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The Kadoka Area School District #35-2 
 

Policy Handbook 
 

Chapter 1 INTRODUCTION 
 

In addition to the State of South Dakota, statutory provisions allowing by-laws are part of the 

Kadoka Area School District policy. 

No policy in these by-laws shall be operative if it is found to be in conflict with any laws of the 

State of South Dakota. 

There is no such thing as maximum standards or policy, at its best, only the minimum needs to 

be a sufficient guide.  The policies and regulations of the Board of Education of the Kadoka Area 

School District #35-2 need to be thoroughly understood so that the tenure of all school persons 

can be a happy and profitable one.  This Board Policy was officially adopted July 10, 2007, and 

became effective immediately.   

Continuation Policy:  First Reading: December 12, 2011; Adoption January 11, 2012. 

The School Board, representing the people of the District, is the legislative body which determines 

policy for the Kadoka Area School District 35-2.  It is the intent of the board to develop policies 

and put them into writing so that they may serve as guidelines for the superintendent, all district 

employees, parents and student, in the day-to-day operation of the district.  The School board 

may take action on matters based upon recommendations presented to the board from the 

superintendent or board committees.  Final actions on proposals will be taken by the School 

board. 
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A policy or regulation may be withdrawn or repealed by school board action if the policy or 

regulation is no longer necessary due to change in statute, has become obsolete, or the materials 

is covered by another policy or regulation.  If a policy contains provisions that are in conflict with 

another policy, the provisions in the policy most recently adopted or amended will govern. The 

school board shall pass a motion to adopt all policies of the previous board at the annual meeting.  

If no such action occurs at the annual meeting the existing policies of the Kadoka Area School 

District will continue without such motion.     

 

The MISSION of the Kadoka Area School District is: 

To prepare all students to reach their full potential in an ever changing world. 
 
 
 

The VISION of the Kadoka Area School District is: 
 

The Board of Education, Administration and Staff of the Kadoka Area Schools will 
be responsible for making our school a place where students become lifelong 
learners.  Our students, with the support of their parents and community, will 
become active and productive members of society. 
 
 
  



2-1 
 

Chapter 2 PHILOSOPHY AND PURPOSE 
 

The Philosophy and Goals of the Kadoka Area School District 
 
It is the philosophy of the Kadoka Area School District: 
 

1. To provide the best possible education that our resources will allow for all students. 
2. To advocate and promote student centered programs that enhance the self-concept and 

self-worth of each student. 
3. To promote meeting the individual needs of our students by adjusting our curriculum and 

classroom instruction. 
4. To have periodic reviews and assessments of the curriculum, school policies and extra-

curricular activities. 
 

Quality education can best be achieved through the cooperation and concern of a well-informed 
school board, administration, faculty, support staff, parents and community. 

It is the policy of the Kadoka Area School to welcome visits, questions, comments and concerns from 
the patrons of the Kadoka Area School District. 

The goals of the Kadoka Area School District reflect the philosophy.  The following goals were 
formulated through the cooperative efforts of parents, staff and administration. 

It is the goal of the Kadoka Area School District: 

1. To have a drug free school. 
2. To achieve a graduation rate of 100%. 
3. To stress teaching styles that are adjusted to student learning styles. 
4. To adapt a curriculum geared to students’ needs and wants. 
5. To adopt extra-curricular programs to reflect the life-long pursuit of physical fitness and the 

arts. 
6. To encourage cooperative learning between students. 
7. To improve test scores through instruction. 
8. To involve parents in early education and all through the educational process. 
9. To provide safe, attractive and structurally sound school plant and facilities. 
10. To encourage community - school dialogue to foster a positive attitude toward education 

and participation rather than just observation. 
11. To encourage intra-staff dialogue/communication and improve staff morale. 
12. To provide accessibility of the school to parents. 
13. To promote lifelong learning and adult literacy. 
14. To strive to improve equipment and education for keeping up with the increasing changes in 

world technology. 
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Organizational Chart 
 
 
 
 

 
 
 
 
*For inclement weather or emergency closings:  In the event of the superintendent’s absence – chain of 
command goes to the principals and then to the Business Manager.  In the event all the above are 
absent, the activities director, superintendent’s secretary, elementary secretary, and high school 
secretary will collaborate to make the decision.  In all cases of the superintendent’s absence, he/she will 
be contacted by telephone, if possible, to assist and be informed of the situation. 
 
**Superintendent will be responsible for determining performance evaluation responsibilities for faculty 
and support staff. 
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Chapter 3 THE BOARD OF EDUCATION 
 

1. LEGAL DESIGNATION:  The District is designated as the Kadoka Area School District #35-2, State 
of South Dakota. 

2. FUNCTIONS OF THE SCHOOL BOARD 

a. The chief function of the school board is to provide for the progress and welfare of the 
schools under its control, and to adopt the policies which govern its organization and 
operation. 

b. The school board is responsible for formulating policies for the general management of 
the schools in the district.  It delegates administrative authority to the superintendent, 
but is responsible to the people for the results produced 

3. RETENTION AND DELEGATION OF AUTHORITY:  The Board of Education retains full legislative 
and judicial authority over the school in accordance with the school laws and expressed will of 
the electorate, but delegates all executive, supervisor and instructional authority to its 
employees as herein after specified.  Legislative service under the law implies the power and 
obligation to contract for service and materials, the power to inspect, the power to pass 
judgment upon employees and their work, and the power to veto acts of any or all employees 
when such are deemed contrary to the legal rights or obligations of the District, or inconsistent 
with established Board Policies. 

4. DELEGATION OF AUTHORITY:  In fulfilling its obligations, the Board acts similarly in its 
relationships to the schools as do Boards of Directors to successful business organizations, that 
is:  through the powers of legislation, by the determination of policies and the evaluation of 
results.  The direct administration of the school system is delegated to the Superintendent of 
Schools whom the Board appoints to act as an executive officer of the Board.  The 
Superintendent is held individually and directly responsible to the Board for the execution of all 
its policies and its legislation and for other duties assigned to him by the Board.  Individual 
members have status as Board Members ONLY when acting formally as members of the Board, 
while it is in executive session, or when specifically entrusted by the Board to carry out definite 
assignments. 

5. BUSINESS MUST BE TRANSACTED DURING REGULAR SESSION OF THE BOARD:  The Board of 
Education can transact business which is legally binding on the District only in regular session 
with a quorum present and its proceedings recorded in the minutes of the meeting. 

6. COMPLAINTS:  Patrons should be encouraged to discuss their problems with the teacher, 
Principal, Superintendent, and Kadoka Area Board of Education in that order.   

7. EQUAL OPPORTUNITY EMPLOYMENT:  The Board subscribes to the fullest extent to the principal 
of dignity of all people and of their labors and will take action to ensure that applicants are 
employed, assigned and promoted without regard to their age, race, creed, color, sex and 
marital status, political affiliation, or national origin.  Every available opportunity will be taken in 
order to assure that each applicant for a position is selected on the basis of qualification, merit 
and ability. 
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8. NONDISCRIMINATION:  The Board is committed to a policy of nondiscrimination in relation to 
race, sex, religion, national background, handicap and other human differences.  Respect for the 
dignity and worth of each individual will be paramount in the establishment of all policies by the 
Board and in the administration of those policies.  The constitutions of our nation and state, 
pertinent legislation enacted at those two levels of government, as well as court interpretations 
regarding citizens’ rights, support this statement.   (Title IX and Section 504 Coordinator shall be 
appointed annually.) 

9. DUTIES OF THE PRESIDENT:  It shall be the duty of the President to preside at all meetings of the 
Board of Education and to sign all vouchers and checks approved by the Board of Education.  
The president should discuss and vote on all matters coming before the board.  A tie vote does 
not gain a majority and means that the motion is defeated. 

10. DUTIES OF THE VICE PRESIDENT:  The vice-president of the board will assume the duties and 
responsibilities of the president in their absence and perform such other duties as may be 
assigned by the school board. 

11.  MEETINGS OF THE BOARD:  The day and time for regular board meetings is determined by the 
board at the annual meeting but may be changed if the need arises at the previous monthly 
meeting.  All meetings of the school board shall be open to the public. 

a. Any legal meeting may be recessed to a specific time and place.  The items remaining on 
the agenda of the meeting recessed should be acted upon first at the recessed meeting.  
Other items of business are to be discussed and acted upon by a majority vote of the 
members. 

b. Special meetings of the board may be called by the president or in his absence by the 
vice-president.  No business shall be transacted at the special meeting except that 
specified in the call for the same unless a quorum of the board is present and agrees to 
the consideration of additional items. 

c. In the event that a board member(s) must recues themselves from voting due to conflict 
of interest, board action may be taken by the majority of the remaining members. 

d. To expedite the Board's proceeding and provide a framework for the orderly conduct of 
business, non-action items on the agenda will be heard but no action will be taken at 
that particular meeting.  The board will determine the course of action in regards to 
such items for a future meeting. 

12. MINUTES OF BOARD MEETINGS:  A complete and accurate set of minutes of each Board meeting 
shall be kept to comply with all legal requirements.  Minutes shall be kept in an official record 
book specified for that purpose, and shall be kept on file as the official record of the District and 
shall be open to public inspection.  Minutes shall be published as required by law. 

13. CONDUCT OF BUSINESS OF THE SCHOOL BOARD:   

a. For the general transaction of business, the adopted parliamentary rules will be 
observed. 

b. Any rule of the school board may be suspended by a majority vote of the entire board, 
taken by roll call and entered in the minutes of the meeting. 
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c. The rules and regulations of the school board may be amended by a majority vote of the 
entire board at any meeting, provided that each member was furnished by the Business 
Manager with a copy of the proposed amendment at least one week in advance.  

