendance Zones: Policy and Process (continued)

c. Community:  Encouraging the link between schools and
communities

(1) Promote the concept of community schools in which the
school is in the community and the community is in the
school.

(2) Avoid splitting communities in order to underscore the
importance of cohesive communities in fostering
integrated learning and support environments for
students.

d. Demographics:
(1) Demographic characteristics of the students and

communities.

2. Further Considerations

a. Accessibility:

(1) The reasonable ability for students to attend a school
from all portions of the attendance zone, including factors
such as relative safety, travel time and overall effect on
traffic flow, should be considered.

(2) Natural and man-made barriers that may make
accessibility difficult, including rivers, commuting
corridors and major roads and intersections, should also
be considered.

b. Stability:

(1) Minimizing the number of repeated attendance zone
changes over a particular time period for a particular
school, student, neighborhood or community should be
encouraged.

(continued)
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§2-32 School Attendance Zones: Policy and Process

(2) Promote long-term attendance zone stability.

c. Cluster Alignment:

(1) The eventual alignment of elementary, middle and high
schools into cohesive operational clusters in which
students remain with their educational cohorts should be
encouraged.

(2) Establish a unified feeder system.

The School Board may consider any factors in making an attendance zone change. In
the exercise of its authority, the School Board recognizes that it may not be reasonably
practicable to reconcile each and every factor in any attendance zone change, but any
attendance zone plan adopted by the School Board should be based on the above
factors to the greatest extent possible.

Adopted: 9/25/2001
Current Revision: 2/23/2010
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REGULATION

§2-32 School Attendance Zones: Policy and Process

A. General

This regulation supplements Policy §2-32, School Attendance Zones:
Policy and Process by outlining the process which will be followed when a school
attendance zone change has been initiated.

B. Public Meeting Schedule for a School Attendance Zone Change Process

Prior to the start of an attendance boundary change or review, staff will
present to the School Board a list of schools that should be notified regarding an
upcoming school attendance zone change or review, based on School Board Policy §2-
32, School Attendance Zones: Policy and Process. The School Board will be able to
add or delete schools that should be included in the notification. Notification of a school
community does not indicate that the school’s attendance zone will change, only that
school attendance zones adjustments may be reviewed and/or proposed for the school.

The school attendance zone change process will follow the below outlined
public meeting schedule. All information associated with the school attendance zone
change will be posted on the LCPS website throughout the process.

School Board Attendance Zone Overview/Public Hearing

Staff will provide an overview of the attendance zone change process,
potential issues including school facility or programmatic modifications,
current and up to 10-year projected student enrollments and school
attendance zone suggestions. Following the overview, the School Board
will open the hearing for members of the public to provide comment and
input regarding the school attendance zones under review.

School Board Attendance Zone Work Session

School Board work session to discuss staff suggested school attendance
zone changes, including School Board modifications and/or changes to
school attendance zone plan(s).

(continued)
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§2-32

Issued: 2/23/10

REGULATION

School Attendance Zones: Policy and Process (continued)

Staff Briefing/School Board Public Hearing

Staff will brief the public and School Board on the School Board
attendance zone plan(s) currently being analyzed by the School Board.
Following the briefing, the School Board will open the hearing for
members of the public to provide comment and input regarding the School
Board attendance zone plan(s).

School Board Attendance Zone Work Session
School Board work session to refine School Board attendance zone

plan(s).

Staff Briefing/School Board Public Hearing

Staff will brief the public and School Board on the School Board attendance
zone plan(s) currently being analyzed by the School Board. Following the
briefing, the School Board will open the hearing for members of the public
to provide comment and input regarding the School Board attendance
zone plan(s).

School Board Attendance Zone Work Session
School Board work session to discuss final School Board attendance zone
plan(s) and/or alternatives.

School Board Public Hearing(s)

At least one public hearing will be scheduled for members of the public to
provide the School Board with input regarding the School Board’s
attendance zone plan(s).

School Board Recommendation

The School Board’'s attendance zone plan(s) will be placed on the next
available School Board agenda, as an Information Item, for review and
discussion.

School Board Action

The School Board’s attendance zone plan(s) will be placed on the next
available School Board agenda, as an Action Item, for review and
adoption.




POLICY §2-33
SCHOOL BOARD BYLAWS

INTERNAL OPERATIONS

§2-33 Naming Rights for School Facilities and Programs

School facilities such as gymnasiums, playing fields, libraries, science labs, etc.
and programs may be named for a term certain by the Loudoun County School Board in
recognition of significant educational contributions.

The Loudoun County School Board shall not sell the naming rights to any school
facility or program.

Adopted: 5/25/04
Confirmed: 3/22/11



POLICY §2-34

SCHOOL BOARD BYLAWS

§2-34 Petition for Court Review

Any parent, custodian, or legal guardian of a pupil attending Loudoun County
Public Schools who is aggrieved by an action of the School Board may, within thirty days after
such action, petition the circuit court to review the action of the School Board. The action of
the School Board shall be sustained unless the School Board exceeded its authority, acted
arbitrarily or capriciously, or abused its discretion.

Notice of this provision shall be included in the Students’ Rights and
Responsibilities handbook.

It also shall be included in any letter notification to a student or parent of a

decision by the School Board, or a committee thereof, made in accordance with the provisions
of Policy § 2-20 or § 2-27.

Legal Reference: Code of Virginia §§ 22.1-87 and 22.1-253.13:7

Adopted: 10/13/09
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POLICY §3-1
ADMINISTRATION
IN GENERAL

§3-1 Equal Opportunity

The School Board of Loudoun County affirms a commitment to the principle of
equal educational and employment opportunities for all people regardless of race, color, sex,
pregnancy, childbirth or related medical conditions, marital status, age, religion, national origin,
disability, or genetic information.

It is the express intent of the School Board of Loudoun County that every policy,
practice, and procedure shall conform to all applicable requirements of federal and state law.

Legal Reference: Code of Virginia § 2.2-3900

Adopted: 6/8/76
Revised: 6/22/93
Current Revision: 4/13/11



POLICY §3-2
ADMINISTRATION
IN GENERAL

§3-2 Sex Discrimination

In compliance with Title IX of the Educational Amendments of 1972, the School
Board of Loudoun County has adopted the following procedures for investigating sex
discrimination within the district.

A. Employees

Any employee who believes that, because of his or her sex, he or she has been
deprived of participation or benefits or was otherwise discriminated against shall follow the
Policies and Regulations of Loudoun County Schools in resolving such a complaint.

All employees will follow Policies §7-2, Sexual Discrimination/Harassment, §7-3
Complaints-Injury, Wrong, Unfairness and/or §7-4 Procedure for Adjusting Grievances in
communicating any complaint alleging non-compliance with Title IX.

B. Parents and Students

1. Any parent or student who believes that because of his or her sex, he or
she has been deprived of participation or benefits, or was otherwise
discriminated against shall discuss the alleged grievance with the
principal of the school involved within ten (10) working days following the
time when the parent or student gained knowledge of the occurrence.
The principal shall attempt to adjust the grievance and shall respond
verbally within five (5) working days of the discussion.

2. If the grievance is not resolved to the satisfaction of the affected party
through the procedure of paragraph 1, the aggrieved shall, within ten (10)
working days, submit such grievance, in writing, to the Title IX
Coordinator, the Assistant Superintendent for Personnel Services, for
his/her resolution. The Title IX Coordinator shall attempt to adjust the
grievance and shall reply in writing within fifteen (15) working days
following presentation of the grievance.

3. If the grievance is not resolved to the satisfaction of the affected party
through the procedures of paragraph 2, the aggrieved shall within five (5)
working days, submit such grievance in writing to the Division
Superintendent for his/her resolution. The Division Superintendent shall
reply in writing within fifteen (15) working days following presentation of
the grievance.

(continued)
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§3-2 Sex Discrimination (continued)

4. Any grievance of a parent or student that has been properly processed
through paragraph 3 and has not been settled at the conclusion thereof
may be appealed to the School Board by the aggrieved serving written
notice of his/her intention to appeal to the School Board within ten (10)
working days of the conclusion of paragraph 3. The School Board shall,
within twenty (20) working days, hold a hearing on such grievance. After
the close of the hearing, the Board shall, within five (5) working days,
issue a written decision and the decision of the School Board shall be
final.

NOTE: Working days as used in these procedures shall mean days in which the offices of the
School Board of Loudoun County are open to transact business.

Legal Reference: Code of Federal Regulations, 34 C.F.R. Part 106

Adopted: 6/8/76
Revised: 6/22/93
Current Revision: 4/13/11



§3-3
ADMINISTRATION
IN GENERAL

§3-3 Non-Discrimination on the Basis of Disability

No otherwise qualified disabled person shall, solely by reason of disability, be
excluded from participation in, be denied the benefits of, or otherwise be subjected to
discrimination under any program or activity which receives or benefits from federal financial
assistance. For purposes of this policy, a qualified disabled person shall be one who satisfies
the definition set forth in the Rehabilitation Act of 1973 and its implementing regulations.

The Assistant Superintendent of Pupil Services in designated as Coordinator for
the implementation of this policy.

The Division Superintendent shall adopt regulations to implement this policy.

Adopted: 6/25/91
Revised: 6/22/93
Current Revision: 7/1/97



§3-3

IN GENERAL

ADMINISTRATION

REGULATION

Non-Discrimination on the Basis of Disability

Hearing Procedures

1.

Issues Giving Rise to a Hearing

A hearing may be requested by any current student or employee over any
complaint alleging discrimination based on disability, including complaints
concerning the identification, evaluation, and educational placement of
students.

Requesting a Hearing

Requests for hearings shall be made in writing and directed to the
Coordinator. A hearing must be requested within ninety (90) days of the
dispute giving rise to the hearing.

Appointment of a Hearing Officer

A hearing officer will be appointed on a rotating basis by the Coordinator
from the list of special education hearing officers maintained by the
Supreme Court of Virginia. The hearing officer must be appointed within
one week of receipt of a request for a hearing.

Pre-hearing Procedures

1.

The hearing officer is responsible for the following matters prior to the
hearing:

a. Scheduling the hearing date and location and notification to the
parties.

b. Ascertaining whether the parties will be represented at the hearing.

C. Ascertaining whether the hearing will be open or closed.

d. Insuring that the hearing is accurately recorded either by recording

equipment or by a court reporter.

A list of documents and witnesses must be exchanged by the parties one
week prior to the hearing and copies provided to the hearing officer.

(continued)
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ADMINISTRATION

REGULATION

§3-3 Non-Discrimination on the Basis of Disability (continued)

3. Pre-hearing conferences should be held, if appropriate.
C. Hearing Procedures
1. The parties have the following rights in a hearing:
a. to be represented by counsel;
b. to present evidence and cross-examine witnesses;
C. to prohibit the introduction of evidence that has not been disclosed
in advance;
d. to obtain a copy of the transcript or a tape recording of the hearing
(the cost of the transcript to be borne by the requesting party).
2. For hearings requested on behalf of students, the student may attend the
hearing.
3. The hearing officer shall insure in connection with the hearing the

following matters:

a.

b.

An atmosphere conducive to impartiality and fairness.

The appointment of a surrogate parent by the school division, if
appropriate, pursuant to the regulations adopted by the State
pursuant to the Education of All Handicapped Children Act.

Maintenance of an accurate record of the proceedings.

Issuance of a written decision to all parties setting forth findings of
fact and conclusions of law based on the evidence presented in
the hearing.

The decision must be issued within forty-five (45) calendar days of

receipt of the request for a hearing, unless continued for good
cause at the request of a party.

(continued)
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REGULATION
§3-3 Non-Discrimination on the Basis of Disability (continued)
f. Assignment of the burden of proof to the party requesting a change

in the status quo.

g. The hearing officer shall hold all records for thirty (30) days after
issuance of a decision. In the event an appeal is noted, the
Coordinator will advise the hearing officer of the name and
address of the reviewing officer. The hearing officer shall transmit
the record to the reviewing officer within three (3) days of the
request. In the event no appeal is made, the hearing officer shall
return the record to the Coordinator.

D. Review Procedure

1.

An appeal may be noted by an aggrieved party by filing a written notice
with the Coordinator within thirty (30) days of the date of the decision
issued by the hearing officer.

A reviewing officer must be appointed by the Coordinator from the same
list from which the initial hearing officer was appointed and within one
week of receipt of the request for review.

The reviewing officer shall:

a. examine the record of the hearing;

b. seek additional evidence, if necessary;

C. afford the opportunity for written or oral argument;

d. advise the parties of the right to be represented by counsel during

the review proceedings; and
e. issue a written decision.
The reviewing officer shall uphold the initial decision unless it is found to

be arbitrary or capricious, contrary to law, or not supported by substantial
evidence.

(continued)
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§3-3 Non-Discrimination on the Basis of Disability (continued)

5. The reviewing officer's decision must be issued within thirty (30) days of
receipt of the request for an appeal, unless continued for good cause at
the request of a party. A copy of the decision must be sent to all parties.

6. The record of the administrative hearing shall be sent by the reviewing
officer to the Coordinator upon the issuance of the decision.

7. The Coordinator is responsible for maintaining all records of hearings and
transmittal to court in the event of judicial proceedings.

E. Identification, Evaluation and Placement Procedure for Students

1. General

The Assistant Superintendent of Pupil Services is responsible for locating
and identifying disabled students. In furtherance of this policy the
Coordinator shall insure:

a. Disabled students are located.

(1) Efforts are to be made annually to locate and identify
qualified disabled persons residing in the school division
who are not receiving a public education presently.

(2) Notice of the availability of services and the types and
location of services should be sent to nearby private
schools, pediatricians and the Health Department.

b. Parents or guardians of the disabled are to be given notice of their
rights.

(1) Parents or guardians of the disabled are notified of their
rights at least annually and, in all cases, prior to evaluation
and placement.

(2)  Parents or guardians of the disabled are to be notified of
their rights prior to any significant change in placement.

(continued)
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§3-3 Non-Discrimination on the Basis of Disability (continued)

Appropriate educational opportunities are to be made available to
disabled students.

(1)  Each qualified disabled student is entitled to a free
appropriate public education.

(2) To the maximum extent appropriate, the disabled student
shall be educated with the non-disabled.

(3)  Evaluations of the student are to be made prior to providing
services.

(4) Periodic reevaluations are to be made when necessary and,
in every case, prior to a significant change in program.

Hearing procedures must be available in the event of a dispute.
The School Board or parents or guardians may request a hearing
over disputes concerning the identification, evaluation or
educational placement of persons who because of disability need,
or are believed to need, special instruction or related services.
Procedural safeguards shall include notice of:

(1)  the right of access to educational records; and

(2)  the availability of an impartial hearing.

2. Identification and Evaluation of Students

a.

Those of school age residing in the school division suspected of
being disabled shall be referred to the Coordinator.

The Coordinator shall see that an evaluation of the student's
educational needs is made if it appears that the student might be
disabled.

(continued)
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§3-3

(f)
ADMINISTRATION

REGULATION

Non-Discrimination on the Basis of Disability (continued)

C.

The evaluation may consist of the following written components:
(1)  medical

(2)  psychological

(83)  educational

(4)  socio-cultural

(5) others as appropriate to the student's suspected disability.
Tests utilized for the evaluation process must be properly
validated, administered by trained personnel, and assess areas of

education needs.

The evaluation and identification process must be completed within
sixty-five (65) administrative working days of the referral.

Following completion of the evaluations, a Section 504 Evaluation
Committee shall meet. The Evaluation Committee shall be
composed of individuals who represent the various evaluation
components and others as designated by the Coordinator. Some
of the members must be familiar with the student.

The parents shall be encouraged to present information relevant
to the identification issue for consideration by the Evaluation
Committee.

The Section 504 Evaluation Committee is responsible for
determining the following:

(1)  whether the student is disabled;
(2) the type of disability; and

(3) the effect of any disability on the student in the school
setting.

(continued)
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§3-3 Non-Discrimination on the Basis of Disability (continued)

Minutes of the Section 504 Evaluation Committee meeting shall be
maintained setting forth the justification for the decision.

Parents may be invited, in the discretion of the Coordinator, to
attend the Section 504 Evaluation Committee meeting.

3. Placement of Students

a.