14. EXPULSION OF STUDENTS:  Students shall be expelled from school only through actions of the 
School Board. 

 

15. CONTINUATION OF SERVICES AND PROGRAMS: (adopted January 11, 2012):  Services and 
programs under the jurisdiction of the school district may be reviewed on an annual basis to 
determine the feasibility and/or continuation of such services.  Final determination will be made 
by the board of education 
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Capitalization of Fixed Assets 
 

Equipment items will be capitalized as fixed assets, recorded as fixed assets and properly marked with 
property ID tags if they meet the following criteria:   

1. Purchase value of at least $5000.00.  (General School District) 
2. Purchase value of at least $1000.00.  (School lunch fund equipment) 
3. Useful value of one year or more.  
 
Buildings will be capitalized @ $50,000 
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Loaning of Textbooks 
 

Upon written request, textbooks will be loaned to children ages five (5) through nineteen (19) 
for use by children in a school not supported by any governmental entity. 

The request should be made by the child’s parent or guardian.    

Textbooks loaned shall be the same textbooks normally used by the students enrolled in the 
Kadoka Schools. 

If new textbooks must be purchased to meet the request of children not enrolled in the Kadoka 
Area Schools, the Board of Education of the Kadoka Area School District may limit the number of 
textbooks per student to be purchased for loan to the same amount of new textbooks that is 
furnished to the students enrolled in the Kadoka Area School. 

Only textbooks will be loaned, this does not include teachers’ editions and workbooks for 
textbooks being loaned. 
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Policy for use of Gymnasiums 
 

The gymnasiums of the Kadoka Area Schools will be made available in compliance with the 
facilities use agreement.  Adult supervision will be required.  Prior approval will be required 
from school administration.  Adults will obtain keys from the secondary principal. 

It is the policy of the Kadoka Area School that all individuals other than school officials with keys 
to the gymnasiums are required to return same to the secondary principal. 
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Facility Use and Equipment Agreement 
 

 
 
The School Board of the ____________________________ School District has determined that allowing 
_______________________ to use the facilities listed below would constitute a community service, as 
that term is used is SDCL 13-24-20.   
 
Please list the specific facility and equipment to be used: 
 
 
The use of the facility listed above is for use ____________________________ between the hours of 
________________________.  The fee for the use of the facility shall be ________________________.  
Rules for use of the facility and equipment have been prepared by the administration and are attached 
hereto as Exhibit 1 and incorporated herein by this reference. 
 
NEITHER THE SCHOOL DISTRICT, THE SCHOOL BOARD, NOR ANY OFFICER OR EMPLOYEE OF THE SCHOOL 
DISTRICT IS LIABLE FOR ANY INJURY THAT OCCURS AS A RESULT OF THE USE OF THIS FACILITY, 
REGARDLESS OF THE CAUSE OF INJURY, INCLUDING THE DESIGN, MAINTENANCE OF AND CONDITION OF 
THE FACILITY AND EQUIPMENT USED UNDER THIS AGREEMENT. 
 
THE ________________________________________________ AND ITS MEMBERS, OFFICERS, AND 
EMPLOYEES ARE LIABLE FOR DAMAGE TO PROPERTY AND PERSON THAT MAY ARISE AS A RESULT OF 
THE USE OF THIS FACILITY, AS PROVIDED IN SDCL 13-24-20, AND ARE LIABLE FOR REPLACEMENT COSTS 
TO RESTORE THE FACILITY OR EQUIPMENT UTILIZED PURSUANT TO THIS AGREEMENT. 
 
SDCL 13-24-20 provides: 
  

The school board may rent or grant the use of school facilities, motor vehicles or land belonging 
to the school district for any purposes, which it considers advisable as a community service for 
such compensation as it determines.  The use may not interfere with school activities. Any 
person or persons or public body using such school facilities motor vehicles or land is 
responsible to the school district for any and all damages that may be caused by reason of the 
use or occupancy.  The school district is not liable for any suit for damage, which might arise as 
the result of such use or occupancy. 

 
Pursuant to this agreement, “any and all damages” stated in the statute above shall mean replacement 
costs. 
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This agreement is not valid and the facility may not be used unless this Agreement is signed by the 
person or organization submitting the request prior to the facility use.  In addition to the liability 
undertaken herein by the person or organization using the facility, such person or organization is 
responsible to leave the facility in the manner in which it was found, without exception, including 
without limitation that any areas used be left clean and neat and all equipment be returned in the same 
condition it was when the use was granted.   
 
 
 
 
____________________________________________        ___________________                  Board 
Chairman, Superintendent or Business Manager Date 
 

 
I have read the foregoing Agreement and agree with its terms.  I understand that I, individually, and the 
organization I represent are liable for any damages, as above defined as replacement costs,  caused to 
the facility, and any damages or injuries that may occur to any person as a result of the use of the 
facility. 
 
________________________________________ 
NAME OF ORGANIZATION 
 
 
________________________________________  ________________________ 
Signature of individual or representative   Date 
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GYMNASIUM & KITCHEN: 
SCDL provides: 

 The school board may rent or grant the use of school facilities, motor vehicles or land belonging 
to the school district for any purposes, which it considers advisable as a community service for such 
compensation as it determines.  The use may not interfere with school activities.  Any person or persons 
or public body using such school facilities motor vehicles or land is responsible to the school district for 
any and all damages that may be caused by reason of the use or occupancy.  The school district is not 
liable for any suite for damage, which might arise as the result of such use or occupancy.  Pursuant to this 
agreement, “any and all damages” stated in the statue above shall mean replacement costs. 

This agreement is not valid and the facility may not be used unless this Agreement is signed by the person 
or organization submitting the request prior to the facility use.  In addition to the liability undertaken 
herein by the person or organization using the facility, such person or organization is responsible to leave 
the facility in the manner in which it was found, without exception, including without limitation that any 
areas used be left clean and neat and all equipment be returned in the same condition it was when the 
use was granted. 

FEES: 
Fees for use of gymnasium facilities at Kadoka, Long Valley, Midland and Interior for nonprofit use are 
established at $10.00 per date of use.  Educational youth groups and community service groups may be 
excluded from this fee. 

Use of kitchen facilities is established at $25.00 per date of use. 

The Board of Education shall consider requests for use of facilities by “for profit” individuals and/or 
groups on a case by case basis with rental rates to be established by the superintendent or Board of 
Education. 

DEPOSITS: 
A damage deposit in the amount of $100.00 is required to be paid in advance of facility use.  The deposit 
will be returned at the end of the period of usage of the facility upon inspection of the building and 
return of key.  In the event that there is damage to the building or equipment as result of usage of the 
same, the renter shall agree to pay the cost of repair of the building and repair or replacement of 
equipment. 

RENTER RESPONSIBILITIES: 
The renter of gym and/or kitchen facilities shall provide necessary custodial services for cleanup of 
facilities and trash removal.   

No alcoholic beverages or smoking shall be allowed in school facilities. 

INDEMNITY: 
The District assumes no responsibility for any injury incurred during any activity over which the District 
has no control. 
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Impact Aid – Policies and Procedures 
 

Insuring Tribal and Parental Involvement in the Development of Educational Programs of Children 
Residing on Indian Lands in the Kadoka Area School District #35-2. 
 
That in order to fulfill the requirements of Title VIII of Public Law 103-382, the following policy of the 
Kadoka Area School District #35-2 Board of Education, as it relates to the requirements to insure 
Tribal and parental involvement in the education of children residing on Indian Lands, shall become 
effective immediately.   
 
1. Indian Parent and Tribal Officials Opportunity for Input 

a. Tribal officials and parents of Indian children shall be provided an opportunity to 
comment on the participation of Indian children on an equal basis in the school program 
with all other children educated by the Kadoka Area School District #35 

b. At least one school board meeting held annually in March will focus on this issue. 
  
 Any parent of an Indian student, organization, tribal official or other person may request to be 

heard by the Board on the following issues: 
i. Equal participation of Indian students in educational programs 

ii. Program evaluations, program plans and the Impact Aid application 
iii. Educational programs 
iv. Needs of Indian children 
v. Ways to assist Indian children 

vi. Such other concerns which directly affect the education of Indian children  
 

 School Board meetings are open to the public.  All regularly scheduled and special school board 
meetings are advertised in the local newspaper and the agenda is posted a minimum of 24 
hours prior to the meeting. 

 
 Regular meetings are held on the second Wednesday of each month.  Proceedings of the 

meetings are published in the local newspaper and are available in the district office. 
 
2. Opportunity for Equal Participation 

a. The extent to which Indian children participate on an equal basis in the educational 
program will be assessed through the review of school data and comments from tribal 
officials and parents of Indian children which relate to equal participation. 

b.  Educational programs will be modified as necessary to insure that Indian children 
participate on an equal basis with all other children.  If modification appears necessary, 
the superintendent of school will appoint a special committee to prepare and 
recommend to the Board of Education a modified educational program 

 
3. Dissemination of Material to Tribal Officials and Indian Parents 

a. There shall be disseminated to tribal officials and available to parents of Indian children 
the following: 

i. A copy of the district’s Impact Aid application. 
ii. The School District calendar, which is published annually in the “Back to School” 

issue of the Profit.  The Profit is a weekly shopper newspaper which is 
distributed free, without subscription, to all households within the district.  The 
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publication includes, along with the calendar, general information about school 
programs and policies.  An elementary newsletter is also distributed to 
households on a regular basis. 

iii. The district schedules parent conferences and publishes basic information 
regarding school activities and programs.  Information is also available on the 
local access television channel and on the district’s web page. 

Copies of materials, when available, will be sent home to parents and copies will be 
mailed to tribal officials.  Every effort will be made to insure that parents and tribal 
officials will have adequate time and opportunity to present their views in reference 
to items i, ii and iii. 

iv. Parents have access to and are invited to participate on advisory committees 
which deal with program development or deletion. 

4. Input on Impact Aid Application. 
a. The Board will include a review of the district’s Impact Aid application at a regularly 

scheduled or a special meeting in March each year.  Notice of such meeting will be 
posted in the local newspaper. 

5. Consultation and Involvement 
a. Parents have further opportunities for consultation and involvement through parent 

advisory committees, including those designated to meet specific mandates such as Title 
I and vocational education. 

6. Opportunity to Make Recommendations 
a. All Board of Education meetings are open to the public and allow for input regarding all 

aspects of the District’s program.  Parents of Indian Children for tribal officials may 
address the Board at any of these meetings concerning needs of Indian Students as 
outlined in Section A. 

b. Specifically the Board will request input regarding Indian students at the March special 
meeting. 

c. A public budget hearing will be held annually on or before July 14 of each year.  Parents 
or tribal officials shall be given opportunity for input into the budget. 

7. Assessments 
Input from tribal officials and parents of Indian children shall be reviewed and assessed 
for its meaningfulness by a committee of the school board and its administration.  The 
committee shall recommend and necessary modifications in the districts policies and 
procedures based upon that input and such recommendations will be considered by the 
whole school board of the Kadoka Area School District. 
Any tribe, or its designate, which has students in attendance in the Kadoka Area School 
District #35-2, may file a written complaint with the Superintendent of schools for 
action by the board of education, Kadoka Area School District #35-2, relating to 
requirements of this law.  Also, written complaints may be filed with the Assistant 
Secretary for Elementary and Secondary Education of the United States Department of 
Education regarding any action by the Kadoka Area School District #35-2 taken pursuant 
to, or relevant to the requirements of this law.   
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Managing Public Records 
 

The Kadoka Area School District #35-2 adopts the MANAGING PUBLIC RECORDS, RECORDS 
RETENTION AND DESTRUCTION SCHEDULES, published by the Bureau of Administration Records 
Management Program, as the guide for records retention and destruction guide for school 
records. 
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Board Member Compensation 
 

All board members may receive a per diem of up to seventy-five dollars as established by the 
State Board of Education, for attendance of each meeting of the board.  A board member may 
receive the per diem only for each meeting actually attended, and also for each day the member 
was actually engaged in the service of the Board when authorized by the Board.  Per Diem rates 
for Kadoka Area School Board will be established at the annual meeting. 

In addition to the per diem, Board members will receive a travel allowance as authorized by the 
State Board of Finance and school policy. 
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Family Educational Rights and Privacy Act of 1974 
 

Kadoka Area School District #35-2 will comply with the Family Educational Rights and Privacy Act 
of 1974, as amended, enacted as section 438 of the General Education Provisions Act as in effect 
April 11, 1988; that parents or students may view the contents of the student’s accumulative 
record by arrangement and appointment with the superintendent, special education director, or 
building principal.  A request for a hearing on the contents of the accumulative record may be 
made through the office of the Superintendent. 
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Federal Programs Internal Controls 
 

The Kadoka Area School District #35-2, as a recipient of federal financial assistance, hereby 
adopts as policy the General and Specific requirements set forth in the “OMB Compliance 
Supplement for Single Audits of State and Local Governments”: 

The Board recognizes the following in managing and accounting for Federal Program. 
 
General Requirements: 
 
POLITICAL ACTIVITY:  Federal Funds will not be used for partisan political purposes of any kind 
by any person or organization involved in the administration of district federally assisted 
programs. 

DAVIS-BACON ACT:  When required by Federal grant programs legislation, all laborers and 
mechanics employed by contractors or subcontractors to work on construction projects 
financed by Federal Assistance must be paid wages not less than those established for the 
locality of the project by the Secretary of Labor. 

CIVIL RIGHTS:  No person shall, on the grounds of race, color, national origin, sex, religion, age or 
handicap, be excluded from participation in or be subjected to discrimination in any program or 
activity funded, in whole or in part, by Federal funds. 

CASH MANAGEMENT:  The District will apply for funds in a manner to minimize the time elapsed 
between the transfer of funds from the U.S. Treasury and the actual disbursement of these 
funds. 

FEDERAL FINANCIAL REPORTS:  The board appoints the Superintendent at the annual meeting 
held in July each year as the authorized representative for Federal Programs.   

The Business Manager is responsible to keep adequate records on file to account for all revenue 
and expenditures relating to the district.  Federal Funds, when appropriate, should be isolated 
from other funding sources and specific functions and sub functions established for 
identification of expenditures.  The business manager will file claims for financial reimbursement 
and assistance on behalf of the district, relative to the provisions and requirements of Federal 
Programs  (moved this section from the superintendent responsibilities to business mgr. 
responsibilities. 

DRUG FREE WORK PLACE:  The Kadoka Area School District commits itself to a continuing good 
faith effort to maintain a drug free work place. 

ALLOWABLE COSTS AND COST PRINCIPLES:  The Board recognizes the Office of Management and 
Budget Circular A-87 as the regulations applicable to the cost principles by which the District 
shall abide concerning federal funded programs. 

Specific Requirements: 

The Kadoka Area School District recognizes the specific requirements as set forth by the 
individual grant/award programs including the following: 

 Types of services allowed and eligibility for services 
 Matching effort requirements 
 Reporting requirements  
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Open Enrollment Policy 
 

Admissions of Nonresident Students/Assignment of Resident Students 

This policy is enacted to fairly allow admission and assignment of both resident and non-resident 
students in the Kadoka Area School District.  For the purposes of this policy, the term “resident district” 
means the district in which a student has legal residence as determined by SDCL.  The term “non-
resident district” means any district in which a non-resident student seeks to enroll.  The term “assigned 
school” means an attendance center within a resident student’s district to which the student has been 
assigned. 

The board will accept all students from other districts wishing to enroll, provided the non-resident 
district’s facilities can accommodate the students without adversely affecting the quality of the 
educational program.  This determination will be based upon criteria adopted by the board, see Section 
C below, and is subject to the following conditions. 

A. GENERAL PRINCIPLES  
1. A student who is a legal resident of another South Dakota district seeking to transfer to 

Kadoka Area School District must make application to both the resident and non-
resident districts.  The application must be on forms provided by the Department of 
Education (available through the business office or on line).  The application must be 
made by an unemancipated student’s parent or guardian or by the emancipated 
student. (The parent with the authority to request enrollment is the resident custodial 
parent.) 

2. The application will be approved or disapproved if the transfer does not result in an 
inability to provide a quality educational program by the Kadoka Area School Board, and 
the applicant and resident district must be notified of the decision within five days of 
the decision.  Applications will be reviewed in the order received. 

a. In-district transfer applications to move to a non-assigned school can be 
accepted and acted upon by the board at any time; however, decisions 
regarding transfers among attendance centers within a district will be based 
upon policies consistent with resident/non-resident transfers. 

b. The application may be withdrawn by the applicant through notification to the 
affected school boards 

c. Once approved by the non-resident district, the applicant’s intent to enroll 
obligates the student to attend school in the receiving non-resident district or 
non-assigned school for the next school year, unless the two boards agree in 
writing to allow a student to return to the original district or assigned school 
or if the parent, guardian or student changes residence to another district. 

3. Once enrolled in a non-resident district or non-assigned school, the enrollment will 
continue unless a bona fide change of residence occurs or a subsequent transfer 
application is received. 

4. A non-resident district will accept credits granted for any course successfully completed 
in another accredited district.  The non-resident district may award a diploma to a non-
resident only if the student satisfactorily meets the non-resident district’s graduation 
requirements. 

5. Transportation of non-resident students to school is the responsibility of the applicant.  
Both the resident and non-resident district may provide transportation to non-resident 
students if approved. 
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B. CRITERIA FOR MAKING TRANSFER DETERMINATION 

 
Requests for transfer will be considered on a case by case basis in accordance with SDCL. 

 
The standards will be available to any individual so requesting.  Discrimination based upon race, 
gender, religious affiliation or disability is prohibited.   

Although standards can be established based on capacities of programs, classes, grade levels and 
buildings, the Kadoka Area School District has decided not to set any capacity restrictions/limitations 
but will review this issue annually. 

1. The Department of Education and Cultural Affairs’ has authority to promulgate rules 
setting forth procedural and administrative requirements of the open enrollment 
program.  The school district will follow any and all such rules and procedures. 

2. The board may deny applications for any of the following reasons: 
a. The standards established in paragraph B-1 above are violated; 
b. The applicant is under suspension or expulsion, pursuant to SDCL 13-32-43; 
c. The applicant has been convicted of possession, use, or distribution of any 

controlled substance, including marijuana and is under suspension pursuant 
to SDCL 13-32-43; 

d. The applicant has been convicted of a weapons charge relating to the schools 
and is under suspension pursuant to SDCL 13-32-43. 

e. If misrepresentation of information by the applicant for transfer is determined 
to exist, before, or after the acceptance process of while the student is in 
attendance.  If the student has previously been accepted, misrepresentation 
of information will result in revocation of the acceptance 

 
C. ACCEPTING NON-RESIDENT STUDENTS IN NEED OF SPECIAL EDUCATION 

 
A request to transfer a student in need of special education or special education and related services 
may be granted only if, after a review of all relevant student education records and direct 
communication with the student’s parent or guardian and representatives of the resident district, 
the Kadoka Area School District special education administration determines that the District can 
provide an appropriate instructional program and facilities, including transportation, to meet the 
student’s needs.  If the request to transfer is granted, the Kadoka Area School District is responsible 
for the provision of a free appropriate public education for the student in need of special education 
or special education and related services.  If the student requires transportation as a related service, 
the Kadoka Area School District shall provide or ensure the provision of transportation within the 
boundaries of the District.     
 