Issued: 6/25/91
Revised: 6/22/93
Current Revision: 7/1/97

For students who are identified as disabled by the Section 504
Evaluation Committee, a Section 504 Educational Plan ("Section
504 Plan") shall be developed to incorporate the services that the
student needs in the educational setting.

The Section 504 Plan shall be developed with the participation of
the parent, a school administrator, and a teacher.

If the parent attends the Section 504 Evaluation Committee
meeting, the Section 504 Plan may be developed at that time by
the Evaluation Committee.

The Section 504 Plan must be developed within thirty (30) days of
identification of the student by the Section 504 Evaluation
Committee.

No placement in special services may be made prior to the
development of the Section 504 Plan.

Changes in placement for identified disabled students which result
from disciplinary action shall be handled pursuant to the
procedures utilized for students identified as disabled under the
EHA.



POLICY §3-4
ADMINISTRATION
IN GENERAL

§3-4 Wellness

Loudoun County Public Schools will promote practices that enhance students’
and employees’ health, safety, and well-being; that support safe learning and working
environments; and that improve nutrition and promote physical fitness through lifetime
activities. These practices shall include goals to improve nutrition education and other
school based activities designed to promote student wellness.

In order to promote student health and reduce childhood obesity, foods made
available on campus will comply with applicable USDA regulations. Guidelines for
reimbursable school meals shall not be less restrictive than the requirements of the Child
Nutrition Act and National School Lunch Act.

The implementation of this policy shall be measured through periodic reports by
appropriate staff as designated by the Superintendent.

Adopted: 4/4/2006
Confirmed: 11/10/09



§3-6
ADMINISTRATION

DIVISION SUPERINTENDENT

§3-6 Appointment

The Division Superintendent shall be appointed by the School Board from the list
of eligibles certified by the State Board of Education. The contract terms of all division
superintendents shall expire on June 30. The Division Superintendent shall serve an initial
term of not less than two years nor more than four years. At the expiration of the initial term,
the Division Superintendent shall be eligible to hold office for a term specified by the School
Board not to exceed four years.

The School Board shall appoint the Division Superintendent within sixty days
before March 1 of the year the incumbent's term expires or within 180 days after a vacancy
occurs other than the expiration of term. If the School Board fails to appoint a person within
120 days of a vacancy occurring other than by expiration of term, it must submit a written
report to the Superintendent of Public Instruction demonstrating its timely efforts to make an
appointment.

In the event that the School Board fails to appoint a Division Superintendent
within the time allowed, the State Board of Education shall make an appointment.

Legal Reference: Code of Virginia §§22.1-59, 22.1-60, 22.1-61

Adopted: 6/22/93



§3-7
ADMINISTRATION
DIVISION SUPERINTENDENT
§3-7 Oath
Before entering upon the duties of office, the Division Superintendent shall take
and subscribe the oath prescribed for an officer of the Commonwealth, and a certificate of the

clerk of the court in which the oath is administered setting forth the qualification and its record
shall be furnished to the Superintendent of Public Instruction.

Legal Reference: Code of Virginia §22.1-64

Adopted: 6/22/93
Current Revision: 1/22/2001



§3-8
ADMINISTRATION
DIVISION SUPERINTENDENT
§3-8 Punishment
The Division Superintendent may be assessed a reasonable fine, suspended
from office for a limited period, or removed from office by either the State Board of Education
or the School Board for sufficient cause. The Division Superintendent may appeal such fine,

suspension, or removal from office and shall be entitled to a trial de novo on such appeal of
whether there was sufficient cause therefore.

Legal Reference: Code of Virginia §22.1-65

Adopted: 6/22/93



§3-9
ADMINISTRATION

DIVISION SUPERINTENDENT

§3-9 Expenses

The School Board shall provide for the necessary traveling and office expenses
of the Division Superintendent, who shall keep detailed records of such expenses.

Legal Reference: Code of Virginia §22.1-67

Adopted: 6/22/93



§3-10
ADMINISTRATION
DIVISION SUPERINTENDENT
§3-10 Records
The Division Superintendent shall ensure that an accurate record of all receipts

and disbursements of school funds and all statistical information required by the State Board
of Education is kept.

Legal Reference: Code of Virginia §22.1-68

Adopted: 6/22/93



§3-11
ADMINISTRATION
DIVISION SUPERINTENDENT

§3-11 To Attend Meetings of School Board

The Division Superintendent or, in his/her absence or inability to attend, a person
designated by him/her and approved by the School Board shall be present at all meetings of
the School Board except that, on affirmative vote of a majority of the members of the School
Board, attendance of the Division Superintendent or his/her designee may be dispensed with
at a special meeting of the School Board. If matters pertaining to the Division Superintendent
personally are under discussion at any such meeting, he/she shall remain subject to the call
of the School Board.

Legal Reference: Code of Virginia §22.1-69

Adopted: 6/22/93



§3-12
ADMINISTRATION
DIVISION SUPERINTENDENT

§3-12 Powers and Duties

The Division Superintendent is a supervising official who exercises powers
involving a considerable degree of judgment and discretion. He/She is charged with
performing duties prescribed by law, by the School Board and by the State Board of Education.
In addition, he/she is charged with seeing that the actions and intentions of the School Board
are carried out. He/She must carry out these policies of the School Board and is authorized
to supplement them with regulations where necessary.

The other administrators and supervisors derive their authority from the Division
Superintendent and carry out the duties assigned by him/her or the School Board.

Legal Reference: Code of Virginia §22.1-70

Adopted: 6/22/93



§3-13
ADMINISTRATION
DIVISION SUPERINTENDENT

§3-13 Evaluation

The Division Superintendent shall be evaluated on an annual basis in
accordance with Section 22.1-60.1 of the Code of Virginia. The Loudoun County School Board
shall use the Guidelines for UNIFORM PERFORMANCE STANDARDS and Evaluation Criteria
for Superintendents. (Division of Teacher Education and Licensure, Virginia Department of
Education) The School Board may add any additional criteria as deemed appropriate.

Adopted: 3/13/2001
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POLICY §4-1
BUSINESS
INCOME
§4-1 Tuition Fees
The tuition cost for out-of-state students shall not exceed the total per capita cost
of education, exclusive of capital outlay and debt service for Loudoun County Public Schools
as referenced in the State Code of Virginia 22.1-5.
The tuition cost for out-of-county Virginia students admitted to Loudoun County
Public Schools as provided in School Board Policy §8-21, shall be based on the State

calculation of local share of revenue divided by the adjusted average daily membership.

Data required for this calculation shall be obtained from the Annual School
Report submitted to the Commonwealth of Virginia each year.

Legal Reference: Code of Virginia § 22.1-5

Adopted: 8/11/70
Revised: 8/3/73, 7/13/76, 5/10/94, 1/9/07
Confirmed: 10/13/09




POLICY §4-6

BUSINESS
FUNDS

§4-6 Insurance Management

The School Board shall maintain such insurance on school property, including
vehicles, as it deems necessary or as is required by law. The Board may provide liability
insurance, or may provide self-insurance, for certain or all of its officers and employees and for
student teachers and other persons performing functions or services for any school in the
school division regardless of whether payment is made for such functions or services. Such
insurance, including workers’ compensation and all property and casualty insurance, shall be
placed with insurance companies authorized to do business in Virginia or provided by
insurance pools, groups, or self-insured programs authorized by the state Bureau of Insurance.

The Assistant Superintendent of Business & Financial Services shall be
responsible for administering the insurance program for the School System. The School Board
shall approve the insurance carrier(s).

Legal Reference: Code of Virginia §§22.1-84; 22.1-188 through 22.1-198

Adopted: 8/11/70
Revised: 5/10/94, 7/1/97
Current Revision: 5/25/10




POLICY §4-7
(@)
BUSINESS
FUNDS

§4-7 Fiscal Responsibility

The purpose of this policy is to ensure that a high level of fiscal
responsibility and controls are maintained for funds entrusted to the Loudoun County
Public Schools. To accomplish this purpose with effective and efficient operating
procedures as defined in the “Business and Financial Services Procedures Manual” and
the “Loudoun County Public Schools School Activity Funds Administrative and
Accounting Manual”.

The Superintendent and the Assistant Superintendent for Business and
Financial Services, as the Chief Financial Officer of the school system shall ensure that
a high level of fiscal responsibility and controls are maintained for funds entrusted to the
Loudoun County Public Schools. The Superintendent shall designate account
managers with budget accountability through the designated reporting relationship to
the Superintendent of Schools.

The fiscal controls developed by the Assistant Superintendent for
Business and Financial Services and the Superintendent shall ensure that the School
Board will not expend or contract to expend, in any fiscal year, any sum of money in
excess of the funds appropriated for school purposes for that fiscal year without the
consent of the governing body (Board of Supervisors) appropriating funds to the School
Board.

The annual budgetary appropriations for the Operating, Food Services,
Capital Improvement, and Capital Asset Preservation funds are the basis for the
operation of the school system.

Financial controls and fiscal reporting shall conform to the laws of the
Commonwealth of Virginia Generally Accepted Accounting Principles (GAAP) as
promulgated by the Government Accounting Standards Board (GASB), the Auditor of
Public Accounts of the Commonwealth of Virginia (APA) and local policy.

(continued)



POLICY §4-7
(b)
BUSINESS
FUNDS

§4-7 Fiscal Responsibility (continued)

Operating budget transfers in excess of $50,000 that deviate from the
purpose designated by the School Board in the appropriated Operating Budget shall be
submitted for consideration to the Finance & Facilities Committee and for final approval
by the School Board. The Assistant Superintendent for Business and Financial
Services may transfer funds as required during the year end closing process. Such
transfers shall be reported to the Superintendent and the School Board at the August
meeting of the Finance & Facilities Committee and the full School Board in August at its
regular August meeting. All supplemental appropriation requests shall be approved by
the School Board prior to Board of Supervisor action.

The Assistant Superintendent for Business and Financial Services shall
insure that a position control system is maintained and that a budgeted position exists
for all newly hired full time personnel. Subsequent to the School Board adopting the
budget, the Superintendent may authorize additional positions. Such changes shall be
reported to the School Board through the Finance & Facilities Committee.

Legal reference: Code of Virginia § 22.1-91

Adopted: 1/9/07
Revision: 10/13/09



POLICY §4-8
BUSINESS
FUNDS

§4-8 Annual Operating Budget

Budget Development

1. The Superintendent shall prepare, and with the approval of the School
Board, submit to the governing body (Board of Supervisors), by the date specified in §15.2-
2503 of the Virginia Code, the estimate of the amount of money deemed to be needed during
the next fiscal year for the support of the public schools of the school division. The estimate
shall set up the amount of money deemed to be needed for each major classification
prescribed by the Board of Education and such other headings or items as may be necessary.

2. It shall be the policy of the Loudoun County Public Schools to prepare a
budget annually that reflects the estimated amount of money deemed needed to support the
public schools of the school division during the next fiscal year.

3. The Superintendent shall establish regulations in conjunction with the
Assistant Superintendent for Business and Financial Services to implement this policy for
periodic review of the current budget to include statements and analyses of all funds.

Adopted: 1/9/07
Revised: 10/13/09



BUSINESS
FUNDS
REGULATION
§4-8 Annual Operating Budget
A. Budget Development
1. A budget preparation manual shall be prepared annually. The manual

shall prescribe procedures for the orderly development and approval of the budget. It will be
used by account managers in preparing budget requests. The annual budget development will
consider salary and benefit savings resulting from normal workforce turnover (lapse and
turnover).

2. The budget documents shall include a description of the planned programs
and activities of the school division and shall express requirements in terms of both human and
financial resources.

3. The Operating budget shall be developed incorporating operating costs
associated with capital projects as approved in the Capital Improvement Program.

B. Review of the Budget

1. The School Board shall approve an annual board calendar including public
hearings on the Superintendent’s proposed budget, review the budget in detail in a series of
workshops open to the public, and adopt a budget request for submission to the Loudoun
County Board of Supervisors.

C. Periodic Financial Reports

1. Initial Budget Review — Monthly financial reports as of the end of October
shall be the basis for the initial budget review each year. Revenue and expenditure
adjustments from the approved budget may result from variances between projected and
actual school membership, carryover funding from open encumbrances and grants from the
prior fiscal year, and supplemental appropriations. A report (see attached sample report) of
the adjustment items to the revised appropriated budget will be provided to the School Board in
the initial review.

2. Third Quarter Review — Monthly financial reports as of the end of March
shall be the basis for the third quarter budget review. A report of revenue and expenditure
variances shall be provided to the School Board in the third quarter budget review (see
attached sample report).

(continued)



BUSINESS
FUNDS
REGULATION
§4-8 Annual Operating Budget (continued)
3. Final Budget Review — An annual notice containing the year-end calendar

shall be published to advise account managers of deadlines for submitting routine orders for
materials and services and for processing budget adjustments. This schedule will facilitate
closeout of all budget accounts. Orders encumbered prior to the deadline will be carried over
into the next fiscal year along with appropriated funds to cover the encumbrance. A report of
revenue and expenditure variances (see attached sample report) will be provided to the School
Board in the final budget review.

Legal Reference: Code of Virginia § 22.1.92

Issued: 1/9/07
Revised: 2/12/08



POLICY §4-9
BUSINESS

FUNDS

§4-9 Petty Cash

Petty cash funds are permitted and regulated by state law as referenced by
Virginia State Code 22.1-123; 15.2-1229; 2.2-1824. The State regulations provide the
following stipulations:

e Maximum dollar limit
e Surety bond coverage for every employee handling the fund
¢ Requirement for School Board approval for the reimbursement of this fund

Acceptable accounting procedures must be followed to maintain the fund, and
adequate control and security must be provided.

Legal Reference: Code of Virginia §§ 22.1-123; 15.2-1229; 2.2-1824

Adopted: 8/3/73
Revision: 5/10/94, 1/9/07
Confirmed: 10/13/09




§4-10

BUSINESS
FUNDS
§4-10 Capital Improvement Program
A. The superintendent shall prepare, and with the approval of the School

Board, submit to the governing body (Board of Supervisors), by the date specified in §15.2-
2503 of the Virginia Code, the estimate of the amount of money deemed to be needed for the
Capital Improvements Program of the school division.

B. The Capital Improvement Program budget shall provide a multi-year
forecast by which the facilities required to support educational programs are planned, financed,
and constructed. The projects shall be based on educational program requirements, School
Board approved educational policy standards, and the adequacy of existing facilities to
accommodate present and proposed educational programs. Student enroliment and county
population trends will be incorporated in project recommendations.

C. The Superintendent shall make a recommendation to the School Board to
close completed capital projects. This recommendation shall be submitted to the School Board
two years following the school opening for students, with an interim report to the school board
one year following the opening of the school for students.

D. The School Board will approve surplus capital funds to be returned to the
County.

Adopted: 1/9/07



POLICY §4-11
BUSINESS
FUNDS

§4-11 Student Activity Funds

The purpose of this policy is to ensure that adequate fiscal responsibility and
control are maintained for funds entrusted to the Loudoun County Public Schools with effective
and efficient operating procedures as defined in the Business and Financial Services
Procedures Manual and the Loudoun County Public Schools School Activity Funds
Administrative and Accounting Manual.

A. Fiscal Responsibility

Student Activity Funds are all funds received from extra-curricular school
activities, such as athletics, club dues, fund raisers, pictures, yearbooks, etc. Each school shall
keep an accurate and complete record of all receipts and disbursements so that a clear and
concise statement of the condition of each fund may be determined at all times. It shall be the
duty of each principal to ensure that such records are maintained in accordance with the
guidelines set forth in the Loudoun County Public Schools Student Activity Funds
Administrative and Accounting Manual. The principal or person designated by him/her shall
perform the duties of the school finance officer or central treasurer.

B. Investments:

Each Loudoun County Public School shall be required to establish a checking
account at a local bank near their respective school for the purpose of administering the
transactions of their school activity funds. The School Board authorizes the Principal to open
a savings account, money market account, or a certificate of deposit insured by the Federal
Deposit Insurance Corporation (FDIC) in the name of the school if the Principal determines in
cooperation with Assistant Superintendent for Business and Financial Services that there are
idle funds at the school. The School Board does not permit the Principal to maintain any other
types of investments.

C. Annual Audit:

An annual audit of these funds shall be performed by an independent audit firm
appointed by the School Board.

Legal Reference: 8VAC20-240-10, et seq.

Adopted: 8/11/70
Revised: 5/10/94, 1/9/07
Current Revision: 10/13/09




POLICY §4-12

BUSINESS
FUNDS
§4-12 Procedures for Reporting and Investigating Fraud and Embezzlement
A. Roles and Responsibilities

1. Management: Account Managers of LCPS shall be familiar with the
content of this Regulation and the types of improprieties that could occur within their areas of
responsibilities. Account Managers shall also be responsible for implementing required
procedures to assure the safety and security of LCPS’ assets, revenue and financial data.
Any irregularity that is detected or suspected shall be reported immediately to their Supervisor
and the Director of Financial Services.

2. All Employees: Any employee who has knowledge of an occurrence of
employee fiscal dishonesty, theft or fraud, shall notify their immediate supervisor. The
supervisor should contact the Principal or Department Head, who will then contact the Director
of Financial Services. Any employee may contact the Director of Financial Services directly if
the situation warrants.

3. Department of Business and Financial Services: The Assistant
Superintendent for Business and Financial Services, as the chief financial officer, is charged
with stewardship of the cash assets of the school system. This Department shall be
responsible for establishing and monitoring internal controls over cash management that will
detect or prohibit fraud and embezzlement.

4. Risk Management: When there is suspected fraud, embezzlement or
fiscal dishonesty, the Office of Financial Services will immediately notify the current
commercial crime insurer of a possible loss situation.

5. Law Enforcement Agency: When there is suspected fraud, embezzlement
or fiscal dishonesty, the Department of Business and Financial Services will contact the
appropriate law enforcement agency for conducting a criminal investigation.

Adopted: 1/9/07
Revised: 10/13/09



POLICY §4-20

BUSINESS
INVENTORY
§4-20 Inventory
A. Capitalized Assets

All LCPS furniture and equipment purchases valued at $5,000 or more shall be
recorded in the fixed asset system. Donations or purchases with funds provided from sources
other than Loudoun County Public School funds must be reported to the Division of
Accounting. The building administrator is responsible for the capital assets assigned to his/her
school, or administrative office(s).

The Division of Accounting shall transmit a capitalized asset report to each
building administrator at least once a year. That report shall be reviewed for completeness and
accuracy by the building administrator, noting any changes and returned to the Division of
Accounting. An examination of the capitalized fixed assets is included in the scope of the
annual audit performed by the independent audit firm appointed by the Board of Supervisors.

B. Other Inventory

The building administrator is responsible for the accurate inventory of all
audiovisual equipment, textbooks, library books, cafeteria commodities, technology including
computers, printers and furniture regardless of value. Various federal, state and local reports
require this information periodically.

The Division of Accounting is responsible for the input to the master capitalized
assets file and for the accuracy of the data generated from the file.

Adopted: 8/3/73
Revision: 5/10/94, 1/9/07
Confirmed: 10/13/09




POLICY §4-22
BUSINESS

TECHNOLOGY

§4-22 Technology Use, Management & Support

It is the policy of the Loudoun County Public Schools to put in place regulations
and procedures to address the proper use, management, security and support of all
technology used across the School Division. The regulations and procedures shall
cover all employees, students, and agents acting on behalf of the School Division.

Adopted: 1/12/10



POLICY §4-23
BUSINESS
PURCHASING

§4-23 Authority and Responsibility

It is the intent of the Loudoun County School Board to obtain high quality goods
and services at a reasonable cost and to conduct its purchasing procedures in a fair and
impartial manner without impropriety or the appearance of impropriety. Maximum feasible
competition will be sought, giving all qualified vendors access to School Board business with
no offeror arbitrarily or capriciously excluded.

The provisions of the Virginia Public Procurement Act, as amended from time to
time, which are mandatory for school divisions are hereby incorporated and adopted as the
policy of the Loudoun County School Board.

The Purchasing Agent shall serve as the principal purchasing official for Loudoun
County Public Schools and shall be responsible for the procurement of goods and services,
with the exception of construction, the responsibility for which shall reside with the Assistant
Superintendent for Support Services. The Purchasing Agent shall be appointed, supervised
and subject to the direction of the Division Superintendent or his/her designee.

All contact between offerors or prospective offerors shall be only with the
Purchasing Agent or other designated employee of the Loudoun County School Board. No
offeror or potential offeror shall initiate or engage in any discussions with any other employee
of the School Board or any member of the School Board while a solicitation is outstanding
concerning the contents of such solicitation or with the intent to influence or interfere with the
contract award authorized by and described in such solicitation. A violation hereof may result
in a disqualification of such offeror.

Legal References: Code of Virginia §§ 2.2-4300; 2.2-4302; 2.2-4343

Adopted: 5/10/94
Current Revision: 1/9/07
Confirmed: 10/13/09



POLICY §4-24
(@)

BUSINESS
PURCHASING
§4-24 Methods of Procurement
A. Cooperative Purchasing

For the purpose of increasing efficiency and/or reducing administrative expenses,
the Loudoun County School Board may join and participate in cooperative procurement
agreements with one or more other public bodies or agencies of the United States.

The Loudoun County Public Schools may participate in or purchase goods and
services through contracts awarded by other governmental bodies when it is determined by the
Purchasing Agent that such use is in the best interest of Loudoun County Public Schools and
the contract is based on competitive principles.

B. Competitive Sealed Bidding and Competitive Negotiation

Except as permitted by law, contracts with non-governmental contractors for the
purchase or lease of goods or services which in the aggregate are $50,000 or more shall be
awarded after competitive sealed bidding or competitive negotiation conducted by the
Purchasing Office or in the case of construction by the Construction Office.

In the formal bid process the Purchasing Office will work with the user
department in the specification writing, bid analysis and award recommendation.

C. Small Purchases

Purchases of less than $50,000 but for $30,000 or more shall require the written
informal solicitation of a minimum of four bidders or offerors.

Purchases of less than $30,000 but $15,000 or more will be made by solicitation
of informal bids or quotations, preferably in writing, from three or more sources, if available, by
the user department.

The splitting of a known requirement for like items into two or more purchases for

the purpose or with the intention of circumventing the purchasing procedures is strictly
prohibited.

(continued)



POLICY §4-24
(b)
BUSINESS
PURCHASING

§4-24 Methods of Procurement (continued)

Procurement Cards may be used as a means of efficiency to purchase goods
which fall into the “Small Purchase” category as outlined in this policy. The Procurement card
is not intended to replace the standard Purchase Order procedures but rather enable LCPS to
procure items which are not normally requisitioned in large quantity or stocked in a consumable
inventory in an efficient manner. Procurement cards are to be used in accordance with
established provisions of the Virginia Public Procurement Act and School Board policy.

D. Sole Source Procurement

Sole source procurement may be made without formal sealed bidding or
competitive negotiation on the basis of a written determination that only one source is
practicably available. Notice will be posted on designated bulletin boards at the Administration
Building on the day the contract is awarded or the decision to award is announced, whichever
occurs first.

E. Emergency Procurement

Emergency procurement may be made without formal sealed bidding or
competitive negotiation with a written determination of the basis for the emergency,
identification of what is being procured, the contractor selected, and the date of the contract
award. Notice will be posted on designated bulletin boards at the Administration Building on
the day the contract is awarded or the decision to award is announced, whichever occurs first,
or as soon thereafter as is practicable.

F. Public Auction

The School Board authorizes staff to purchase goods, products or commodities
from various public auction sales in an effort to secure such items at a savings when compared
to the acquisition of the same or similar new items. Such purchases shall be made if it is
deemed to be in the best interest of the public to do so, within budget, and set forth in writing.

(continued)



POLICY §4-24
()

BUSINESS
PURCHASING
§4-24 Methods of Procurement (continued)
G. Barter

In the event LCPS procures equipment, services, or leases valued in excess of a
fair market value of $50,000 by means of barter, credit or exchange; all such transactions shall
be reported to the School Board.

Legal References: Code of Virginia §2.2-4303, §2.2-4304

Adopted: 5/10/94, 3/24/98, 1/9/07
Current Revision: 3/9/10




POLICY §4-26
(@)

BUSINESS
PURCHASING

§4-26 Remedies in Bids and Awards

The Loudoun County School Board requires that all bids be conducted in a fair
and impartial manner. All qualified bidders shall have access to public business and have a
means to appeal or protest any complaint.

An appeal or protest shall be submitted within ten days of the award or the
announcement to award, whichever occurs first, to the Division Superintendent, as the
designee of the School Board, who will review the matter and provide a written determination
within ten days. This decision shall be final unless within ten days the bidder or offeror
institutes legal action as provided in Section §2.2-4364 of the Code of Virginia.

A. Withdrawal of Bid Due to Error

A bidder may withdraw his/her bid from consideration if the price bid was
substantially lower than the other bids due solely to a mistake therein, provided the bid was
submitted in good faith, and the mistake was a clerical mistake as opposed to a judgment
mistake, and was actually due to an unintentional arithmetic error or an unintentional omission
of a quantity of work, labor or material made directly in the compilation of a bid, which can be
clearly shown by objective evidence drawn from inspection of original working papers,
documents and materials used in the preparation of the bid sought to be withdrawn. The
following procedure shall be used to request withdrawal of a bid: Requests shall be submitted
and delivered to the Purchasing Agent or his/her representative in writing. For construction
bids, the bidder shall give notice in writing of his/her claim of right to withdraw his/her bid within
two business days after conclusion of the bid opening. Bidders for other than construction
contracts shall give notice in writing of his/her claim of right to withdraw his/her bid within ten
business days after the bid opening.

The Division Superintendent shall make the decision as to whether the bid may
be withdrawn on contracts of less than $100,000. On contracts of $100,000 or more the
School Board will make the determination. A decision denying withdrawal of bid shall be final
and conclusive unless the bidder appeals the decision within ten days after receipt of the
decision by instituting legal action as provided in Section §2.2-4364 of the Code of Virginia.

(continued)



POLICY §4-26
(b)

BUSINESS
PURCHASING

§4-26 Remedies in Bids and Awards (continued)

If a bid is withdrawn under the authority of this section, the lowest responsive and
responsible remaining bid shall be deemed to be the low bid. No bidder who is permitted to
withdraw a bid shall, for compensation, supply any material or labor to or perform any
subcontract or other work agreement for the person or firm to whom the contract is awarded or
otherwise benefits, directly or indirectly, from the performance of the project for which the
withdrawn bid was submitted.

B. Determination of Non-responsibility

Any bidder who, despite being the apparent low bidder, is determined notto be a
responsible bidder for a contract which is less than $100,000 shall be notified in writing by the
Division Superintendent. If the contractis $100,000 or more, the School Board shall make the
determination of non-responsibility. In any case such notice shall state the basis for the
determination, which shall be final unless the bidder within ten days institutes legal action as
provided in Section §2.2-4364 of the Code of Virginia.

C. Debarment

For unsatisfactory performance of a contract, a contractor may be debarred for
specified periods of time from contracting for particular types of supplies or services. The
Purchasing Agent will provide written notice of debarment to the contractor setting forth the
reasons and period of time.

All rights of bidders, offerors, or contractors shall be governed by the Code of
Virginia.

Legal References: Code of Virginia §§ 2.2-4330; 2.2-4358; 2.2-4360

Adopted: 5/10/94
Revised: 1/9/07
Confirmed: 10/13/09



POLICY §4-30
BUSINESS
PURCHASING

§4-30 School Board Contract Approval

Procurement of goods and services in excess of fifty thousand dollars ($50,000),
and construction projects in excess of one hundred thousand dollars ($100,000), or
procurements considered of special interest will be presented to the School Board for award.
The Purchasing Agent shall make all other awards that are within budget in accordance with
applicable policies and laws.

A contract may include provisions for modification (change orders) of the contract
during performance. A fixed price contract may not be increased by more than 25% of the
amount of the contract or $50,000, whichever is greater, without the advance approval of the
School Board. No change order is permitted to relieve a vendor from any error made in the bid
or proposal. A listing of all change orders shall be given to the School Board on a periodic
basis.

Legal Reference: Code of Virginia § 2.2-4309 A

Adopted: 5/10/94
Revision: 3/24/98, 1/9/07
Confirmed: 10/13/09
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POLICY §5-1

INSTRUCTION

IN GENERAL

§5-1

Philosophy
MISSION STATEMENT

The Loudoun County Public Schools are places where students receive a quality

education in an environment which promotes individual growth and initiative. The staff works with the
family and the community to foster students' intellectual, physical, social, moral, and ethical
development consistent with the needs of productive citizens. A central element in this mission is to
prepare students to live full and useful lives and to work confidently and cooperatively through
democratic institutions to improve the quality of life for all people by:

1.

Adopted:
Revised:
Confirmed:

Sustaining a school climate where academic achievement is valued, acknowledged,
and advanced by the staff and parents and pursued with vigor by the students;

Creating a school climate which promotes strong positive self-concepts and generates
interventions to ensure the continued personal growth of each student;

Securing a well qualified school staff whose role, central to the education of the
children, is recognized and respected, and whose productive service will be
acknowledged through continued support, fair compensation, and appreciation;

Teaching a curriculum of comprehensive studies in the elementary schools with
increasing differentiation occurring in the middle and high schools to accommodate
diverse personal and vocational interests;

Maintaining a physical and social environment which is conducive to the learning
process;

Ensuring that the learning environment is one which gives students ample opportunity
to develop critical thinking and problem solving skills;

Recognizing the differing needs and interests of individual students and providing
appropriate topics of study and instructional activities which will enhance and stimulate
each student’s growth and development;

Instilling in each student those common values necessary for living and working
together as responsible citizens in a democratic society; and

Fostering a broader understanding and appreciation of the school system in the
community and stimulating closer links among teachers, students, and parents.

4/10/74
10/11/88, 6/22/93. 11/8/94
9/8/09




POLICY §5-2
INSTRUCTION

IN GENERAL

§5-2 School Day

Schools in Loudoun County are in regular session for six hours and forty-five
minutes including the mid-day intermission for lunch. For half-day kindergarten students, the
school day is three hours and lunch is not served.

Adopted: 8/3/73
Revised: 6/22/93
Current Revision: 9/8/09



POLICY §5-3
INSTRUCTION
CURRICULUM

§5-3 Daily Pledge of Allegiance

The Loudoun County School Board believes that students should learn the
principles of liberty and democracy expressed in the Declaration of Independence and the Bill
of Rights. The Board also believes that the daily Pledge of Allegiance to the flag helps
students learn these principles. The principal of each school is directed to provide a program
in each school for students to daily pledge allegiance to the flag of the United States of
America.

The School Board recognizes that beliefs of some students prohibit participation
in the Pledge of Allegiance. These students may be excused from participation in the Pledge.
All students, however, are expected to show respect for the beliefs of others during the
pledge. Students not wishing to participate in the Pledge of Allegiance may remain quietly
seated or request to be briefly excused from the room.

Legal Reference: Code of Virginia §22.1-202.C

Adopted: 2/13/96
Revised: 9/8/09




POLICY §5-4
INSTRUCTION
IN GENERAL

§5-4 Guidelines for Standardized Testing on Certain Days

Loudoun County Public Schools will not permit standardized testing on any day
when it is foreseeable that a significant segment of the student body is expected to be absent
for excused reasons, whether it be for religious observances or for school-sponsored trips
and/or sporting events or any other excused absence.

Adopted: 3/23/99
Confirmed: 9/8/09




POLICY §5-5
(@)

INSTRUCTION
IN GENERAL
§5-5 Assessment and Grading
A. Philosophy

Assessment is the process of identifying the type and extent of learning. It
determines whether the learner has reached the target objective(s). Assessment is specific. It
measures the degree of mastery of the identified skill or concept and identifies specific gaps or
misunderstandings in learning.

Grading is the process of assigning value to learning. This process permits the
ranking and comparing of segments of learning or the ranking and comparing of learners.

Assessment and grading of student progress are based on the premise that
students have diverse capabilities and individual patterns of growth and learning. Teachers
and principals are responsible for developing instructional plans based on frequent and varied
assessments of the students' needs, abilities, and progress. Assessment and grading
activities should:

. Reflect individual differences and rates of learning
. Address the unique needs of special population students
. Make adjustments for transitional periods in students' lives including

elementary to middle school and middle school to high school

. Reflect expectations for student learning

o Provide for student self-evaluation

. Encourage students to take an active role in setting goals and assessing
progress

. Foster a positive self-image for the student

(continued)



POLICY §5-5
(b)

INSTRUCTION

IN GENERAL

§5-5 Assessment and Grading (continued)

e Address academic achievement, social development, and effort

¢ Inform all participants about the purpose, philosophy, and procedures of the
reporting system

e Be easy to understand

B. Elementary Grading Procedures

The Elementary Report Card Manual describes the grading practices for grades K-5.