A request to transfer a student in need of special education or special education and related 
services may be denied only if the Kadoka Area School District cannot provide an appropriate 
instructional program and facilities, including transportation, to meet the student’s needs. 
 
If the Kadoka Area School District confirms,  based upon the records review and 
communications  with the student’s parent or guardian and representatives of the Kadoka Area 
School District, that it can provide an appropriate instructional program and facilities, including 
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transportation, if necessary , to meet the needs of the student, it may proceed with the open 
enrollment process. 

 
If the Kadoka Area School District is not able to make confirmation of an appropriate 
instructional program and facilities to meet the needs of the student, the Kadoka Area School 
District shall initiate an individual education program team meeting consisting of 
representatives from both the resident and nonresident districts to determine whether the 
Kadoka Area School District can provide an appropriate instructional program, facilities, and 
transportation, if necessary.  After the determination is made, the Kadoka Area School District 
will proceed accordingly with regards to accepting or declining the student for open enrollment. 

 
If the Kadoka Area School District cannot meet the provisions of the law for the child in need of 
special education or special education and related services, the Kadoka Area School District may 
deny that child’s application for open enrollment.  If two or more children from a family residing 
in the same household, one of which needs special education and/or related services and both 
of which are eligible for kindergarten through 12th grade, may open enroll only if pursuant to 
SDCL, the Kadoka Area School District can provide an appropriate instructional program and 
facilities, including transportation, for the child in need of special education or special education 
and related services. 

 
D. MISCELLANEOUS PROVISIONS 

 
1. The board will assign all students among the schools within the district, pursuant to 

SDCL. 
2. The district will make relevant information about the district, schools, programs, policies 

and procedures available to all interested people. 
3. Appeals from board action under the 1997 Open Enrollment Act can be made under 

SDCL and the court will conduct a de novo review (make a new decision). 
 

The time for appeal under SDCL is within ninety days from the date of the decision. 
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Complaints – Policy and Procedure 
 
INFORMAL PROCEDURES – when no action is being requested:  
If a patron wishes to express a concern to any school employee or school board member they may 
express those concerns freely to whomever they want. Parents and patrons are encouraged to express 
their concerns to the person closest to the origin as possible. The informal complaint policy may not be 
used to bring complaints to the Board of Education in open or executive session when the issue is about 
students or personnel.  

FORMAL PROCEDURES – when action or change is being requested:  

The formal process must be followed. The purpose of this policy is to provide the school district a fair 
chance to improve its practices and policies and strengthen personnel through face to face negotiations 
with students, employees, and the public. All complaints must give the staff member closest to the 
problem a fair chance to resolve the issue before the complaint is taken to the next level. We believe 
that circumventing the staff member closest to the problem weakens and discredits our school by 
obscuring: (1) the nature of complaints, (2) pertinent details, and (3) potential improvements in our 
rules and processes.  

This policy explains in detail how to voice a complaint in a way that protects everyone’s rights and 
ensures the potential for improvement. It does not guarantee that the school or Board of Education will 
change the rules or their application. Formal complaints must be filed within 5 working days after the 
occurrence the event leading to the complaint. Steps a. through c must be completed in 10 working 
days. The Board will hear the complaint at the first Board meeting following the 10 day process if 
needed.  

A. A complaint about a teacher, coaches, supervisors, or their procedures.  The complainant 
must make a good faith effort to resolve the complaint with the staff member. The complainant 
must: 

1. Identify the problem 
2. Provide pertinent information 
3. Suggest a solution in writing 

If a resolution cannot be reached, the complaint will be referred to the principal. A report of 
good faith effort to find a resolution should accompany the referral by the staff member to the 
principal.  

B. Complaints about a principal, school policy, or the application of policy. The principal will try 
to resolve the complaint with an explanation of their application of policy referencing the 
student handbook, district policy, or state law as needed. The principal may not change policy, 
but may negotiate application changes with the patron as long as changes in application do not 
change the policy. If the complainant is not satisfied, the principal will refer the complaint to 
the superintendent in writing. 
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C. Complaints unresolved by the principal are referred to the Superintendent. All complaints 
must be accompanied by a written record from the principal. The record must include: clear 
identification of: 

1. The problem or complaint, 
2. All critical information and references to policy 
3.  Identify the positions of the principal and the complainant.  

 
The superintendent will conduct a meeting with the principal and the complainant ... either 
individually or together before rendering a judgment. Superintendents cannot change policy but 
can suggest or order changes in the application of policy as long as the policy remains 
unchanged. Unresolved complaints may go to the BOE for their review. 

D. The BOE deals with all complaints unresolved with the superintendent: All complaints must be 
accompanied by a written record from the superintendent of attempts to resolve the conflict 
with all appropriate individuals as outlined in this policy.  

 
The report must include clear identification of:  

1. The problem or complaint 
2. All critical information and references to policy 
3. The positions of the school and the complainant.  

 
The superintendent will arrange a meeting with the parties and the BOE before a judgment is 
rendered.  

The BOE’s purpose will be to: 

1. Ensure that responsibility for changes in rules or application of rules resides with the 
most appropriate individuals 

2. Offer one BOE member to accompany patrons to see the principal or superintendent as 
needed and consult with the principal and superintendent to ensure that all possible 
efforts have been made prior to hearing a complaint at the BOE level 

3. Ensure that the school has met the legal responsibility of functional and procedural due 
process 

4. Provide judgments on all complaints unresolved by the superintendent. 
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Complaint Report 
 
Clearly define the complaint: 

 

 

On what evidence is this complaint based?  List all pertinent information regarding your complaint. 

 

 

Date and place of meeting  

 Who attended? 

 

       

 What was discussed? 

 

 

 On what facts did you agree? 

 

 

 On what facts did you not agree? 

 

  

 List any attachments: 

 

What is your mutual resolution? 

 

 

If you agree that is complaint has been resolved, sign and date here: 

              

Signature        Date 

              

Signature        Date 

              

Signature        Date 
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Federal Programs Complaint Procedures 
 

A  parent, student, employee, or district stakeholder who has a complaint regarding the use of 
federal NCLB funds and is unable to solve the issue, may address the complaint in writing to the 
district’s superintendent. 
 
Disputes addressing the enrollment, transportation (including inter-district disputes), and other 
barriers to the education of children and youth experiencing homelessness are also addressed 
under this procedure.  Parents, guardians, and unaccompanied youth may initiate the dispute 
resolution process directly at the school they choose, as well as at the district or district’s 
homeless liaison’s office.  The parent or guardian or unaccompanied youth shall be provided 
with a written explanation of the school’s decision including the rights of the parent, guardian, 
or youth to appeal the decision.  Students should be provided with all services for which they 
are eligible while disputes are resolved.   
 

¶ The superintendent will investigate, within one week, the circumstances of the 
complaint and render a decision, within two weeks, after receipt of the complaint. 

¶ The superintendent will notify the complainant of the decision in writing. 

¶ The complainant will be allowed one week to react to the decision before it becomes 
final. 

¶ The complainant will either accept or disagree with the decision and will provide such 
acknowledgment in writing, addressed to the district superintendent. 

¶ If the issue is not resolved with the superintendent, the complaint will be forwarded to 
the district’s Board of Education for further review.  The parent or guardian or 
unaccompanied youth shall be provided with a written explanation of the district’s 
decision including the rights of the parent, guardian, or youth to appeal the decision. 

Unresolved complaints may be forwarded by the stakeholder to the South Dakota Department 
of Education for review. 
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Homeless Policy 
 

ENROLLMENT, TRANSPORTATION, SCHOOL OF ORIGIN, AND THE ELIMNATION OF BARRIERS FOR 
CHILDREN OR YOUTH EXPERIENCING HOMELESSNESS INCLUDING UNACCOMPANIED YOUTH    
 
The Kadoka Area School District Policy is to: 

¶ Ensure the immediate enrollment of children or youth experiencing homelessness until 
all enrollment records may be secured, i.e. academic records, medical records, proof of 
residency, or other documentation. 

¶ Keep a child or youth experiencing homelessness in the school of origin, except when 
doing so is contrary to the wishes of the child’s or youth’s parent or guardian. 

¶ Ensure the elimination of stigmatization or segregated services and the elimination of 
other identified barriers for homeless children and youth. 

¶ Provide children or youth experiencing homelessness with services comparable to 
services offered to other students in the school including the following: 

o Transportation services. 
o Educational services for which the child or youth meets the eligibility criteria, 

such as services provided under Title 1 of the Elementary and Secondary 
Education Act of 1965 or similar State or local programs, educational programs 
for children with disabilities, and educational programs for students with limited 
English proficiency. 

o Programs in vocational and technical education. 
o Programs for gifted and talented students. 
o School nutrition programs. 
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Group Health Insurance – Retirees 
 

Deleted: 05/11/2016  
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Policy Development 
 

POLICY ADOPTION: 
 
Adoption of new policies or changing existing policies is solely the responsibility of the Board.  
Policies will be adopted and/or amended only by the affirmative vote of a majority of the 
members of the Board when such action has been scheduled on the agenda or a regular or 
special meeting. 