C. Grading Scales for Middle and High School

Since grades are reported in order to communicate student performance, it is
important that a standard system be used. All grades given to middle and high school
students should reflect the alphabetic and numeric values indicated below, and this scale is to
be used in reporting grades on report cards and other scholastic records. The grading scale
below was in effect beginning with the 2001-2002 school year through 2008-2009.

A+ =100, 99, 98 D+=76,75,74

A =97, 96, 95, 94, 93 D =73,72,71,70
B+ =92, 91,90 F =69 and below
B =89, 88, 87, 86, 85

C+=84, 83, 82

C =81,80,79,78,77

The grading scale below is effective beginning with the 2009-2010 school year.

A+=98-100 C+=77-79
A =93-97 C =73-76
A- =90 -92 C-=70-72
B+ =87 -89 D+ =67 -69
B =83-86 D =63-66
B- =80-82 D- =60-62

F =0-59

Adopted: 12/10/85
Revised: 6/22/93, 6/12/2001
Current Revision: 9/22/09




§5-5

IN GENERAL

INSTRUCTION

REGULATION

Procedures for Determining Class Rank and Use of Adjusted Curriculum

A.

Procedures for Determining Class Rank

1.

Each class is to be ranked at the end of the junior year and at the
end of each semester of the senior year.

Ranking includes all courses for which credit was earned or could
have been earned. Also included are courses for which units of
credit are awarded prior to high school.

When a course is repeated, both grades attained are included in
the ranking.

If a student withdraws from a course before the end of the
eleventh week of the course, the course is not recorded on the
scholastic record. Withdrawals are not permitted between the end
of the eighth weeks of the course and the end of the semester,
and the grade earned is recorded on the scholastic record card.
Although partial credit is not given for year-long courses dropped
at the end of the first semester, grades earned are included in
determination of grade point average and class rank.

If a student withdraws from a year-long course after the second
week of second semester, a grade of zero will be recorded for the
remaining grading periods, and the final grade will be recorded on
the scholastic record card and included in determining grade point
average and class rank.

In determining grade point average for a one-year course (one
period) the grade point scale listed below (effective with the 2009-
2010 school year) is used. A one semester course (one period)
counts one-half of the point value. If a year's course is two or
three periods in length, the point value is doubled or tripled.

(continued)
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IN GENERAL

Procedures for Determining Class Rank and Use of Adjusted Curriculum

INSTRUCTION

REGULATION

(continued)

Grading Scale

Adopted at the beginning of the 2009-10 school year

Grade Numerical Equivalent Points
Awarded
A+ 98-100 4.3
A 93-97 4.0
A- 90-92 3.7
B+ 87-89 3.3
B 83-86 3.0
B- 80-82 2.7
C+ 77-79 2.3
C 73-76 2.0
C- 70-72 1.7
D+ 67-69 1.3
D 63-66 1.0
D- 60-62 4
F 59 and below 0.0

Grades earned in Advanced Placement (AP) courses are
"weighted" by adding 1.0 to the point value for the grade earned in
a year-long course. Grades earned in courses designated as
honors courses by Loudoun County Public Schools (LCPS),
courses taken at the LCPS Academy of Science, and approved
dual enrollment courses are “weighted” by adding .5 to the point
value for the grade earned in a year-long course with the
exception of a grade of “F” or if the student does not take the AP
examination.

To determine class rank, grade points for all courses for which a
grade has been recorded are totaled and divided by total number
of courses for which a student has received a semester or year's
grade. The grade point average is computed only to the rounded
hundredths place.

B. Adjusted Curriculum

The term "adjusted curriculum" is one of the multiple report card
comments that teachers may select to communicate with students and
parents at quarterly grade report times. Teacher comments appear only
on the report card and do not appear on a student’s transcript.

(continued)
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INSTRUCTION

REGULATION

Procedures for Determining Class Rank and Use of Adjusted Curriculum

(continued)

The “adjusted curriculum” comment is available to all teachers,
both general and special education. Teachers are not required to
use the comment. In the case of special education students, an
individualized education program (IEP) team determines what
modifications and accommodations are necessary for a student,
but the IEP team does not decide the impact of those
modifications and accommodations on course and credit
completion. Teachers may not utilize the “adjusted curriculum”
comment based solely upon any broad classification based on
disability.

Grades provide a measure of the student’s mastery of a particular
subject area. The criteria for subject area grading are established
by the teacher and should be communicated to students and
parents at the beginning of the course. Typically the grades may
reflect the relative quality of the work, readiness for future
instruction, level of skill mastery, effort and participation, and
completion of class work and homework.

A decision to use the “adjusted curriculum” comment should be
based on the teacher's determination that substantive
modifications in course work, course content, or grading standards
have occurred during that grading period, and the grade reflects
student progress but not performance as reflected by the teacher’s
grading criteria established for the class. Where a teacher is
uncertain regarding whether an accommodation or modification
would result in a substantive modification in course work, course
content, or grading standards, the teacher may consult with the
department chairman or instructional supervisor. Examples of such
substantial modifications are as follows:

a. A student is enrolled in an Algebra course, but the student
is working on math skills at a much lower level, such as
basic arithmetic.

b. A student is enrolled in an English course and has a
reading level below the respective grade placement and
receives alternate assignments and reading selections
during the course.

(continued)



IN GENERAL

INSTRUCTION

REGULATION

§5-5 Procedures for Determining Class Rank and Use of Adjusted Curriculum

(continued)

Issued: 9/1/84

The student has been unable to master the objectives of
the course even with appropriate modifications or
accommodations.

The student is not required to complete course
requirements such as homework or class work.

The student is working on individualized objectives that
parallel the regular curriculum and the student cannot
demonstrate mastery at the same level expected of other
students at that grade level.

A student has different performance standards such as
being given fewer spelling words than that expected of
other students, or not being fully responsible for spelling or
comprehension in language arts.

Many modifications or accommodations do not affect the student’s
ability to master the objectives of the course. Examples of such
accommodations which would not be described as “adjusted
curriculum” are as follows:

a.

A student needs books on tape or to take tests orally but
acquires sufficient knowledge of the course content to
demonstrate mastery the objectives of the course.

A student receives extra time for tests or alternative test
formats that do not eliminate the expectation that the
student meets all course requirements.

A student is allowed to demonstrate mastery in a course
such as science, rather than on a written test, when writing
is not a course objective.

A student can demonstrate understanding through written
dialog with the teacher rather than through classroom
discussion, when oral presentations are not a course
objective.

Revised: 12/10/85, 6/22/93, 6/12/2001,11/30/2001

Current Revision: 5/3/2010



POLICY §5-5.1
(@)

INSTRUCTION
IN GENERAL

§5-5.1 Expunging Middle School Student Grades

The parent of any student, who while in middle school took a high-
school credit bearing course, may elect to have the grade (and credit therefore)
omitted from the student’s transcript.

If the parent elects to have such grade omitted, written notice of
such election must be given by the parent and to the guidance department of the
high school the student will attend, on or before August 15" of the year in which
the student finishes the eighth grade.

Parents of students eligible to make this election shall be provided

written notice thereof and a form to be used for such election when the student
receives the final report card from middle school.

Legal Reference: 8VAC20-131-90

Adopted: 5/27/08
Revised: 9/8/09



POLICY §5-6

INSTRUCTION
IN GENERAL
§5-6 Guidance and Counseling Services — Elementary, Middle, and High
School

The Loudoun County School Board shall adhere to the procedures for
school guidance and counseling programs according to the Standards of Quality for
Public Schools in Virginia, the Standards for Accrediting Public Schools in Virginia and
the regulations for the Board of Education of the Commonwealth of Virginia.

Legal References:8 VAC 20-60-620. Requlations Regarding School Guidance and
Counseling Programs in the Public Schools of Virginia (current).

Standards of Quality for Public Schools in Virginia (current).

Standards for Accrediting Public Schools in Virginia (current).

Adopted: 5/28/96
Confirmed: 6/23/09



INSTRUCTION
IN GENERAL
REGULATION
§5-6 Guidance and Counseling Services - Elementary, Middle, and High School
A. Program Goals

Each school shall establish a broad-based process for determining the particular
guidance and counseling needs of students and for planning how best to meet these needs.
Guidance and counseling shall be provided for all students as needed and shall be designed
to achieve the following:

1.

Ensure that individual curriculum planning is provided at the middle and
secondary levels to assist each student in selecting appropriate and
challenging courses;

Provide opportunities for parents, teachers, and other adults to participate
in planned activities that encourage the personal, social, educational, and
career development of students;

Provide employment counseling and placement services at the middle
and high school level to furnish information about employment
opportunities available to students graduating from or leaving school;

Provide for the coordination of a testing program at the middle and
secondary levels. Orient students to test-taking, use of test data, and the
interpretation and use of student record data at all levels;

Provide for the evaluation of the guidance program by the principal,
counselor(s), staff, and parents;

Ensure that at least 60% of the time of each member of the guidance staff
shall be devoted to counseling students;

Ensure that each student has a program of studies each year that
contributes to meeting graduation requirements;

(continued)
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INSTRUCTION

IN GENERAL

REGULATION

Guidance and Counseling Services - Elementary, Middle, and High School

(continued)

Maintain accurate and complete individual, permanent and cumulative
records for students. These records shall be kept in a safe place where
they can be used conveniently by members of the school’s professional
staff. These shall include records of student scholarships, attendance,
health, extra-curricular activities, work experience, vocational preference,
and special aptitudes and interests.

Description of Service

1.

Academic Guidance - assists students and their parents to acquire
knowledge of the curricula choices available to students, to plan a
program of studies, to arrange and interpret academic testing, and to
seek post-secondary academic opportunities.

Career Guidance - helps students to acquire information and plan action
about work, jobs, apprenticeships, and post-secondary educational and
career opportunities.

Personal/Social Counseling - assists students to develop an
understanding of themselves, the rights and needs of others, how to
resolve conflict and to define individual goals, reflecting their interests,
abilities, and aptitudes. Such counseling may be provided either (i) in
groups (e.g. all fifth graders) in which generic issues of social
development are addressed or (ii) through structured individual or small
group multi-session counseling which focuses on the specific concerns
of the participant(s) (e.g., divorce, abuse, or aggressive behavior).

Student Participation

No student shall be required to participate in any component of the counseling
and guidance program to which the student’s parents object.

(continued)
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REGULATION

Guidance and Counseling Services - Elementary, Middle, and High School

(continued)

Requirements and Procedures

1. Notification to Parents - Parents shall receive annual notification about the
school guidance and counseling program which will include the following:

a.

Purpose

The purpose of the guidance and counseling program is to
enhance academic achievement of students. The program is
comprehensive, sequential, and focuses on career/educational
development for all students. It involves the acquisition of skills
necessary to: engage in life-long learning; become aware of
life/career choices; and prepare for the world of work. All aspects
of the program are complementary to the efforts of parents, school
staff, and the community.

General Description

(1)  Counseling - School counseling involves individual and
group contacts over a period of time. The counselor helps
students to develop realistic concepts of themselves to
become aware of educational and occupation opportunities,
and to integrate their understanding of self and
opportunities in making informed decisions. A student will
meet with the counselor when:

. he/she requests counseling;

o parents/teachers, administrators, and other school
staff members refer the student; and

o the counselor initiates contact.

(continued)
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Guidance and Counseling Services - Elementary, Middle, and High School

(continued)

(2)

Guidance - Guidance career/educational development goals
focus on self-understanding, interpersonal skills, decision-
making, occupational information, education and training,
economic awareness, and employability. Student
achievement of these is a total school responsibility
involving counselors, teachers, administrators, and support
personnel. Three stages of skill development have been
identified:

Career/Education Development Awareness Stage (Pre-k-5)
- During this stage, the student becomes aware of the world
of work and develops an understanding of the need for
cooperative social behavior and respect for others and the
work they do.

Career/Education Exploration Stage (Grades 6-8) -
Students explore new interests, refine and use academic
decision making, interpersonal, and resiliency skills
previously learned, and begin to relate aptitudes, abilities,
and personal interests to future occupation/career choices.

Career/Educational Preparation Stage (Grades 9-12) - The
period of preparation is focused on reinforcing students
sense of personal work and uniqueness, and on developing
attitudes and skills that will culminate in post-secondary
career and educational choices.

Procedures for Materials Review

Materials used in the Guidance and Counseling Program shall be
made available for parent review and comment by making
arrangements with the school counselor.

(continued)
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Guidance and Counseling Services - Elementary, Middle, and High School

(continued)

d. Limits for Student Participation

(1)

3)

Parents have the option to withdraw their child(ren) from all
or any portion of the guidance and counseling program by
directing their opt-out request in writing to the school
principal.

The opt-out provision excludes short duration
personal/social counseling which is needed to maintain
order, discipline or a productive learning environment or to
assess instances of suspected child abuse and/or neglect.

Written parental consent will be required before students
participate in a planned program of group counseling or
individual counseling that is conducted on a continuing
basis.

2. Use of Counseling Techniques

The use of counseling techniques which are beyond the scope of the
professional certification or training of counselors, including hypnosis or
other psychotherapeutic techniques that are normally employed in
medical or clinical settings and focus on the mental illness or
psychopathology, is strictly prohibited.

3. Maintenance of Personal/Social Counseling Information and Records

Information and records of personal/social counseling shall be kept
confidential and separate from a student’s educational records and not
disclosed to third parties without prior parental consent or as otherwise
provided by law.

(continued)
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Guidance and Counseling Services - Elementary, Middle, and High School
(continued)

4. Procedures for Obtaining Parental Consent

Parental permission forms for group counseling or individual counseling
to be conducted on a continuing basis will be sent home via the student
except in those instances outlined in section D-1, d-(1-3).

5. Exception to Informed Parental Consent

A child may be included in personal social counseling without parental
consent when the guidance counselor and the principal of each school
have certified in writing that a good faith effort, involving at least one
telephone call and one letter mailed to the parents, has been made to
contact the student’s parents and that no response has been received.

Staffing Requirements

In accordance with the Standards for Accrediting Schools in Virginia, each

school shall have guidance counselors who are personally qualified and possess the proper
certification and endorsement.

Issued: 5/28/96



POLICY §5-7
(@)

INSTRUCTION
IN GENERAL
§5-7 Selection and Review of Library Media Center Instructional Materials
A. General

It is the policy of the Loudoun County School Board to provide a wide variety

of instructional materials to support and enrich the educational program of the school. A
library media center is provided in each school to enable educators to bring students into
contact with the human experience and knowledge. At the direction of the Supervisor of
Library Services each school library media center shall provide a wide range of materials
on appropriate levels with a diversity of appeal and point of view. Building level materials
shall be supplemented by materials available from the district instructional media center
and the State Audio-Visual Services.

The Board recognizes that differences of opinion may arise concerning the
appropriateness of instructional materials. Such differences of opinion shall be dealt with
through the procedures of Paragraph D of this policy.

B. Selection of Materials

The ultimate responsibility for the selection of instruction materials rests with
the School Board. The Board delegates this responsibility to appropriate certified personnel
in accordance with the following criteria:

1. The selection process should involve library media specialists,
teachers, administrators, and, when appropriate, other professional specialists, students,
and parents.

2. Materials should be selected in accordance with established needs
and priorities to maintain a balanced, current collection and to meet or exceed state and
regional accreditation standards.

3. Selection should be based upon preview by local personnel, evaluative
reviews in professionally prepared selection aids, or other appropriate recommendations.

4. Materials obtained other than through the normal selection and
purchasing process shall be evaluated on the same criteria as used for purchased
materials.



POLICY §5-7
(b)

INSTRUCTION
IN GENERAL

§5-7 Selection and Review of Library Media Center Instructional Materials
(continued)

C. Review of Materials

The administration shall establish a systematic plan for reviewing media
materials to maintain a quality, up-to-date collection and periodically publish such plan to
the School Board.