To permit time for study of all new policies or amendments to policies and to provide an 
opportunity for others to react, proposed policies or amendments will be presented as an 
agenda item to the Board in the following sequence: 

1. Discussion item first reading of proposed policy or policies; response from 
superintendent; report from any Board or advisory committee assigned 
responsibility in the area; Board discussion and directions for any redrafting. 

2. Action item discussion, adoption or rejection. 
 
Amendments to the policy at the action stage will not require repetition of the sequence, unless 
the Board so directs. 

In emergency situations, the Board may dispense with the above sequence.  Except in an 
emergency situation, policies should not be adopted at the meeting at which they are initially 
introduced. 

Policies will be effective upon adoption by the Board.  Once adopted, policies will be available to 
the public. 

The Board will annually re-adopt its collection of written policies. 
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Agenda Master Guidelines – Board Meetings 
 

JULY    
 Board Organizational Meeting 
 Administer Oath of Office to new board members 
 Election of board President and Vice President 
 Setting of date, time and place for regular meeting. 
 Designation of official legal newspaper. 
 Designation of District’s attorney. 
 Authorization of administrator to institute school lunch agreement. 
 Designation of parliamentary procedure (based on Parliamentary Procedure at a 

Glance by Garfield- except that chairman has the right to offer resolutions, 
make or second motions, discuss questions, and to vote) for Board meetings. 

 Setting of admission charges for the year. 
 Setting of food services prices. 
 Setting of board member compensation. 
 Designation of official depository or depositories. 
 Designation of business manager as custodian of all accounts. 
 Authorization of continuation of existing funds or accounts and the 

establishment of any new accounts, if necessary. 
 Authorize bids  
 Appointment of business manager as administrator of trust and agency funds. 
 Authorization of funds to be paid out of Imprest Fund. 
 Authorization of business manager to invest and reinvest funds in institution 

which serves greatest advantage to the school district. 
 Appointment of superintendent to direct all federal programs. 
 Designation of the superintendent as the District truancy officer. 
 Authorization of superintendent to close school in emergency situations and in 

case of inclement weather and setting chain of command in event 
superintendent is absent. 

 Re-adopt all written policies. 
 Designate Title IX Coordinator. 
 Designate Section 504 Coordinator. 
 Establish committees: Auditorium; 3-Rivers; Buildings & Grounds; 

Transportation; Policy; Technology; Sports Complex and Negotiations. 



3-27 
 

AUGUST  
 Consider bids. 
 Board Goals & Objectives for the year are discussed. 
 Approve Handbooks:  Student, Certified, Support Staff, Special Education, 

Parent, etc 
 Review in-service plans: board and employees. 

SEPTEMBER  
 Finalize Goals & Objectives. 
 Approve final budget. 
 Review Policy Book (Chapter 1). 

OCTOBER  
 Review Policy Book (Chapter 2). 
 Naming of ASBSD Convention Delegate. 
 Plan District Tour  

NOVEMBER  
 Administrators report on evaluation progress, and how things look for 

reemployment recommendations. 
 District Tour 
 Review budget process. 
 Review Policy Book (Chapter 3). 

DECEMBER  
 Plan superintendent’s evaluation. 
 Board self-evaluation. 
 Review 5-year Capital Outlay Plan. 
 Review Policy Book (Chapter 4-5). 

JANUARY  
 Administrative evaluations. 
 Plan for negotiations 
 Review number and type of staff needed for next school year. 
 Review Policy Book (Chapter 6-7) 

FEBRUARY 
 Administrators report on teacher evaluations 
 Rehire administrators 
 Review Negotiated Agreement 
 Provide new staffing positions for next school year. 
 Review administrator salary and benefits. 
 Review Policy Book (Chapter 8-9) 

MARCH 
 Recommend teachers for reemployment.  Tenured and non-tenured teachers 

must be notified by April 15 of intent not to employ. (13-43-6.3) 
 Negotiations end should be in sight. 
 Provide board with master student schedule and pre-enrollment figures for next 

year. 
 Appoint board of equalization member. 
 Review Policy Book (Chapter 10). 
 Tribal Parent Involvement Meeting  
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APRIL 
 Issue contracts to administrators. 
 Final recommendations for renewal or non-renewal of teacher contracts. 
 Draft budget for next fiscal year. 
 Negotiations and/or school calendar should be complete for next year. 

MAY  
 Consider preliminary budget for next fiscal year. 
 Recommend support staff for reemployment. 
 Consider last day for seniors and/or amending calendar. 
 Administrative evaluations. 
 Graduation Ceremony. 
 Review Policies not addressed during prior months. 

JUNE 
 Set date for Budget Hearing.  (Pub. by July 15 & have before August) 
 Set date for annual meeting. 
 Review handbooks for summer revisions.  
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Criminal Background Check – Employees 
 

It is the policy of the board to only employ individuals who do not have a “disqualifying record”. 
Each offer of employment is subject to the provisions of SDCL, et seq., relating to criminal 
background investigations.  This policy shall apply to all individuals employed for the 2000/2001 
school year and thereafter, who were not employed by the district during the preceding school 
year.  An employee is any person the district lists on its payroll and makes payroll deductions 
pursuant to state or federal law. 

Each person considered a final applicant for employment shall take fingerprint cards to a law 
enforcement agency and present these materials and a photo ID to complete the fingerprinting 
process.  The applicant will return fingerprinting materials to the school district business office 
for submission to the DCI.   

The person granted employment subject to this policy is employed on a temporary basis until a 
report is returned that is not a “disqualifying record”.  Any “disqualifying record” will result in 
immediate termination of employment without further notice or hearing.  A “disqualifying 
record” means any conviction of a crime of violence as defined in SDCL, a sex offense as defined 
in SDCL, or trafficking in narcotics.  Conviction of any crime of moral turpitude as defined by 
SDCL may constitute a disqualifying record as determined by the board on a case-by-case basis.  
Any criminal conviction not disclosed by an applicant may be treated as a disqualifying record.  
Any criminal conviction may be considered in making a hiring decision 

Background checks will be maintained in the office of the Superintendent. 

This policy shall not apply to persons performing services for the district under the authority of 
the SDHSAA. 

This policy applies to all other employment agreements, whether written or oral. 
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Grant Submission Policy 
 

The Kadoka Area School District recognizes that from time to time grants from government or 
private sources become available to help support specific programs and operations of the school 
district. 

While grant funding sources may be a valuable supplement to the district or its programs, they 
may require monetary or in kind contributions by the district.  Therefore, prior to submitting 
application for any new grant, the grant writer shall complete the attached grant approval form.  
The form shall be submitted to the business office and approved by the board of education.  
Board approval of any grant through this process verifies the board’s commitment to accept and 
implement the terms of the grant.   

Ongoing grants, consolidated application for Title programs and Federal Impact Aid, are 
excluded from this approval process requirement. 
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Grant Approval Form 
 
Grant Name:_________________________________________________________________ 

What is the source of grant funding?  _____________________________________________ 

Name, Address and Phone # of State or Federal Contact Person: _________________________ 

              

 

What is the purpose of the Grant? 

 

What information (data or needs assessment) was gathered from teachers, students and parents that 
justifies the need for the grant? 

 

 

List the names of the individuals who helped gather information that justifies the need for the grant. 

 

 

Who will be responsible for implementation and evaluation of the grant? (give names and roles) 

 

 

Please attach an abbreviated budget that indicates the total of each budget item and an adjacent 
column that indicates Kadoka Area School’s monetary or in-kind obligations. 

 

Are there any obligations for the school or community to continue providing the services outlines in the 
grant or to continue to keep employees hired after the grant money is gone? 

 

Has the BOE been surveyed regarding their need for information about this grant, and how they want to 
be kept informed throughout the major phases of the grant? 

 

Submitted to the BOE      by:      

              (Date)                 (Name) 

Approved by the BOE        by:      

              (Date)            (Board President) 

                   

(Business Manager)             (Superintendent) 
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Distance Education Community Usage 
 
Persons or organizations that use the Distance Education Classroom are responsible for the proper care 
and use of the classroom and equipment.  If the school district determines that damages or alterations 
have occurred from misuse, all costs for repairs (including time and materials) will be charged to the 
responsible party.  All users will be required to successfully complete training that will take place during 
school hours on use of the equipment or employ a school-trained technical assistant.  Cost will be 
$15.00 per hour for a school DDN technician. 

 
Please make arrangements with the Kadoka Area School District Network Administrator for use of any 
Distance Learning equipment.  Use of the equipment must be scheduled at least one week in advance. 

 
Kadoka Area School classes will take precedence over any outside use of the DDN equipment.  
Community members that would like to participate will be treated on a first come first serve basis. 

 
Please report any technical difficulties or problems with the Distance Learning equipment to the Kadoka 
Area School District Network Administrator. 
 
All after school hour users will need to acquire and return proper keys made available to them by the 
Network Administrator at the time of training.  User will be responsible for all said keys and any costs 
and/or damages resulting from misuse, lost or stolen keys.  Keys are to be returned upon completion of 
DDN session and/or course. 

 
 
Participant (please print):  ________________________________________________________ 

Signature:  _______________________________________  Date:  _______________________ 

Administrator (please print):  _____________________________________________________ 

Signature:  _______________________________________  Date:  _______________________ 
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Sportsmanship at Public School Events 
 

Competitive events will always include controversy regarding calls made by referees and, judgments 
made by coaches. Disputes also arise when teachers and administrators make decisions. The real issue is 
not if these calls meet everyone’s approval, but what we teach our students to do about calls that are 
not made in their favor. Do we teach students to blame the outcomes of an event on someone else, or 
do we teach students how to overcome adversity? One way we act alone to teach the blame game and 
defeatism, the other way we team up with the school staff to teach our students to work harder and 
smarter.  

Below are ETHICS we expect those in attendance to follow: 

All attendees are expected to: 

1. Provide positive support to the teams and players for outstanding performances. 
2. Never be abusive with language or actions toward any player, official, team, or fellow 

spectator. 
3. Never interrupt the play or endanger others by throwing any object out on to the floor 

on in the stands. 
4. Realize that the officials assigned are trained neutral people trying to do the best job 

possible of enforcing the rules of the game and assuring that no team gains an unfair 
advantage. 

5. Realize that the main purpose of the contest is the play of the game and the role of the 
spectator is one of support. 

Legalities: 

1. It is illegal to bring alcoholic beverages to any public school event.  
2. It is illegal to threaten or verbally assault any one at public school events.  
3. It is illegal to bring firearms or any other weapons on any school property at any time 

except by law enforcement officers.  
4. Schools have a right and an obligation to provide a safe place for all to participate in 

school events.  
 
Therefore: The Kadoka Area School Board authorizes the school administration to ask the local law 
enforcement officer to provide law enforcement at school events and to hire additional off duty law 
enforcement to assist as needed. Additional law enforcement officers will be compensated. 

Anyone who is removed from a school event for any violations of law or poor sportsmanship will be 
referred to the BOE for possible exclusion from future events for a period of time to be determined by 
the BOE.  The BOE will require the Superintendent, Principal, and or Activities Director to inform the 
patron regarding their exclusion from school events.  Law enforcement will also be provided a list of 
individuals who are excluded. 
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Volunteerism 
 

Parent and community support and volunteerism at public events is welcomed and is considered a vital 
part of all public school events. The Kadoka Area School District recognizes and appreciates this vital 
contribution by the community and parents and believes that: 

¶ Students need to feel the support by their parents and community for their effort in school 
events. 

¶ Students need to learn how to model positive support for future students when they become 
parents and members of the community.  
 

The Kadoka Area School Board recognizes the vital role volunteers play in the organizations and 
classrooms of our school.  Individuals wishing to volunteer at the school district will be required to gain 
approval from the administrative offices (principal and superintendent) before volunteering in a 
classroom or at an activity/event.  Volunteers are expected to adhere to school district policies while 
working with students and staff. 
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Wellness/Nutrition Regulations 
 
Nutrition Education Component: 

At each level nutrition education will be offered as part of a sequential, comprehensive, standards-
based program designed to provide students with the knowledge and skills necessary to promote their 
health.  Nutrition education will be incorporated into the school day as often as possible.  The primary 
goal of nutrition education is to influence students’ eating behaviors.   

Nutrition Education: 

 Teaches consistent scientifically-based nutrition messages throughout the school, 
classroom, cafeteria, home, community and media; 

 Is part of health education classes and/or stand alone courses; 
 Is included in the scope and sequence of the curriculum in core subjects such as math, 

science, language arts, social sciences, and elective subjects; 
 Includes the school cafeteria which serves as a “learning laboratory” to allow students to 

apply critical thinking skills taught in the classroom; 
 Uses the SD Health Education Standards and addresses nutrition concepts progressively in 

grades K through 12; 
 Offers information to families that encourages them t teach their children about health and 

nutrition; 
 Will be taught by staff who are adequately prepared and who participate in professional 

development activities in order to deliver an effective program; 
 Will include a school nutrition contact person to provide nutrition education information 

and resources that involve parents, students, and the community. 
 
Nutrition Standards Component: 

Students’ life-long eating habits are greatly influences by the types of foods and beverages available to 
them.  Foods of good nutritional content includ8ing fruits, vegetables, low-fat daily foods, and low-fat 
grain products will be available wherever and whenever food is sold or otherwise offered at school 
during the normal school day. 

 The school food service program will operate in accordance with USDA regulations and 
state policies for the purpose of offering nutritious food choices; 

 Healthy food and beverage choices should be encouraged and promoted in various 
school settings such as “a la carte” programs, snacks, vending machines, parties and 
celebrations. 

 The needs of students with special dietary concerns should be considered; 
 Classroom rewards should be nonfood items whenever possible. 
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Physical Activity Component: 

The primary goal for the school’s physical activity components to provide opportunities for every 
student to develop the knowledge and skills for specific physical activities, to maintain physical fitness 
regularly, to participate in physical activity, and to understand the short and long-term benefits of a 
physically active and healthful lifestyle. 

 The daily physical education classes and its curriculum should demonstrate progression 
and be sequential.  The curriculum should be consistent with the South Dakota and/or 
National Physical Education standards for Pre-K through 12th grade.  Efforts should be 
made to maximize the amount of time per week students spend in physical education; 

 Opportunities for physical activity are regularly incorporated into other subject areas 
(e.g. math, language arts, science, and social studies.); 

 All elementary school students will have a morning, noon and afternoon recess of at 
least 15 minutes, preferably outdoors, during which students are encouraged to engage 
in moderate to vigorous physical activity.  When feasible, recess will occur prior to lunch 
to ensure appropriate healthful food intake.  Extended periods of inactivity for two 
hours or more are discouraged;  

 Schools will offer activities that meet the needs, interests, and abilities of all students.  
All elementary, middle, and high school will promote extracurricular physical activity 
programs, such as intramural programs.  It is recommended that school personnel will 
not use physical activity (e.g., running laps, pushups) or withhold opportunities for 
physical activity (e.g., recess, physical education) as punishment.  Nor will students be 
denied physical activity for purposes of make-up work, testing, etc. 

 
 
Other School-Based Activities Component 
School will create an environment that provides consistent wellness messages which are conducive to 
healthy eating and physical activity, and one that contributes to forming healthy life-long habits. 

 The school district will assess and, if necessary, made needed improvements to make is 
safer and easier for students to walk and bike to school.  When appropriate, the district 
will work together with local entities in those efforts;  

 School spaces and families will be available to students, staff, and community members 
before, during, and after the school day; on weekends; and during school vacations; 

 The schools’ dining environments will be clean and safe with enough space and serving 
areas to provide for an enjoyable meal with minimal wait time; 

 Schools will ensure an adequate time for students to enjoy eating healthy foods with 
their friends; 

 When selecting fund-raising projects, nonfood items and healthy food items should be 
considered; 

 The school district will provide opportunities for on-going development for foodservice 
professionals, educators, administrators, and other staff.  
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School Day Make Up Policy 
 
In the event that a scheduled school day is cancelled by the administration, that day will be made up on 
Friday of the following week or first available Friday as deemed available by the administration. 
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Chapter 4 SUPERINTENDENT 
 

(Adopted 11/09/2011) 

1. EXECUTIVE OFFICER OF THE BOARD:  The Superintendent is the chief executive officer of 
the Board.  He/she shall exercise general supervision over all school employees. 

2. ATTENDS ALL BOARD MEETINGS:  The Superintendent shall attend all meetings of the 
Board except when their own salary or re-election is being considered or during emergency 
conditions determined by the Board.  He/she shall keep the Board informed of conditions 
of the schools under their supervision. 

3. RECOMMENDS APPOINTMENTS OF ALL EMPLOYEES:  Shall upon School Board request or 
voluntarily make recommendations for appointment, promotion, demotion and discharge 
of recommendation. 

4. SUSPENSION OF EMPLOYEE:  May recommend suspension of employees to the Board for 
cause after consultation with the employee concerned.  No employee shall be 
recommended for discharge until the Superintendent is convinced that efficiency of said 
employee cannot be improved.  Employees may be discharged as per SDCL. 

5. ASSIGNMENT OF PERSONNEL:  The superintendent shall make such assignments, 
reassignments and transfers as are in his professional judgment necessary to secure the 
highest efficiency of the entire staff. 

6. MAY REQUIRE REPORTS:  Shall have authority to require reports from all employees as may 
be desired from time to time. 

7. INSERVICE GROWTH OF TEACHERS:  Shall be charged with the responsibility of all measures 
for the improvement of teachers in-service. 

8. SUSPENSION OF STUDENTS:  The Superintendent shall have the power to suspend, from 
the privileges of the schools, any pupil guilty of gross misconduct of continual 
insubordination to school organization and/or regulations. 

9. CHANNELS OF COMMUNICATION:  Shall transmit  communications from the Board of 
Education or its committees to members of the instructional staff, administration, 
supervision and custodial staff and shall transmit communication from them to the Board 
of Education. 

10. BUSINESS AGENT FOR BOARD:  Shall receive communication relative to school affairs and 
consult with individuals having business with the Board of Education. 

11. CLASSIFICATION AND PROMOTION OF PUPIL:  Superintendent shall be responsible for the 
proper classification and promotion of students. 

12. OPERATION AND MAINTENANCE OF BUILDINGS:  Superintendent shall have charge of the 
operation and the maintenance of the buildings and equipment of the schools. 

13. PREPARATION OF THE BUDGET:  Business Manager shall prepare a budget annually for the 
consideration of the Board.  Superintendent shall administer the budget as enacted by the 
Board, acting at all times in accordance with legal requirements and adopted policies of the 
Board. 

14. PURCHASING AGENT:  Superintendent shall be the purchasing agent of the Board and has 
the authority to purchase supplies and equipment under Board regulations.  He/she may 
delegate to employees the purchasing of supplies. 

15. PROPOSED POLICIES:  Superintendent shall propose new policies to the Board of Education 
for adoption. 



4-2 
 

16. RULES AND REGULATIONS:   Superintendent shall administer reasonable and prudent rules 
and regulations regarding matters which have not been specifically provided in the rules 
and regulations of the Board. 