D. Procedure for Review of Challenged Materials

Objections to instructional materials shall be considered objectively under the
procedure set forth in this paragraph. The principle of intellectual freedom inherent in the
First Amendment of the Constitution of the United States, the best interests of the students,
school, and curriculum, and requirements of state law and regulations shall underlie all
considerations of challenged materials.

The procedure for reviewing objections to instructional materials shall be:

1. A parent (which is understood to include legal guardians) of a child
enrolled in Loudoun County Schools may state an objection to and request a review of
material(s) used in the instruction of that child or accessible to that child.

2. Requests for review of material(s) shall be in writing and objections
shall be specific as to the material(s) and reason(s) for the objections. Complainant must
also state their desired disposition.

3. Requests for review shall be made to the principal of the school the
child attends. The principal shall appoint a committee of appropriate personnel to review
the material(s) and make a recommendation to the principal on the disposition of the
complaint. The recommendation shall be one of the following: (1) Material(s) remain(s) in
general circulation; (2) material(s) restricted to teachers and parents; (3) material(s) are
sent to a school at the next level; or (4) material(s) removed from circulation.

4. The principal shall notify the parent(s) who requested review of his/her
decision in writing within thirty business days of receipt of the written request.

(continued)
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§5-7 Selection and Review of Library Media Center Instructional Materials
(continued)

5. The decision of the principal may be appealed by the parent(s) who
requested the review. Such appeal must be made in writing to the Division Superintendent
within fifteen business days of receipt of the decision being appealed. If the decision is not
appealed within this time limit, the principal’s decision on the request for review shall be
final.

6. If the decision of the principal is appealed in accordance with the
requirements listed above, the Superintendent shall appoint a division review committee,
which shall include the educational supervisor(s) responsible for such material(s), to review
the material(s) and make a recommendation to the Superintendent on the disposition of the
complaint.

7. The Division Superintendent shall notify the parent(s) of his/her
decision in writing within thirty business days of receipt of the written appeal. The
Superintendent’s decision shall be district wide at the level challenged.

8. The decision of the Division Superintendent may be appealed to the
School Board by the parent(s) who requested the appeal as hereinafter set forth. If the
decision of the Division Superintendent is not appealed, it shall be final.

9. Notwithstanding these requirements, the School Board shall be notified
within fifteen business days of any decision by the Division Superintendent to restrict
access to material(s). In addition to notifying the School Board of any decision to restrict
access district-wide, the staff will also post such notice on the LCPS website and make
such notice available to the public and media as part of its regular dissemination of public
notices and board documents. Upon written request for a review of this decision by three
members of the School Board within thirty business days of receipt of such notice, the
Chairman shall appoint and refer such to a three-member committee which shall make the
final decision in accordance with the requirements hereof. The decision of the three-
member school board committee shall be district-wide at the level challenged.

(continued)
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(continued)

10.  All material(s) in process of being reviewed shall remain in use or
circulation until a final decision is reached.

11.  Any material(s) challenged and decided at the school level without
appeal to the Division Superintendent shall not be eligible for challenge under this policy by
any parent at that same school until at least four years have elapsed from the original
decision by the principal. However, this does not prevent the school principal, acting under
his or her responsibility for the administration of the educational program in that school,
from initiating such action on their own and restricting the use of such material(s) before
four years have elapsed if the principal deems such action is warranted.

12.  Any material(s) challenged and decided at the division level, either by
the Superintendent or the School Board committee, shall not be eligible for challenge under
this policy by any parent until at least four years have elapsed from the original decision.
However, this does not prevent the Superintendent, acting on his or her own responsibility
for the administration of the educational program in the division, from initiating such action
on their own and restricting the use of such material(s) before four years have elapsed if
the Superintendent deems such action is warranted, provided the School Board is notified
of such action and following which, should three members of the School Board request a
review in writing within thirty business days of receipt of such notice, the Chairman shall
refer such issue to a three-member committee which shall make the final decision. Further,
prior to four years having elapsed from the original final decision at the division level, four
members of the School Board may request in writing to the Chairman of the School Board
that a review of the decision be conducted, and the Chairman shall then appoint a three-
member committee provided that at least one year shall have elapsed from the original final
decision.

(continued)
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(continued)
E. Appeals and Review — School Board
1. Appeals or requests for review must be submitted in writing

to the Division Superintendent within 10 school days of his/her decision unless
otherwise herein provided. The appeal must state fully the reasons and basis for
the appeal and a summary of the essential facts. A request for review shall
simply request that the matter be reviewed.

2. The Division Superintendent shall notify the Chairman of the
School Board of his/her receipt of the appeal or request for review. The
Chairman shall appoint a committee of three members to consider and decide
the appeal or review the materials and appoint one of those members as
Chairman.

3. The Division Superintendent or his/her designee shall collect
statements from all persons involved in making decisions related to the case.
These statements shall contain a summary of the essential facts of the case and
the basis of each decision, including references to applicable School Board
policies. A copy of these statements shall be provided to each member of the
committee considering the matter. In the case of an appeal, such statements
shall be provided to the appellant(s).

4. The committee shall review the statements of school
personnel and the appeal, the challenged material, any committee
recommendations and may affirm, modify or annul the decision of the Division
Superintendent on the basis of this review. If the committee makes a decision on
the basis of this review, that decision shall be communicated to the appellant(s)
(where appropriate) and shall be reported at the next regular meeting of the
School Board for inclusion in the minutes of that meeting.

5. If the committee determines that it needs more information,
the Chairman thereof has the right to request additional information prior to a
final decision by the committee. The Chairman will set reasonable deadlines for
providing the additional information. In the case of an appeal, any additional
information collected by the committee will be provided to the Division
Superintendent and to the appellants.

(continued)
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6. This appeals and review procedure shall be completed and a
decision communicated to the appellant(s) (where appropriate) within 30 days of
the receipt of the appeal by the Division Superintendent, except that any
additional time allowed under paragraph 5 for collection and processing of
additional information will be added to the 30 days.

7. A summary of the committee’s findings shall be provided to
all School Board members.

Legal Reference: Code of Virginia §22.1-253.13:7

Adopted: 10/13/81
Revised: 6/22/93, 5/13/08, 3/24/09
Confirmed: 9/8/09



INSTRUCTION
IN GENERAL
REGULATION
§5-7 Selection and Review of Library Media Center Instructional Materials
A. General

This regulation supplements Policy §5-7 by providing methods and procedures
for the selection, review, and handling of complaints of instructional materials.

B. Selection of Materials

Instructional materials shall be selected in accordance with the following
procedures and guidelines:

1.

Library media center materials shall be selected by the library media
specialist of each school in consultation with the principal or designee,
appropriate teachers, and other specialized personnel if available. Final
recommendations for purchase shall be made by the library media
specialist and approved by the principal or designee.

Division media center materials shall be purchased by the Media
Supervisor based upon recommendations of school-level previewers or
appropriate administrative/supervisory personnel.

Textbook adoptions shall be recommended by review committees
appointed by the Deputy Superintendent. State guidelines for adoption of
textbooks shall be followed. Recommendations of review committees
shall be approved and submitted to the School Board by the Deputy
Superintendent.

Other instructional materials shall be selected cooperatively by
appropriate subject or grade-level teaching personnel, library media
specialists, guidance personnel, and administrative personnel.

Parents and students may be involved in the selection process when
appropriate and useful.

(continued)
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§5-7 Selection and Review of Library Media Center Instructional Materials (continued)

6.

Selection objectives shall be:

a.

To provide materials that will support and enrich the curriculum
and the needs of students, taking into consideration their varied
interests, abilities, maturity levels, and learning styles

To provide materials that will stimulate growth in factual
knowledge, literary appreciation, aesthetic values, and ethical
standards

To provide materials that will help students extend the boundaries
of their knowledge and experience, pursue self-directed learning,
explore and satisfy their curiosities and interests, and find
employment in the rich stores of the imaginative expressions of
creative artists

To provide a background of information that will enable students to
make intelligent decisions in their daily lives

To provide materials on opposing sides of controversial issues in
order that students may develop under guidance the practice of
critical reading, viewing, listening, and thinking

To provide materials that realistically represents our pluralistic
society and reflects the contributions made by various groups and
individuals to our American heritage

To place principle above personal opinion and reason above

prejudice to assure a comprehensive media collection of high
quality appropriate for the students who use it

(continued)
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§5-7 Selection and Review of Library Media Center Instructional Materials (continued)

7. Criteria for_selection. Building a balanced collection requires careful

planning and attention to the following criteria for selection:

a.

b.

Specific needs of the present collection

Contribution to objectives of the instructional program
Timeliness, permanence, and importance of the subject matter
Appropriateness, accuracy, and authenticity of the content and the
reputation and significance of the author, artist, composer,
producer, and publisher

Authoritativeness, accuracy, and authenticity of the content and
the reputation and significance of the author, artist, composer,
producer, and publisher

Presentation, style, and clarity of content

Motivational value of materials in terms of attractiveness, vitality,
style, and interest to users

Lack of racial, sex, and age bias

Recency and relevance of materials and treatment of possible
controversial issues

Technical quality of the medium
Suitability of the medium for intended use

Availability and compatibility of equipment needed for use with
materials

(continued)
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§5-7 Selection and Review of Library Media Center Instructional Materials (continued)

m. Cost and value of materials
n. State, regional, and national standards
C. Review of Materials

Evaluation and long-range planning are essential to the maintenance of a
balanced collection of useful, current instructional materials. Projected enrollments, curriculum
needs, accreditation standards, and technological changes must be considered in long-range
planning.

Each library media center should have a plan for meeting future needs over a
three to five-year period and periodically publish such a plan to the School Board. An annual
review of materials should be conducted to eliminate obsolete, damaged, or unusable
materials and update the long-range plan. This may be done when taking the annual inventory
or it could be planned to review a section of the collection each month. Faculty members
should be encouraged to assist in the review process in their areas of instructional expertise.

The following types of materials should be eliminated from the collection during
the review process:

1. Those worn beyond repair at reasonable cost
2. Aged, unattractive materials that no longer appeal to users

3. Those damaged beyond repair

4. Those obsolete or containing misinformation

5. Those superseded by new editions

6. Those not suitable for the students served

7. Those uncirculated over a reasonable period of time

(continued)
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§5-7 Selection and Review of Library Media Center Instructional Materials (continued)

D. Procedure for Review of Challenged Materials

Objections to instructional materials shall be considered objectively under
the procedure set forth in this paragraph. The principle of intellectual freedom inherent in the
First Amendment of the Constitution of the United States, the best interests of the students,
school, and curriculum, and requirements of state law and regulations shall underlie all
considerations of challenged materials.

The procedure for reviewing objections to instructional materials shall be:

1. A parent (which is understood to include legal guardians) of a child
enrolled in Loudoun County Public Schools may state an objection to and request a review of
materials(s) used in the instruction of that child or accessible to that child.

2. Requests for review of material(s) shall be submitted in writing
using the form, Request for Reconsideration of Instructional Materials, (available on the LCPS
website) and objections shall be specific as to the material(s) and reason(s) for the objections.

Complainant must also state their desired disposition.

3. Requests for review shall be made to the principal of the school the
child attends. The principal shall appoint a committee of appropriate personnel to review the
material(s) and make a recommendation to the principal on the disposition of the complaint.
The recommendation shall be one of the following: (1) Material(s) remain(s) in general
circulation; (2) material(s) restricted to teachers and parents; (3) material(s) are sent to a
school at the next level; or (4) material(s) are removed from circulation.

4. The principal shall notify the parent(s) who requested the review of
his/her decision in writing within thirty (30) business days of receipt of the written request.

(continued)
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§5-7 Selection and Review of Library Media Center Instructional Materials (continued)

5. The decision of the principal may be appealed by the parent(s) who
requested the review. Such appeal must be made in writing to the Division Superintendent
within fifteen (15) days of receipt of the decision being appealed. If the decision is not
appealed within this time limit, the principal’s decision on the request for review shall be final.

6. If the decision of the principal is appealed in accordance with the
requirements listed above, the Superintendent shall appoint a division review committee, which
shall include the educational supervisor(s) responsible for such material(s), to review the
material(s) and to make a recommendation to the Superintendent on the disposition of the
complaint.

7. The Division Superintendent shall notify the parents) of his/her
decision in writing within thirty (30) business days of receipt of the written appeal. The
Superintendent’s decision shall be district wide at the level challenged.

8. The decision of the Division Superintendent may be appealed to the
School Board by the parent(s) who requested the appeal as hereinafter set forth. If the
decision of the Division Superintendent is not appealed, it shall be final.

9. Notwithstanding these requirements, the School board shall be
notified within fifteen (15) business days of any decision by the Division Superintendent to
restrict access to material(s). In addition to notifying the School Board of any decision to
restrict access district-wide, the staff will also post such notice on the LCPS website and make
such notice available to the public and media as part of its regular dissemination of public
notices and board documents. Upon written request for a review of this decision by three
members of the School Board within thirty (30) business days of receipt of such notice, the
Chairman shall appoint and refer such to a three-member committee which shall make the final
decision in accordance with the requirements hereof. The decision of the three-member
school board committee shall be district-wide at the level challenged.

10.  All material(s) ion process of being re viewed shall remain in use or
circulation until a final decision is reached.

(continued)
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§5-7 Selection and Review of Library Media Center Instructional Materials (continued)

11.  Any material(s) challenged and decided at the school level without
appeal to the Division Superintendent shall not be eligible for challenge under this policy by
any parent at that same school until at least four years have elapsed from the original decision
by the principal. However, this does not prevent the school principal, acting under his/her
responsibility for the administration of the educational program in that school, from initiating
such action on their own and restricting the use of such material(s) before four years have
elapsed if the principal deems such action is warranted.

12.  Any material(s) challenged and decided at the division level, either
by the Superintendent or the School Board committee, shall not be eligible for challenge under
this policy by any parent until at least four years have elapsed from the original decision.
However, this does not prevent the Superintendent, acting on his/her own responsibility for the
administration of the educational program in the division, from initiating such action on their
own and restricting the use of such material(s) before four years have elapsed if the
Superintendent deems such action is warranted, provided the School Board is notified of such
action and following which, should three members of the School Board request a review in
writing within thirty (30) business days of receipt of such notice, the Chairman shall refer such
issue to a three-member committee which shall make the final decision. Further, prior to four
years having elapsed from the original final decision at the division level, four members of the
School Board may request in writing to the Chairman of the School Board that a review of the
decision be conducted, and the Chairman shall then appoint a three-member committee
provided that at least one year shall have elapsed from the original final decision.

E. Appeals and Review — School Board

1. Appeals or requests for review must be submitted in writing to the
Division Superintendent within ten (10) school days of his/her decision unless otherwise herein
provided. The appeal must state fully the reasons and basis for the appeal and a summary of
the essential facts. A request for review shall simply request that the matter be reviewed.

2. The Division Superintendent shall notify the Chairman of the School
Board of his/her receipt of the appeal or request for review. The Chairman shall appoint a
committee of three members to consider and decide the appeal or review the materials and
appoint one of those members as Chairman.

(continued)
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§5-7 Selection and Review of Library Media Center Instructional Materials (continued)

3. The Division Superintendent or his/her designee shall collect
statements from all persons involved in making decisions related to the case. These
statements shall contain a summary of the essential facts of the case and the basis of each
decision, including references to applicable School Board policies. A copy of these statements
shall be provided to each member of the committee considering the matter. In the case of an
appeal, such statements shall be provided to the appellant(s).

4. The committee shall review the statements of school personnel and
the appeal, the challenged material, any committee recommendations and may affirm, modify
or annul the decision of the Division Superintendent on the basis of this review. If the
committee makes a decision on the basis of this review, that decision shall be communicated
to the appellant(s) (where appropriate) and shall be reported at the next regular meeting of the
School Board for inclusion in the Minutes of that meeting.

5. If the committee determines that is needs more information, the
Chairman thereof has the right to request additional information prior to a final decision by the
committee. The Chairman will set reasonable deadlines for providing the additional
information. In the case of an appeal, any additional information collected by the committee
will be provided to the Division Superintendent and to the appellants.

6. This appeals and review procedure shall be completed and a
decision communicated to the appellant(s) (where appropriate) within thirty (30) days of the
receipt of the appeal by the Division Superintendent, except that any additional time allowed
under paragraph 5 for collection and processing of additional information will be added to the
thirty (30) days.