17. SCHOOL BUILDING CONSULTANT:  As new buildings are to be erected or old ones 
remodeled or discontinued in use, he shall be responsible to bring to the Board of 
Education plans adequate for meeting these needs. 

18. EMERGENCY AUTHORITY:  In the absence of specific rules and advice of the Board, the 
superintendent shall assume any authority and perform any duty which any particular 
situation, unforeseen and suddenly arising, may demand, subject to later consideration of 
and action by the Board. 

19. INTERPRETATION OF SCHOOL TO COMMUNITY:  It shall be a responsibility of the 
Superintendent to interpret the philosophy, aims and objectives of the teaching programs 
of the school to the community. 

20. APPRAISAL OF TEACHERS:  It shall be a duty of the superintendent to appraise the quality of 
teaching of the instructional staff with a view of increasing its effectiveness.  (This duty may 
be delegated to the Principal.) 

21. ATTEND PROFESSIONAL MEETINGS:  The Superintendent shall attend State, National and 
Regional Conferences as directed by the School Board as part of their official duties. 

22. INFORMATION TO EMPLOYEES:  Superintendent shall see that all employees are familiar 
with the School Board policies which govern their activities while employees of the Kadoka 
School District. 

23. OTHER DUTIES:  Superintendent shall perform such other duties as determined from time 
to time by the Board of Education.  

24. AUTHORIZED DIRECTOR:  Superintendent will serve as the special education director in the 
absence of the special education director.  

25. AUTHORIZED AGENT:  The Superintendent shall serve as the authorized agent for the 
school in dealing with the Federal Government. 

26. LUNCH ROOM/PERSONNEL SUPERVISION:  The superintendent will take supervisory 
responsibility for the lunch room and lunch room personnel. 

27. WRITTEN REQUESTS FOR OPEN RECORDS:  Requests for open records as defined by SDCL 
shall be made in writing through the Superintendent. 

28. The superintendent will produce an initial calendar: 
A calendar committee of six shall be chosen to make recommendations to the board 
through the Superintendent for the calendar for the ensuing school year.  Three 
members of the committee shall be chosen by the Association.  Three members shall be 
chosen by the Board and Administration. 
All aspects of the calendar shall be discussed. 
The Board of Education shall determine the final calendar. 

29. Performance evaluations will be conducted by the Board of Education and based on the 
details of this job description. 
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Chapter 5 PRINCIPAL 
 

Secondary Principal 
(Amended & Adopted 11/09/2011) 
 

1. LINE OF AUTHORITY:  The principal shall be directly responsible to the superintendent. 
2. ADMINISTRATIVE FUNCTION:  The principal shall (1) be responsible for the administration of 

their buildings;  (2)  enforce the rules of the Board; and (3) Attend regular monthly board 
meetings and special board meetings as requested (4)  have the authority to call upon all 
certified and support personnel to assist in the enforcement of Board, State and Federal 
policies, rules, mandates and regulations. 

3. RESPONSIBILITIES:  The principal shall be fully responsible for decisions made in their 
respective buildings and sphere of duty; and to see that all curricular and extracurricular 
activities are adequately supervised.   
 The principal responsibilities shall include but are not limited to: – 
 (a)  meet with the superintendent for conferences as often as may be required; 
 (b)  keep accurate and complete records; 
 (c)  delegate authority; 
 (d)  participate in the selection and supervision of all personnel assigned to their buildings;  
(e) oversee and evaluate curriculum development, and implementation  

      (f)  be tactful in relations with students, teachers, parents and district patrons 
      (g) promote high academic achievement for all students  
      (h) promote excellence in teaching and professional growth for all instructional staff. 

(i)The principal or their designee shall be in attendance at extra-curricular activities within 
their area of supervision. 

4. PROMOTION OF HEALTH AND SAFETY:  The principal shall provide for the health and safety 
of the students and will conform to the regulations of the State Fire Marshal. 

5.  SUPERVISION AND EVALUATION:  The principal shall be responsible for the supervision of 
the staff under their jurisdiction (as specified by the organizational chart) and shall submit to 
the superintendent all information relative to classroom performance and fitness for the 
position held.  The principal shall provide the superintendent with a written evaluation for 
all probationary teachers and continuing contract teachers as per State Law and board 
policy.  The formal evaluations will be placed in staff personnel files in the superintendent’s 
office within 30 days.  The principal will make re-employment recommendations in 
accordance with State Law and board policy.   

6.  KNOWLEDGE OF BOARD POLICY:  It shall be the duty and responsibility of the principal to be 
familiar with and to keep abreast of policy changes. 

7. STUDENT DISCIPLINE:  The principal shall be responsible for student discipline.  The principal 
shall have the right, when such action is warranted, to suspend students as per board policy 
and if expulsion should be warranted, the principal shall recommend such action to the 
superintendent.  The principal will use the discipline matrix as adopted by the board of 
education. 

8. STUDENTS RECORDS:  The principal shall be responsible for supervising student records.  
The principal will oversee the accurate updating of cumulative records and attendance 
registers. 
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9. CONFIDENTIAL RECORDS:  The principal will keep all records concerning students 
confidential in compliance with the Family Education Rights and Privacy Act and other state 
and federal law 

10. ABSENCE OF THE PRINCIPAL:  In the absence of the secondary principal, the elementary 
principal or superintendent shall act on their behalf.  The principal shall designate a person in 
the building to act on their behalf when all of the administrators are absent.  

11. OTHER DUTIES:  The principal will from time to time assume other duties as deemed 
necessary by the superintendent and/or the School Board 
PROFESSIONAL GROWTH:  The principal shall assume responsibility for their own 
professional growth through membership and participation in professional organizations; 
through attendance at regional, state and national meetings, workshops and/or 
conventions; and through enrollment in graduate classes and a course of study leading to an 
advanced degree. 

12. TESTING:  The principal is in charge of testing, providing test, interest inventories and 
aptitude tests. 

13. TERMS OF EMPLOYMENT:  Salary to be established by the Board.  
14. EVALUATION:  Performance will be evaluated in accordance with provisions of the Board’s 

policy on Evaluation of Professional Personnel. Performance evaluations will be conducted 
by the superintendant and based on the details of this job description. 
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Elementary Principal 
(Amended & Adopted 11/09/2011) 
 

1.  LINE OF AUTHORITY:  The principal shall be directly responsible to the superintendent. 

2.  ADMINISTRATIVE FUNCTION:  The principal shall 1) be responsible for the administration of 
their buildings; 2) shall enforce the rules of the Board; 3) shall have the authority to call 
upon all certified and support personnel to assist in the enforcement of Board, State and 
Federal policies, rules, mandates and regulations; and 4) shall be tactful in relations with 
students, teachers, parents and district patrons. 

3.  RESPONSIBILITIES:  The principal shall be fully responsible for decisions made in their 
respective buildings and sphere of duty; and to see that all curricular and extracurricular 
activities are adequately supervised.   
 The principal responsibilities shall include but are not limited to: – 
 (a)  meet with the superintendent for conferences as often as may be required; 
 (b)  keep accurate and complete records; 
 (c)  delegate authority; 
 (d)  participate in the selection and supervision of all personnel assigned to their buildings;  
(e) oversee and evaluate curriculum development, and implementation  

      (f)  be tactful in relations with students, teachers, parents and district patrons 
      (g) promote high academic achievement for all students  
      (h) promote excellence in teaching and professional growth for all instructional staff. 

(i)The principal or their designee shall be in attendance at extra-curricular activities within 
their area of supervision. 

4.  PROMOTION OF HEALTH AND SAFETY:  The principal shall provide for the health and safety 
of the students and will conform to the regulations of the State Fire Marshal. 

5.  SUPERVISE AND EVALUATE:  The principal shall be responsible for the supervision of the 
staff under their jurisdiction (as specified by the organizational chart) and shall submit to the 
superintendent all information relative to classroom performance and fitness for the 
position held.  The principal shall provide the superintendent with a written evaluation for 
all probationary teachers and continuing contract teachers as per State Law and board 
policy.  The formal evaluations will be placed in staff personnel files in the superintendent’s 
office within 30 days.  The principal will make re-employment recommendations in 
accordance with State Law and board policy. 

6.  KNOWLEDGE OF BOARD POLICY:  It shall be the duty and responsibility of the principal to be 
familiar with and to keep abreast of policy changes. 

7.  STUDENT DISCIPLINE:  The principal shall be responsible for student discipline. The principal 
shall have the right, when such action is warranted, to suspend students as per board policy 
and if expulsion should be warranted, the principal shall recommend such action to the 
superintendent.  The principal will use the discipline matrix as adopted by the board of 
education. 

8.  STUDENT RECORDS:  The principal shall be responsible for supervising student records.  The 
principal will oversee the accurate updating of cumulative records and attendance registers. 

9.  CONFIDENTIAL RECORDS:  The principal will keep all records concerning students 
confidential in compliance with the Family Educational Rights and Privacy Act and other 
state and federal law. 
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10.  ABSENCE OF THE PRINCIPAL:  In the absence of the elementary principal, the secondary 
principal or superintendent shall act on their behalf.  The principal shall designate a person 
in the building to act on their behalf when all of the administrators are absent. 

11.  OTHER DUTIES:  The principal will from time to time assume other professional duties as 
deemed necessary by the superintendent and/or the school board.   

12.  PROFESSIONAL GROWTH:  The principal shall assume responsibility for their own 
professional growth through membership and participation in professional organizations; 
through attendance at regional, state and national meetings, workshops and/or 
conventions; and through enrollment in graduate classes and course of study leading to an 
advanced degree. 