7. A summary of the committee’s findings shall be provided to all
School Board members.

Legal Reference: Code of Virginia §22.1-253.13:7

Issued: 10/13/81
Revised: 6/22/93, 5/13/08, 3/24/09, 4/7/10




REQUEST FOR RECONSIDERATION OF INSTRUCTIONAL MATERIALS

SCHOOL:

Please check type of material:

[ Book [J bvD [ kit [J pamphlet [ Periodical [ video Cassette [1 other

Title:

Author:

Publisher or Producer:

(Person making request must be the parent or guardian of an LCPS student.)

Request Initiated by:

Telephone: Address:

City: State: Zip:

Email Address:

The following questions are to be answered after the complainant has read, reviewed, or listened to the material in its entirety.

1. To what in the material do you object (please be specific, cite pages, film sequence, etc.)?

2. What do you believe is the theme or purpose of this material?

3. What do you feel might be the result of a student using this material?

4.  For what age group would you recommend this material?

5. Is there anything good in this material? Please comment.

6.  Would you care to recommend other material of the same subject and format?

7.  State desired disposition of this material.

Signature of Complainant: Date:

Please return completed form to the school principal




POLICY §5-8
INSTRUCTION
IN GENERAL

§5-8 Copyrighted Materials

It is the intent of the Loudoun County School Board to adhere to the provisions of
the United States Copyright Law and Congressional guidelines currently in effect. All Loudoun
County School Board employees are subject to the provisions of the Copyright Law and are
responsible to maintain the highest ethical standards in the use of all copyrighted materials.
The Loudoun County School Board does not sanction the illegal use or unauthorized
duplication or alteration of copyrighted works in any form. Unlawful copies of copyrighted
materials may not be reproduced or used on School Board owned equipment, within School
Board facilities, or at official School Board functions.

Employees who willfully violate the School Board policy do so at their own risk
and may be held personally liable for copyright infringement and may be subject to disciplinary
action.

A manual of copyright guidelines will be supplied to employees. This manual is
not a substitute for the official Copyright Law but will provide staff with an awareness of their
rights and restrictions.

Adopted: 8/11/70
Revised: 6/22/93
Current Revision: 9/8/09




POLICY §5-9

INSTRUCTION
IN GENERAL
§5-9 Textbooks Furnished Free
A. Each school board shall provide, free of charge, such textbooks required for

courses of instruction for each child attending public schools.

B. Consumable materials such as workbooks, writing books, and drawing books
may be purchased by school boards and either provided to students at no cost or sold to
students at a retail price not to exceed seven percent added to the publisher’s price. If sold,
the local school board shall develop a policy ensuring that workbooks, writing books, and
drawing books are furnished to students who are unable to afford them at a reduced price or
free of charge.

Legal Reference: Code of Virginia §22.1-243

Adopted: 8/11/70
Revised: 6/22/93
Current Revision: 9/8/09



POLICY §5-10

INSTRUCTION
IN GENERAL
§5-10 Kindergarten
A Age

To be eligible for admission to kindergarten, a child must be five years of age on
or before September 30™ of the school year.

B. Enroliment

Under the compulsory attendance laws of Virginia, a child whose fifth birthday
falls on or before September 30" of a given year must be enrolled in school for that year.
However, a child’s attendance may be delayed for one year, if in the opinion of the parent or
guardian, the child is not mentally, physically, or emotionally prepared to attend school.

If a child will be six years old by September 30", Virginia law requires the student
to be enrolled in school.

C. Pupil Placement

A child may be placed in first grade if:
e his/her sixth birthday falls between October 1* and December 31% and
e he/she was enrolled in and has successfully completed a kindergarten
program in a public school system in another state or in a non-public
school recognized as participating in the accreditation program under the
auspices of the Virginia Council for Private Education. Parents of such
children will be counseled about the advisability of such placement.

D. Class Size

Twenty-five pupils shall be the maximum class membership, if a class becomes
larger than twenty-five, a new section will be formed as soon as practical.

E. Teacher Assistants

A teacher will have a teacher assistant if he/she has more than twenty pupils in
a single session or if he/she teaches two half-day sessions regardless of the number of pupils
in the classes.

Legal Reference: Code of Virginia §22.1-199

Adopted: 3/11/75
Revised: 8/10/76, 8/8/78, 6/22/93, 1/22/2001
Current Revision: 9/8/09




§5-10

INSTRUCTION
IN GENERAL
REGULATION
§5-10 Assignment of Kindergarten Students

Kindergarten students have been assigned to morning or afternoon sessions
according to their place of residence and other factors to establish reasonable class balance,
maintain family integrity, and facilitate transportation. Changing these assignments can result
in imbalanced classes if not handled carefully.

Some parents, however, may have legitimate reasons for requesting a change
in their child's assignment, and it is desirable to accommodate such requests if possible. Also,
new children moving into an area during the year will have to be assigned in such a way as to
maintain class balance and family integrity.

The following procedures are therefore established to govern requests for
changes in assignments and new assignments.

A. Request by Parents for Change in Assignment

1. Parents desiring to change their child's assignment must submit a written
request to the school principal. This request shall include:

a. Name of the child whose session is requested to be changed
b. Session presently assigned
C. Session requested
d. Reasons for the requested change
2. Principals shall review all requests carefully, taking into consideration the

size of the classes involved, the family problem, and the expectation of
enrollment growth in the areas served by the classes involved. After
review, the principal may grant or deny the request on the basis of
present and anticipated class sizes. No kindergarten class may exceed
25 students and the imbalance between classes should not exceed 5
students. No additional teachers will be assigned or requested.

3. Parents who are granted a change in their child's assignment must
assume responsibility for their child to and from school.

(continued)
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§5-10 Assignment of Kindergarten Students (continued)

Principals shall reply in writing to parents who request a change in
assignment stating their action, reasons for granting or denying the
request, and, if the request is granted, the condition that parents must
assume responsibility for their child to and from school.

B. Assignment of new students during the school year

Children who move into a school's attendance area during the school year shall
be assigned to the session for their place of residence unless such assignment will result in
a class size over 25 students or an imbalance between classes of more than 5 students or
unless the principal anticipates that either of these conditions may result. If the assignment
would result or be anticipated to result in either of these conditions, the placement of the child
will be made by the Division Superintendent according to the following procedure.

1.

Issued: 8/12/75
Revised: 6/22/93

The principal should notify the Assistant Superintendent of Pupil Services
verbally of the name of the child, the class to which he/she would
normally be assigned and its present size, and the class the principal
recommends that the child be assigned to and its size.

The Assistant Superintendent of Pupil Services shall make a
recommendation to the Division Superintendent. The decision of the
Division Superintendent shall be communicated to the principal, who shall
inform the parent in writing of the child's assignment.

Current Revision: 7/1/97



POLICY §5-11

INSTRUCTION

IN GENERAL

§5-11 Field Trips

The Loudoun County School Board believes that field trips can provide excellent
educational experiences for students by enriching the curriculum and by making learning
experiences of the classroom more meaningful.

To be educationally beneficial, a field trip requires thoughtful selection, careful
advanced preparation of the class, and opportunities for pupils to assimilate the experience
during and following the trip. To this end, teachers and principals will be expected to consider
the following factors in the selection of field trips:

1.

2.

Adopted: 9/11/84
Revised: 12/13/88

value of the activity to the particular class

relationship of the field trip activity to a particular aspect of the curriculum
suitable distance traveled in relation to the age level

availability of transportation

time away from the regular instructional program

Current Revision: 6/22/93

Confirmed: 9/8/09
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INSTRUCTION
IN GENERAL
REGULATION
§5-11 Field Trips

These regulations supplement policy §5-11 by providing for planning, conducting,
and financing field trips in support of the instructional program.

A. Types of Field Trips

1.

A “Day Field Trip” begins and is completed during regular school hours.

2. An “Extended Day Field Trip” begins and/or ends outside the regular
school hours.

3. An “Overnight Field Trip” requires overnight lodging away from the
students’ homes.

B. Requirements in Planning for Field Trips

1. A field trip will be considered for approval after the request has been
submitted on the appropriate forms and within the time frame explained
elsewhere in the policy.

2. The trip must make a unique contribution to the accomplishment of
specific objectives of the course of study, classroom activity, or co-
curricular club activity and/or provides special training that can be
accomplished best at a location away from school.

3. Whenever possible field trips should be scheduled to minimize absence
from school.

4. Fundamental to the success of a field trip are the planning before and the

follow-up after the trip.
a. When planning for a field trip the teacher shall

(1) gain the approval of the principal prior to any
announcement of the trip to students and parents

(continued)
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§5-11 Field Trips (continued)

(2)

(6)
(7)

confirm that the trip is part of a planned sequence of
educational activities and is appropriate for the age of the
students

complete a site visit or other reasonable preparations

provide a chaperons at a ratio of no less than one chaperon
per each ten (10) students

complete and submit to the principal the field trip request
form

complete and submit a transportation request form

collect completed parent permission forms

b. Planning with pupils shall include

(1)
(2)

)

establishing the purpose(s) of the field trip

assigning the information to be obtained and features to be
observed

reviewing previous classroom experiences which provide
background for the visit

C. Evaluation of the field trip shall include

(1)
(2)

appropriate activities for students following the field trip

student and teacher assessments to determine if objectives
of the trip were met

(continued)
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Field Trips (continued)
5. At the middle and high school level three additional areas that must be

considered when planning a field trip are

a. the number of students who will be missing direct instruction by
the teacher who is on the field trip
b. the number of classes that are disrupted because of the absence
of students who are on the field trip
C. the time students and teachers on the field trip will be missing from
classes
6. Parents must be provided with the date(s), destination, mode of

transportation, and an itinerary for each field trip. The permission slip
signed by a parent or guardian must be received for each student who
participates in the field trip.

7. Student accountability, supervision, and safety are of utmost importance.

a.

One teacher, coach, or staff member shall accompany each class
or group of students on a field trip or when traveling to a contest or
competition.

b. Additional adult chaperons should be provided on the basis of at
least one adult to each ten (10) students.

C. Elementary students should have no unsupervised time while on a
trip.

d. Middle and high school students may have limited unsupervised
time while on a trip.

8. Provisions for substitutes are as follows:
a. Substitutes will not be provided for elementary field trips unless the

trip does not include a teacher’s entire class.

(continued)
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§5-11 Field Trips (continued)

b. Substitutes may be provided with proper justification for middle
and high school field trips.

C. Procedures for Approval of Field Trips

1.

Requests for Day Field Trips shall be submitted on the appropriate form
to the principal at least four weeks in advance for approval.

Requests for Extended Day Field Trips and Overnight Field Trips (except
those covered in section F below) approved by the principal shall be
submitted to the Assistant Superintendent for Instruction or his/her
designee for approval at least five (5) weeks in advance. The “Request
for Field Trip Transportation” form should also be sent to the Assistant
Superintendent for Instruction to be approved and forwarded to the
Transportation Department.

Requests for trips which cause students to be absent from school more
than five days or involve travel outside of the continental United States
must be approved by the Assistant Superintendent for Instruction. Copies
of such requests approved by the principal shall be forwarded five (5)
weeks in advance to the Assistant Superintendent for Instruction.

D. Procedures for Requesting Transportation Services

All requests for transportation for field trips will be submitted by the principal to
the Director of Transportation. The procedures for requesting field trips are described on the
“‘Request for Field Trip Transportation” form.

E. Mode of Transportation

All student trips involving more than three students shall be taken in a bus
provided by the Transportation Department or by the local school activity bus. Trips for one to
three students may be taken in school system sedans that meet all FMVSS specifications.

(continued)
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§5-11 Field Trips (continued)

1. Transportation for Virginia High School League Events regular season
and district level competition will be provided via school bus or school
activity bus.

2. After appropriate approvals have been received, transportation for trips

over two hundred (200) miles may be arranged by charter bus or air
carrier. A limited number of charter-style activity buses are available
from the Transportation Department.

F. Previously Approved Field Trips

Certain field trips for activities associated with the Virginia High School or the
Virginia Educators’ Association do not require approval on a trip-by-trip basis. A parental
permission form for the entire athletic season or school year must be on file in the local school
for each student. The procedures for requesting transportation for such trips are described in
section D above.

G. Financing for Field Trips

1. Funds for field trips are provided on a per pupil allotment to each school
to cover the cost of transportation.

2. Provisions should be made for students who are unable to pay admission
or special fees associated with a regular day or extended day field trip.

3. With the approval of the Assistant Superintendent for Instruction,
additional field trips may be financed from other school accounts or with
contributions from PTA/PTO groups, booster clubs, or similar school
clubs/organizations.

Issued: 12/13/88
Revised: 6/22/93, 10/10/00
Current Revision: 9/30/08




POLICY §5-12
INSTRUCTION

IN GENERAL

§5-12 Foreign Trips

The Loudoun County School Board believes that travel outside the contiguous
states in conjunction with instruction on the secondary level can provide excellent educational
experiences for high school students. Such travel enriches and expands the students'
classroom experiences and provides opportunities which enrich studies in any discipline.

Adopted: 11/13/84
Revised: 12/13/88
Current Revision: 6/22/93
Confirmed: 9/8/09
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§5-12 Foreign Trips

These regulations provide for planning, conducting, and financing trips to foreign
countries in support of the high school instructional program. Foreign trips shall be considered
a school sponsored activity with all rules and standards for student conduct applicable.

A. Administrative Guidelines

1.

Tours may be planned to any country or state outside the contiguous
states.

Coordinators of the trips may be any member of the certified teaching
staff within a high school or, under certain circumstances, members of the
central office instructional staff.

Each trip will be properly supervised and chaperoned by teachers and
parents.

All chaperons must be approved by the school principals whose students
are involved in the trips and by the trip coordinator.

A ratio of eight students to one will be used to determine the number of
chaperons needed.

No School Board or school funds will be committed to underwrite a trip or
to reimburse individuals for financial loss due to trip cancellation or
modification for loss of money or possessions during the trip.

A teacher/coordinator from one high school may solicit student
participants from other high schools with the knowledge and permission of
all principals involved.

Teachers who initiate the coordination of a trip must inform the principal,
receive his/her permission to proceed, and obtain his/her permission to
advertise the trip and solicit participants during the school day. Central
office instructional staff members will inform their immediate supervisor.

The Assistant Superintendent for Instruction must approve all foreign trips.

(continued)
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§5-12 Foreign Trips (continued)

10.

The principal of the teacher/coordinator's school shall, as he/she deems
necessary or unavoidable, have the authority to affect changes in trip
itinerary, cancel the trip, and institute procedures not otherwise covered in
the Administrative Guidelines.

11.  Teachers/coordinators will initiate contact with the travel agency and
manage and coordinate all activities associated with the trip.

12.  Alland only Loudoun County high school students are eligible for foreign
trips, except those who have graduated. Each student's principal shall
have the authority to deny eligibility on the basis of the student's school
conduct record.

B. Teacher/Coordinator Guidelines for Planning

1. Informs principal of intent to sponsor trip and obtains permission to do so
at least nine months before the departure date

2. Initiates arrangements with travel agency

3. Obtains financial commitments from participants after trip itinerary has
been set and determines if there are sufficient participants

4. Submits request for trip approval to the Assistant Superintendent for

Issued: 12/13/88

Instruction at least three months before departure date, with
documentation to substantiate the following:

a. confirmed itinerary and group ticketing

b. sufficient number of participants who have made deposit
C. appropriate number of approved chaperons

d. instructional objectives and outcomes anticipated of trip
e. verifiable financial accounting procedures

Revised: 6/22/93, 9/24/01
Current Revision: 9/30/08



POLICY §5-13

INSTRUCTION
IN GENERAL
§5-13 Class Size
A. General

The following class sizes, as they relate to teacher assistants, are intended to set
maximum limits, unless in the judgment of the classroom teacher, the principal, and the
Division Superintendent, a teacher assistant is not necessary. Nothing in this section shall
preclude the use of a teacher assistant when, in the judgment of the classroom teacher, the
principal, and the Division Superintendent, special circumstances justify the use of a teacher
assistant.

B. Grades 1 -3

No class in grade 1 - 3 shall exceed 28 pupils unless a full-time teacher assistant
is assigned to that class. No class with a teacher assistant shall exceed 30 pupils.

C. Grades 4 and 5

No class in grade 4 and 5 shall exceed 31 pupils unless a full time teacher
assistant is assigned to that class. No class with a teacher assistant shall exceed 34 pupils.

Cross Reference: For policy governing class size in kindergarten, see §5-10.

Legal Reference: Code of Virginia §22.1-253.13:1

Adopted: 6/13/78
Revised: 6/10/80, 6/22/93
Current Revision: 9/8/09



POLICY §5-14
(@)

INSTRUCTION
IN GENERAL
§5-14 Homework
Homework is an important aspect of the educational process and is a natural
extension of the school day. Homework should be assigned each day in accordance with the
guidelines outlined below. In all cases work assigned for home study should supplement and

reinforce work done in school.

A. Elementary Guidelines

In addition to work assigned by the teacher, homework also includes activities
that children pursue because of their interests in the classroom program. Individual
differences and needs of pupils should determine the kind and amount of homework that is
assigned; therefore, teachers will be encouraged to make differentiated assignments. Under
no circumstances should teachers assign homework requiring pupils to work with skills or
concepts that have not been developed in the classroom. Moreover, homework should never
be given as punishment.

Textbook assignments should be those that pupils can do independently.
Parental involvement is encouraged through drilling on math facts and spelling words, reading
for pleasure, collecting specimens for science, making observations in the home or
neighborhood, discussing various school-related topics, and playing games that reinforce
skills.

The amount of homework that a teacher assigns will vary from day to day. As a
general rule students in grades 1-3 should spend no more than thirty (30) minutes daily doing
homework; children in grades 4 and 5 should spend no more than one (1) hour. A child who
fails to complete his homework assignment because of reasonable circumstances may be
excused from that assignment.

Teachers should always assign homework with specific directions. All written
homework should be reviewed; other homework may be discussed informally. All homework
that is assigned should be based on one or more of these purposes:

1. to practice skills that have been introduced and developed in class
2. to relate understandings and skills developed at school to everyday life
3. to enrich the school program by pursuing activities that can be shared

with classmates the following day

(continued)



POLICY §5-14
(b)

INSTRUCTION
IN GENERAL
§5-14 Homework (continued)
B. Middle and High School Guidelines

In addition to the general purposes stated above, homework may be assigned in
middle and high school to reinforce and broaden classroom activities, teach responsibility, and
provide an opportunity for independent study.

Teachers should always assign homework with specific directions. All homework
that is assigned should be based on one or more of these purposes:

1. to practice skills that have been introduced and developed in class

2. to complete unfinished classroom assignments or projects

3. to relate understandings and skills developed at school to everyday life
4. to enrich the school program by pursuing activities that can be shared

with classmates the following day
5. to provide for independent study or projects

All written homework should be reviewed; other homework may be discussed
informally.

Homework is considered formative assessment. As such, homework is an
opportunity for teachers to learn more about the instructional needs of each student and
should be reviewed in order to provide feedback.

In general, homework should not exceed 30 minutes per subject per day.
However, the time required to complete assignments will vary by student. Significant projects
may be used as summative, graded assessments that require longer periods of time outside of
the school day. Periodic feedback should be incorporated during the completion of various
stages of projects in order to improve students’ opportunity for success.

(continued)



POLICY §5-14

INSTRUCTION
IN GENERAL

§5-14 Homework (continued)

When assigning homework at the secondary level, each teacher should consider
students’ overall course load and the impact of major assignments during a specific time span.
Homework assignments vary by subject matter and reflect the expectations and level of the
course. Honors level courses may require more time and effort than academic or grade level
courses; college-level courses require assignments reflecting the expectations of college work.
Written homework should be processed and reviewed with students in order to provide
feedback for the student and the class.

Adopted: 7/10/84
Revised: 6/22/93
Current Revision: 10/13/09



POLICY §5-15
INSTRUCTION
IN GENERAL

§5-15 Graduation: Diplomas and Certificates

A Standard or Advanced Studies Diploma shall be awarded to those students
who meet all requirements for graduation, including passing the necessary tests prescribed by
the Virginia Board of Education.

A Modified Standard Diploma shall be awarded to certain students with
disabilities who meet the requirements established by the Virginia Board of Education and if
determined by the student’s Individualized Education Program team.

A Certificate shall be awarded to those regular education students who meet all
Virginia Board of Education requirements for graduation except the verified units of credits or
passing the Literacy Passport Test. Such certificates shall bear the wording "In recognition of
partial fulfillment of graduation requirements" in a conspicuous place on the face of the
certificate.

An Individualized Educational Program Diploma shall be awarded to those
students with disabilities who have reached age 18 and who complete the requirements of
their Individualized Educational Program and do not meet the requirements for other diplomas.
Such certificates shall bear the wording “Has satisfactorily completed the requirements of an
Individualized Educational Program.”

Legal Reference: Code of Virginia §22.1-253.13:4

Adopted: 9/8/87
Revised: 6/22/93, 4/11/02
Confirmed: 10/13/09




POLICY §5-16

INSTRUCTION
IN GENERAL
§5-16 Participation in the Thomas Jefferson High School for Science and Technology
A. Eligibility

Any Loudoun County student in grades 8-12 is eligible to apply for admission to
the Thomas Jefferson High School for Science and Technology. The Thomas Jefferson High
School for Science and Technology will actually select the students who will be admitted to the
program and implement the criteria by which students are eligible to remain in the program in
subsequent years.

B. Payment of Tuition

Tuition for participating in the Thomas Jefferson High School for Science and
Technology will be paid by the Loudoun County School Board for all Loudoun County students
who are legal residents of Loudoun County and are admitted to the program.

If a student voluntarily withdraws from the Thomas Jefferson High School for
Science and Technology, the parents of the student will repay the Loudoun County School
Board for tuition encumbered which is not otherwise refunded by the Fairfax County School
Division. This does not apply to a student moving away from the county or a student who
withdraws from the program prior to September 30.

C. Release of Information

Parents of a student attending Thomas Jefferson High School for Science and
Technology or the student if he/she is 18 years of age, shall agree to release the following
information to Loudoun County Public Schools:

1. Student Grades - Copies of each report card.

2. Standardized Test Scores - Copies of results on standardized tests. This
will include results of achievement tests such as ITBS; of preliminary
Scholastic Aptitude Test (PSAT); of the Scholastic Aptitude Test (SAT).

3. Advanced Placement Examination Scores

4. Student Honors - Copies of lists of National Merit Scholarship winners
and of winners of other honors.

Adopted: 5/9/89
Revised: 6/22/93
Current Revision: 10/13/09



POLICY §5-17
INSTRUCTION
CURRICULUM

§5-17 Access to Programs, Courses and Activities

No student shall be denied access to any program, course, or activity, curricular
or extra-curricular, based on gender. Courses that deal exclusively with human sexuality may
be conducted in separate sections for boys and girls. Genders may be separated within
physical education classes during activities that involve bodily contact. Athletic teams may be
conducted for one gender where selection is based upon competitive skill or the activity is a
contact sport. If a team in a non-contact sport, however, is conducted for members of one
gender and members of the other gender have previously been limited in total athletic
opportunities, the members of the excluded gender must be allowed to try out for the team.

All school personnel shall refrain from giving advice or using information that
differentiates by gender while providing career or academic counseling.
Legal Reference: Title IX, 20 U.S.C. 1681,
34 CFR 106.1 et seq.

Legal Reference: Code of Virginia 2.2-3901

Adopted: 8/10/76
Revised: 6/22/93
Current Revision: 10/13/09



POLICY §5-18
INSTRUCTION
CURRICULUM

§5-18 Alternative Education

The Loudoun County Schools offer a variety of educational alternatives designed
to meet the needs of students with various interests and abilities. These alternatives shall be
designed to assist students in achieving the knowledge, skills, and attitudes described in the
goals of public education in Virginia and Policy §5-1 of the Loudoun County School Board.

The program of alternative education shall include offerings for students who are
gifted or talented, who are disabled, who are academically oriented, who are technically
oriented, or who are in need of remedial or compensatory education.

A special school program housed in a separate facility shall be conducted for
those students who are unable to successfully function in a regular school environment or who
need an individualized program on a long-term basis.

Adopted: 8/12/82
Revised: 9/13/88, 6/22/93
Current Revision: 10/13/09




POLICY §5-19
INSTRUCTION
CURRICULUM

§5-19 Textbook Adoption

The textbook adoption process is conducted in compliance with the "Regulations
of the Board of Education" for Virginia Public Schools. The regulations for textbook adoption
stipulate a six-year adoption cycle with staff and parent involvement in the adoption process.
Because the textbook is a key instructional tool for the teachers, three guiding principles are
honored by the adoption process in Loudoun County Public Schools:

e |tis the responsibility of the textbook selection committee to determine and
recommend for School Board adoption the text which best supports the
curriculum inasmuch as the textbook is a primary vehicle in conveying the
curriculum to students.

e |tis notthe responsibility of the textbook selection committee to determine or
modify curriculum. This responsibility falls upon other duly appointed
committees to conduct the review, research, and lengthy consideration that
is necessary in determining the content that is to be taught and the
appropriate grade levels for introduction and development of that content.

e Classroom teachers, with input from parents and professionals in related
fields, and in collaboration with curriculum specialists, will have the primary
role in reviewing textbooks and making recommendation for adoption.
Teachers are charged with the direct responsibility for delivering the
curriculum to students and therefore should have a key role in the selection
of the primary resource in that endeavor.

These principles form the basic architecture for a textbook adoption process that
is to be focused upon the task and at the same time highly participatory and broadly inclusive
of stakeholders. We believe that it is through a process designed in this way that the best
selection decision and the greatest ownership of that decision will ultimately occur.

Legal Reference: Code of Virginia §§ 22.1-239; 8 VAC 20-170-10; 8 VAC 20-220-10 et seq.;
8 VAC 20-230-10 et seq.

Adopted: 11/12/96
Confirmed: 10/13/09




§5-19

(@)
INSTRUCTION

CURRICULUM
REGULATION

§5-19 Textbook Adoption

Textbook adoptions shall be recommended by review committees appointed by
the Superintendent or his designee. State guidelines for adoption of textbooks shall be
followed. Recommendations of review committees shall be approved and submitted to the
School Board by the Superintendent or his designee.

In Loudoun County Public Schools the procedure for review, selection,
recommendation, and adoption of textbooks includes the following steps:

Public Announcement

A. Setting of Selection Criteria School newsletters
1. Based upon the curriculum PTA/PTO newsletters
and state and local criteria. Local newspapers

2. Performed by the Steering
Committee with representation
of teachers, parents, and
administrators. Teachers will
be selected with attention to
balance in large and small
schools, grade levels, subject
matter, and teaching experience.
Parents will be recommended by
school principals and attention
will be given to balance in
large and small schools and
grade levels of interest. One
(1) additional parent representative
from each high school cluster
may be included on the committee
by applying directly to the Director
of Instruction. The steering
committee will also include
professionals in fields related to
the content area in which the
textbook adoption is occurring.

B. Screening of Available Textbooks Work schedule sent
1. Based upon the selection to school principals
criteria. and committee members

2. Performed by the steering
committee to narrow the
selection to texts matching
the selection criteria.

(continued)
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§5-19 Textbook Adoption (continued)
C. Review of Screened Texts

1.

Performed at all school
sites where adopted

texts will be used.

Reviewed in schools by
teachers, parents,

students, and administrators
who give written input
through rubric evaluation
forms.

D. Public Information Session

1.
2.

3.

Held at central location.
Presented by steering
committee representatives.
Provide information and
receives input from the
public.

E. Steering Committee Selection

of Texts and Recommendation
to the School Board
Evaluates data from all
sources and makes selection
of texts to be recommended
to the School Board.

Places all recommended
textbooks on display at

the Central Office for one
month pending final adoption
by the School Board.

F. School Board Decision on Textbook
Adoption as an Action Item

Issued: 11/12/96

§5-19
(b)

Local newspaper
School newsletters
PTA/PTO newsletters

Local newspaper
Local radio station
PTA/PTO newsletters
School newsletters

School Board Meeting
Agenda

Local newspaper
Local radio station
School newsletters
PTA/PTO newsletters

School Board Meeting
Agenda

Local newspaper
Local radio station
School newsletters
PTA/PTO newsletters



POLICY §5-21
INSTRUCTION
CURRICULUM

§5-21 Dishonesty in Assigned Work

Students are expected to do their own work on all tests, papers, projects, and
other work assigned to be done on an individual basis. Turning in the work of another student
as one's own or assisting another student on work that should be done individually is an act of
dishonesty. The student who steals or uses with consent the work of another student and the
student who assists or allows another student to use his/her work are each guilty of
misrepresentation of the truth. The one who uses the work of another fails to develop the
intended skills and knowledge, and both fail to develop personal integrity.

Any student who turns in work that is not his/her own as his/her own from
whatever source or who assists or gives his/her work to another student shall be given a grade
of zero on that work. The incident shall be reported to the principal and to the parent(s) and
shall be recorded on the disciplinary record of the student(s).

Principals are authorized to establish rules consistent with this policy and to
punish violators in accordance with disciplinary policies.

Adopted: 5/8/84
Revised: 6/22/93
Current Revision: 10/13/09



POLICY §5-30

INSTRUCTION
CURRICULUM

§5-30 Adult Education

Adult Education is defined as instructional programs below the college credit
level provided by Loudoun County Schools for persons over the age of compulsory school
attendance (18) who are not enrolled in the regular Public School Program and includes the
following:

A. Adult Basic Education

This program provides educational opportunities for adults whose literacy skills
are below the ninth grade or who speak English as a Second Language. The primary
objective is to help under-educated adults to learn the practical use of basic skills in reading,
writing and arithmetic which will permit them to become more productive members of society.
This program is offered free of charge.

B. General Adult Education

This program is for adults who are interested in pursuing a vocational or cultural
instruction. Courses are offered based on student demand. A fee is charged for each course
to cover the cost of instruction.

C. General Educational Development

This program is for persons who did not complete high school. The program
helps prepare students for the General Education Development test. Upon achieving
satisfactory scores on the G. E. D. test, the student may earn an equivalency certificate that is
recognized by most employers and many colleges as being equivalent to a high school
diploma. A fee is charged for the program; students must purchase books and pay a fee to
take the G. E. D. test.

D. Adult High School

This program is for students who wish to complete their high school education
through evening classes. Upon completing the State requirements for high school graduation
the students receive a high school diploma. A fee is charged for each course to cover the cost
of instruction.

Adopted: 9/12/72
Revised: 8/8/78, 6/22/93
Current Revision: 10/13/09




POLICY §5-31
INSTRUCTION
CURRICULUM

§5-31 Adult Day-Time Students at the Monroe Technology Center

Some adult students may be admitted to the Monroe Technology Center.
This may include students who enrolled as Seniors in the first year of a two-year course.

Rules for application and admission to these programs, attendance, and
behavior of such students will be established by the Monroe Technology Center
administration.

Adopted: 6/22/93
Revised: 7/1/97, 11/23/99
Current Revision: 10/13/09




§5-31

§5-31
(@)

INSTRUCTION

CURRICULUM

REGULATION

Adult Day-Time Students at the Monroe Technology Center

Tuition

1. Adults shall be charged a tuition fee.

2. Tuition is due and payable prior to the beginning of each semester.

3. The tuition charge is non-refundable.

Application

1. Application for entry into a program shall be made at the Monroe
Technology Center (MTC).

2. The Applicant must use the standard application form which is available
at MTC.

3. Prior to acceptance into a program, adults will be required to have a
personal interview with a MTC administrator.

4. Acceptance into a program will be determined by (1) the Principal of MTC
and (2) the Placement Coordinator of MTC.

Enroliment

1. Adults shall be admitted on a space available basis.

2. Adults shall hold a high school diploma, a GED Certificate or be enrolled
in an approved GED program.

3. Adults accepted into a program shall initially enroll in the first level of that
program.

Schedule

1. Adults shall attend classes at the MTC during the regularly scheduled
time period designated by the Center.

2. Adults shall attend classes 5 'z (five and one-half) hours per day, every

other day, over a one or two year span, depending upon the course.

Rules and Regulations

1.

Adults shall be subject to the same rules and regulations as the high
school full-time day student.

(continued)
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§5-31 Adult Day-Time Students at the Monroe Technology Center (continued)

Adults shall be responsible for providing clothing or specialty items related
to the occupation.

3. Excessive absenteeism could result in an adult student being dropped

from the program.
F. Postgraduates

1. Students enrolled as seniors in the first level of a new program shall be
permitted to enroll in the second level of the same program.

2. There shall be no tuition charge for these post-graduates.

3. They shall be on roll in their home school but report directly to the Monroe
Technology Center each day. Attendance will be reported to the home
school by the MTC administration.

4. The post-graduate student shall be subject to the same rules and
regulations as the regular full time student.

5. The post-graduate student shall follow the time schedule designated for

Issued: 7/11/78

his/her level in the program.

Revised: 6/22/93, 7/1/97, 11/23/99

Current Revision: 2/22/05



POLICY §5-39
INSTRUCTION
CURRICULUM

§5-39 Drug Education

Drug education is an important part of the instructional program in Loudoun
County Public Schools. The expectation is that all students will be educated in learning
environments that are safe, drug free, and conducive to learning.

Drug Education Objectives

1. To provide a curriculum that emphasizes drug and alcohol education and
the prevention of substance use and abuse.

2. To provide educational programs for students and parents regarding the
public safety hazards of alcohol and substance abuse, as well as the
implications of underage drinking and driving.

3. To establish support for students who may experience issues with
substance abuse and to provide instruction via health education regarding
refusal skills for students who may experience peer pressure around
substance abuse.

Adopted: 8/10/71
Revised: 6/22/93
Current Revision: 11/30/09




POLICY §5-45
INSTRUCTION
CLASSROOM MANAGEMENT

§5-45 Classroom Placement of Twins

The parent of twins (or higher order multiples) enrolled in the same elementary
school may request that such children be placed in the same classroom or separate
classrooms.

A. The request for placement must be made no later than three (3) days after
the first day of each school year or three (3) days after the first day of attendance of the
children during a school year.

B. Except as required by federal or state law as hereinafter provided, the
school shall provide the placement requested.

C. At the end of the initial grading period after enrollment, if the school
principal, in consultation with the children’s classroom teacher, determines that the requested
classroom placement is either disruptive to the school or is harmful to the children’s
educational progress, the principal may request that the division superintendent, or designee,
determine the children’s classroom placement. In the event of such request by the principal,
the division superintendent shall make such placement. The decision of the division
superintendent or designee is final and may not be appealed.

D. Nothing contained herein shall prohibit a school from recommending a
classroom placement to parents.

Legal Reference: Code of Virginia §22.1-79.3

Adopted: 6/23/09



POLICY §5-52
(@)

INSTRUCTION
SPECIAL EDUCATION

§5-52 Generally

All children, ages 2-21 inclusive, residing in the County who are disabled and
need Special Education and/or Related Services shall be identified, located, evaluated, and
placed in the appropriate free education program. In those cases where a particular program
is not available within the public school system, Tuition Assistance shall be provided under the
Rules and Regulations established by the State Board of Education.

In accordance with the above statement, as to the process of Identification,
Evaluation, and Placement, the following policies shall be incorporated in the areas of Due
Process Procedures, Testing and Evaluation Materials, Individualized Educational Program,
Least Restrictive Environment, and Parent or Guardian Consultation.

A. Due Process Procedures

1. In order to ensure that disabled children and their parents, or guardians,
are guaranteed procedural safeguards in the process of identification,
evaluation, and placement in Special Education Programs, the following
steps shall be taken:

Prior notice requesting permission for testing will be given, both written
and oral, in English, and in the primary language of the home and include
the following parent (guardian) rights:

e To know why the school system or agency is requesting the
evaluation.

e To know who is making the request - name(s) and position(s).

e To have access to all school records relating to the child for whom the
request is being made.

e To refuse to permit the evaluation - in which case the Division
Superintendent may, but is not required to, use mediation or due
process hearing procedures to pursue the evaluation. The parent will
be informed of applicable procedural Due Process Rights.

¢ To be fully informed of the results of the evaluation.
¢ To know that the evaluation will not take place without the knowledge

and written approval of the parent or until Due Process Procedures
have been exhausted.

(continued)
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§5-52 Generally (continued)
2. Prior notice requesting permission for placement will also be given, both

written and oral, in English and in the primary language of the home,
including all of the parental rights outlined above along with the following:

e Adetailed description of the action proposed or refused by the school
system or agency.

e Specification of any tests, reports, or other relevant factors upon
which such action is based.

B. Testing and Evaluation Materials

In order to ensure that testing and evaluation materials utilized for the purpose of
classification and placement of disabled children will be selected and administered so as not to
be racially or culturally discriminatory, the following major factors will be taken into
consideration:

The Examiner shall:

e Choose among appropriate tests to find those which are best suited for the
individual being examined.

¢ Remain aware of potential bias throughout test process and administer the
test as fairly as possible.

e Take care to observe quality of responses provided by person being tested in
a manner which goes beyond strictly-scorable responses.

e Use supplementary testing to provide further data when cultural or racial bias
is thought to be interfering with results.

e Summarize the test results in such a way that discriminatory effects are
discussed and considered in the conclusions.

C. Individualized Educational Program

An Individualized Education Program (IEP) shall be developed for each child
enrolled in a Special Education Program, either public or private. The IEP shall be

(continued)
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§5-52 Generally (continued)
formulated in an individual planning conference with the parent(s) unless the parent(s) refuse
to participate. The IEP shall include documentation of decisions reached about the goals,
content, implementation, and evaluation of the child's educational program, and shall be

reviewed at least annually with the child's parent(s).

D. Least Restrictive Environment

In order to ensure, that to the maximum extent appropriate, disabled children are
educated with children who are not disabled, the following major program and operational
procedures shall be established:

1. In the development of new programs for disabled children, emphasis
shall be placed on those models that allow a student to be maintained in
a regular classroom setting to the maximum extent possible and provide
services on either an itinerant or resource basis.

2. Students being provided services through a self-contained model shall be
housed in regular school buildings, scheduled into common school group
activities such as field trips and lunch routine, and placed on an individual
basis in regular classroom situations in various subject areas.

3. With respect to the above, each child's placement shall be determined at
least annually and be based on his or her Individualized Education
Program. In addition, steps shall be taken to assure that implementation
of this provision will not produce a harmful effect on the child or reduce
the quality of services he or she requires.

E. Parent or Guardian Consultation

Parent or guardian consultation shall be a continuing process and include but not
be limited to periodic progress reports on a child's Individualized Educational Program once
placement has been made.

F. Full Educational Opportunity Goal

It is the goal of the Loudoun County Public Schools to provide full educational
opportunities for all disabled children, ages birth - 21 inclusive, including appropriate career
education, pre-vocational education, and vocational education.

Adopted: 8/11/70
Revised: 9/8/81, 6/22/93
Current Revision: 10/13/09
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§5-53 Personnel Development

The Director of Special Education shall provide leadership in establishing and
implementing a comprehensive system of personnel development to include the professional
development of general and special education instructional and support staff in the various
disabilities.

Adopted: 8/11/70
Revised: 9/8/81, 6/22/93
Current Revision: 10/13/09
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INSTRUCTION
SPECIAL EDUCATION
§5-54 Student Eligibility/Placement Procedures
A. Transfer of Presently Enrolled Students to Special Education Program

1. A teacher, principal, supervisor, parent, or other interested person may
initiate a referral of a child to a Local School Screening Committee if it is
believed that the child may be in need of special education services.

2. Eligibility for special education services is determined by the Special
Education Eligibility Committee in accordance with Federal, State, and
Local regulations governing the operation of special education programs
for students with disabilities.

3. Placement of eligible children in a special education program may occur
only after the development of an Individualized Educational Program in
accordance with the procedures outlined in the State and Federal
regulations.

B. Admission of Eligible Disabled Students from Other School Divisions and/or

Private Schools

1.

Adopted: 4/12/77

If a student is enrolled whose immediate prior educational placement was
in a special education program, the child is eligible for interim placement
in a special education program consistent with his/her current IEP during
the period the Loudoun County assessment and eligibility process is
being completed.

When enrolling an eligible disabled student, the principal should follow
the procedures outlined in the special education regulations.

Final determination of continuing eligibility for special education services
will be made by the Special Education Eligibility Committee in accordance
with existing rules and regulations.

Revised: 9/8/81, 6/22/93
Current Revision: 10/13/09
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§5-55 Disciplinary Procedures for Students with Disabilities

A. Purpose

The purpose of this policy is to establish procedures, consistent with applicable
law, for the discipline of students with disabilities.

B. In-School Disciplinary Measures

School personnel are authorized to use in-school disciplinary measures in
accordance with §8-26 of these policies.

C. Exclusion from Extracurricular Activities

School personnel are authorized to use exclusion from extra-curricular activities
in accordance with §8-29 of the policies.

D. Short-Term Suspension

School personnel are authorized to use short-term suspension in accordance
with §8-27 of these policies. The Director of Special Education shall be notified of all
suspensions of disabled students.

E. Involuntary Transfer, Long-Term Suspension, and Expulsion

Any principal who considers recommending to the Division Superintendent long-
term suspension, involuntary transfer for adjustment purposes, or expulsion of a disabled
student, shall convene an IEP Committee, which includes the Director of Special Education or
designee, to determine whether or not there is a manifestation between the child's disability
and the misconduct that led to the recommendation. This determination must be made by the
IEP committee pursuant to the change of placement procedures. A series of suspensions
which aggregate to more than 10 days may be considered a significant change in placement
requiring re-evaluation and procedural protection. Factors to consider in determining whether
aggregate suspensions of 10 days or more are long-term suspensions include length of each
suspension, proximity of suspensions, and total amount of time suspended. If there is a
manifestation or if the child was inappropriately placed at the time of the misconduct, the child
may not be expelled. If there is no manifestation determination or if the child was
appropriately placed at the time of the misconduct, the child may be disciplined in the same
manner as a non-disabled child. In the case of an expulsion, parental consent is not required
prior to expelling the child.



POLICY §5-55
(b)

INSTRUCTION
SPECIAL EDUCATION
§5-55 Disciplinary Procedures for Students with Disabilities (continued)
F. Dangerous Disabled Student

Although Loudoun County Public Schools recognizes that it may not unilaterally
change the placement of a student with dangerous behavior when the misconduct is
determined to be a manifestation of the student's disability, school officials may use normal
disciplinary measures for a child who exhibits dangerous behavior to include time outs or
suspension up to 10 days.

Adopted: 4/12/77
Revised: 4/25/90, 6/22/93
Current Revision: 10/13/09




§5-55

INSTRUCTION

SPECIAL EDUCATION

§5-55

Issued: 6/22/93

REGULATION

Disciplinary Procedures for Students with Disabilities

The following procedures supplement Policy §5-55 to specify time requirements
that must be followed when a disabled student is considered for disciplinary action by the
Division Superintendent. It is essential that these requirements are met.

1.

The student should be suspended for at least three (3) school days to
allow time for the process to work.

The notice of suspension and back-up information should be hand carried
to the Director of Special Education on the day of the incident. Call
ahead to let the Director know that it is coming.

The Director of Special Education will convene an IEP committee and
reach a decision on relatedness within two (2) days of receipt of the
information. A special education central office supervisor/director will
chair the IEP committee meeting.

If the misconduct is not related to the student's disabling condition, the
parent should be called in for a meeting to choose a new school or
prepare other documentation for the Division Superintendent within the
time frame of the suspension. A finding of "not related" means that
normal disciplinary procedures can be followed, but transportation must
be provided to the student even if he/she is involuntarily transferred.

If the student's behavior is found related to his/her disabling condition, the
parent and student must meet with the school principal and the IEP
committee to discuss actions to be taken regarding placement and/or
eligibility. The Special Education Department will begin reconsideration
of eligibility and/or placement with full involvement of the school and
parents.



POLICY §5-58
INSTRUCTION
SPECIAL EDUCATION

§5-58 Procedures for Location of Self-Contained Special Education Classes

A. Purpose

The purpose of this policy is to establish administrative procedures to be
implemented whenever a self-contained special education class is to be moved to a different
location or when a new class is to be established in a school where no other classes of that
type exist.

B. Procedures

At the end of each school year following the submission of the IEPs, the special
education program staff will evaluate the IEPs, and on the basis of multiple factors,
prognosticate enrollments for the coming year. If it is determined that an existing class needs
to be moved or a new class (as defined above) is to be added, parents will be notified by mail
of the change. The special education staff will gather the necessary information and formulate
options/recommendations regarding the potential location(s).

The various factors that contributed to the decision to recommend a particular
site will be outlined. Parents will then be provided the opportunity to communicate their
feelings about the staff’'s recommendations.

Following the notification, any public input/reaction will be considered by the
appropriate administrative staff in reaching a final decision.

This procedure will in no way interfere with any procedural rights stated in the
School Board Policy Manual or reserved under the Individuals with Disabilities Education
Improvement Act, December 3, 2004, (IDEA '04) and its implementing federal regulations,
October 13, 2006, Individuals with Education Act and Section 504 of the 1973 Rehabilitation
Act (Civil Rights Statute), as amended.

Adopted: 1/8/91
Revised: 6/22/93
Current Revision: 10/13/09



POLICY §5-64
INSTRUCTION
SPECIAL EDUCATION

§5-64 Homebound Instruction

Loudoun County Public Schools (LCPS) under State authorization offers
homebound instruction as a service to school age children who are actively enrolled in
LCPS. This instruction is offered to those students whose medical needs prevent students
from attending school for a limited period of time, based upon certification of need by the
attending licensed physician or licensed clinical psychologist.

Teachers

Teachers eligible to be employed to instruct homebound students must hold
an active Virginia license issued in accordance with rules and regulations of the State
Board of Education.

Adopted: 8/11/70
Revised: 6/22/93
Current Revision: 10/13/09
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§6-1
SUPPORT SERVICES
CAFETERIA

§6-1 Centralized Program

The Loudoun County School Board has authorized the centralization of the
school food service program and further authorizes the staff to maintain its funds with a local
banking institution in order to support that centralization function.

Adopted: 5/10/94



§6-2
SUPPORT SERVICES
CAFETERIA
§6-2 Income
All income from the sale of food items to students on school property occurring
from the beginning of the first lunch period through the end of the last lunch period shall accrue

to the school food service account. No school food service monies may be used to support
student or staff meal or food charges.

Adopted: 5/10/94



POLICY §6-6
SUPPORT SERVICES
TRANSPORTATION

§6-6 Bus Transportation Authorized

State law authorizes, but does not require, the Loudoun County School Board to
transport children to school unless they are disabled and are attending a special education
program. Therefore, nothing should be construed to require transportation to any student
except as provided by §22.1-221 of the Code of Virginia.

Students may be suspended from using school transportation services for
violations of the Loudoun County Public Schools Students Rights and Responsibilities or when
the student endangers the health, safety, and welfare of other riders. In such cases, the parent
or guardian shall be responsible for transporting the student to and from school.

When the School Board provides transportation for extracurricular activities that
are not covered by an activity fund and which the students are not required to attend or
participate in, the principal may accept contributions for such transportation or charge each
student a pro rata share of the cost. The fees for any student whose parent or guardian is
financially unable to pay them may be waived.

When the School Board provides transportation for field trips which are part of the

school's program and are sponsored by the school, the principal may accept contributions for
the cost.

Legal Reference: Code of Virginia §§22.1-176, 22.1-221

Adopted: 5/10/94
Revised: 6/23/09
Current Revision: 11/10/09




POLICY §6-8
SUPPORT SERVICES

TRANSPORTATION

§6-8 Bus Loading

The number of students who can be loaded on a school bus is determined by the
number of seats. Students may be permitted to stand only during unforeseen emergency
conditions.

Legal Reference: 8 Virginia Administrative Code 20-70-40

Adopted: 5/10/94
Revised: 10/27/09



POLICY §6-9
SUPPORT SERVICES
TRANSPORTATION

§6-9 Maximum Speed Limits

The maximum speed limit for school buses shall be 45 miles per hour or the
minimum speed allowable, whichever is greater, on any highway where the maximum speed
limit is 55 miles or less, and 60 miles per hour on all interstate highways and on other
highways where the maximum speed limit is more than 55 miles per hour.

All other licensed motor vehicles owned or operated by Loudoun County Public
Schools shall be operated in compliance with the Code of Virginia and p