13.  TESTING:   The principal is in charge of testing, providing test, interest inventories, aptitude 
tests.  

14.  TERMS OF EMPLOYMENT:  Salary and work year to be established by the Board.  

15.  EVALUATION:  Performance will be evaluated in accordance with provisions of the Board’s 
policy on Evaluation of Professional Personnel.  Performance evaluations will be conducted 
by the superintendant and based on the details of this job description. 
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Dean of Students 
 

1.  LINE OF AUTHORITY:  The dean of students shall be accountable to the superintendent and 
the principal. 

2.  BASIC FUNCTION AND PURPOSE OF THE POSITION:  The dean of students is responsible for 
promoting a positive school climate with emphasis on discipline and attendance.  In addition 
she/he will teach one or two classes as assigned. 

3.  RESPONSIBILITIES:   

a.  Assume responsibility for implementation and observance of all board policies as they 
relate to the basic function and purpose of the position. 

b.  Teach one or two classes in a subject area for which qualified. 

c.  Assume building authority in the absence of the superintendent and principal. 

d.  Assumes responsibility for implementation of policies relating to attendance, conduct 
and health of students. 

e.  Maintains high standards of student conduct and enforces discipline as necessary; 
affording due process to all students. 

f.  Maintains ongoing contact with law enforcement, juvenile court services, social services 
and tribal court necessary for attendance, discipline and health issues. 

g.  Supervises the maintenance of accurate records on attendance and discipline of 
students. 

h.  Attends and helps conduct meetings of the staff on a regular basis for the proper 
functioning of the school. 

i.  Is in charge of updating and producing the student handbooks with emphasis on 
discipline and attendance. 

j.  Is in charge of the following duty assignments:  lunch and playground. 

k.  Works collaboratively with the principal on any serious discipline concerns. 

l.  Meets daily with the principal to keep her/him informed about student affairs. 

m.  Helps supervise activities:  dances, athletic events, music, drama etc. 

n.  Will assist the administration by being a representative at selected IEP meetings. 

o.  Will perform other such duties as assigned by the administration. 

4.  TERM OF EMPLOYMENT:  The term of employment is the school term plus 20 days. 

5.  EVALUATION:  Performance will be evaluated collaboratively by the principal and the 
superintendent in accordance with the provisions of the board’s policy on Evaluation of 
Professional Personnel. 
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K-12 Assistant Principal 
 

1. LINE OF AUTHORITY:  The assistant principal shall be responsible to the principal and the 
superintendent. 

2. ADMINISTRATIVE FUNCTION:  The assistant principal shall:  a) assist the principal by being 
responsible for the administration of the Longvalley and Interior buildings; b)  enforce the 
rules of the Board; c)  have authority to call upon the certified and support personnel to 
assist in the enforcement of Board, State and Federal policies, rules, mandates and 
regulations;  and d)  be tactful in relations with students, parents and district patrons. 

3. OTHER DUTIES:  The assistant principal shall be responsible for: 
a. dealing with discipline problems, K-12 at all four instructional units and buses 
b. maintaining accurate records on all attendance and discipline of students 
c. informing parents of infractions 
d. interpreting handbook to students and parents 
e. noting discrepancies in handbook for amendments in the next year and being charged 

with updating and producing the student handbooks with emphasis on discipline and 
attendance 

f. enforcing punishments in accordance with the handbook policies and as agreed upon 
with the principal 

g. ensuring due process and maintaining legal compliance when handling discipline issues 
h. assuming building authority in the absence of the superintendent and principal 
i. assuming responsibility for implementation of policies relating to attendance, conduct 

and health of students 
j. maintaining ongoing contact with law enforcement, juvenile court services, social 

services and tribal court necessary for attendance, discipline and health issues 
k. attending and helping conduct meetings of the staff on a regular basis for the proper 

functioning of the schools 
l. working collaboratively with the principal on any serious discipline concerns 
m. meeting daily with the principal to keep her/him informed about student affairs 
n. serving as the administrative representative at selected IEP meetings 
o. meeting with the superintendent for conferences as often as may be required 
p. shall keep accurate and complete records 
q. participating in the selection and supervision of personnel assigned to her/his building(s) 
r. participating in curriculum studies 
s. being tactful in relations with students, teachers, parents and district patrons 
t. recommending to the principal, when such action is warranted, suspension of students 

as per board policy and if expulsion should be warranted, the principal and assistant 
principal shall jointly recommend such action to the superintendent 

4. RESPONSIBILITIES: 
The assistant principal shall be fully responsible for decisions regarding discipline made in 
each building; and shall assist in ensuring that all curricular and extra-curricular activities are 
adequately supervised.  The assistant principal shall be in attendance at as many extra- 
curricular activities as feasible, assisting with supervision. 

5. SUPERVISION AND EVALUATION: 
The assistant principal shall be responsible for the supervision of the teachers under her/his 
jurisdiction and shall submit to the principal all information relative to classroom 
performance and fitness for the position held.  The assistant principal shall provide the 
superintendent with a written evaluation for all probationary teachers and continuing 
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contract teachers as per State Law and board policy.  The assistant principal and the 
principal shall together make re-employment recommendations in accordance with State 
Law and board policy. 

6. KNOWLEDGE OF BOARD POLICY: 
It is the duty and responsibility of the assistant principal to be familiar with and to keep 
abreast of policy changes. 

7. CONFIDENTIAL RECORDS: 
The assistant principal will keep all records concerning students confidential in compliance 
with the Family Education Rights and Privacy Act of 1974, as amended, enacted as Section 
438 of the General Education Provisions Act as in effect April 11, 1988. 

8. ADDITIONAL ASSIGNMENTS:   
The assistant principal will from time to time assume other professional duties as deemed 
necessary by the principal, superintendent and/or the school board.  For example, attending 
meetings or membership on committees. 

9. PROFESSIONAL GROWTH: 
The assistant principal shall assume responsibility for their own professional growth through 
membership and participation in professional organizations; through attendance at regional, 
state and national meetings, workshops and/or conventions; and through enrollment in 
graduate classes and a course of study leading to an advanced degree. 

10. TERMS OF EMPLOYMENT: 
Salary and work year will be established by the board and superintendent. 

11. EVALUATION: 
Performance will be evaluated by the superintendent in accordance with provisions of the 
Board’s policy on Evaluation of Professional Personnel. 
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Chapter 6 ACTIVITIES DIRECTOR 
 
(Adopted May 11, 2011) 

1. QUALIFICATIONS:  

Administrative/management ability – evidence of in background 
A history of participation in or directing of high school group activities 
Previous experience as a Coach or Activity/Athletic Director preferred 

 
2. AREAS OF RESPONSIBILITY: 

 Must be physically capable of handling the daily demands of the position (standing, lifting, 
bending, pulling bleachers, climbing stairs, hauling sports and music equipment, sweeping, 
and mopping)  Some work will be out of doors in inclement weather 

 
3. ACCOUNTABLE TO: 

Secondary Principal 
 

4. BASIC FUNCTION/PURPOSE OF POSITION: 
To direct, supervise, develop and promote planned activity programs for the Kadoka Area 
School District.  To enhance student competition, participation and enjoyment. 
 

5. PERFORMANCE RESPONSIBILITIES: 
a. Maintain daily contact with the Secondary Principal. 
b. Foster good school-community relations through the various media organizations – 

press, school newspaper, television. 
c. Supervise all home activities or get a substitute approved by the administration. 
d. Establish a good working relationship with subordinates, booster club, local 

newspaper, school newspaper and other media outlets. 
e. Work with the Kadoka City officials to coordinate activities in the City Auditorium. 
f. Arrange schedules for the use of the gymnasium, auditorium and sports complex. 
g. Arrange for required physical examinations (tri-annual), insurance and parent 

consent forms for all participants. 
h. Complete the SDHSAA eligibility forms and others that may be required. 
i. Set and publish schedules and times for  junior varsity and varsity  athletic and 

activity events prior to the beginning of the school year.  Set and publish elementary 
and Middle school/junior high schedules prior to the beginning of the season, 
making any adjustments at least 48 hours prior to the event.  

j. Contract all school athletic events in accordance with SDHSAA regulations and rules. 
k. Keep a permanent record book for all athletic contests and participants (Eight 

Semester and other Rules) 
l. Contract with qualified officials for athletic contests. 
m. Work with coaches and advisors in checking out, storing, keeping an accurate record 

of inventory, properly disposing of obsolete equipment and uniforms, and 
acquisition and refurbishing of equipment. 

n. Arrange and schedule transportation for all activities requiring travel. 
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o. Schedule preparation of football field, track and auditorium for all events or 
contests. 

p. Supervise training rule infractions according to school policy. 
q. Represent the District at Conference, District, Region and State meetings. 
r. Assist in the formulation of policies for all activities. 
s. Direct and supervise ticket sales at activity events. 
t. Act as tournament director for all conference, local, district and region tournaments 

hosted by the District. 
u. Maintain a good working relationship with cooperating school.  
v. Be familiar and conversant with the rules of the SDHSAA. 
w. Keep the student athlete aware of their amateur status. 
x. Provide to the business office all documentation necessary for submission of all 

annual dues to SDHSAA, and all Conferences.  Provide to the business office all 
documentation necessary for entry fees for track and cross country and other 
approved activity events.  Provide a copy of all contracts to the business office prior 
to the beginning of the season. 

y. Annually, order rules books for all activities from the SDHSAA. 
z. Attempt to find volunteers for officiating, score clock and score book for elementary 

and Junior High School contests. 
aa. Perform other related duties as assigned. 

 
6. WORK SCHEDULE: 

As required to complete the duties.  The Activities Director is provided one class period that 
can be devoted to Activity Director duties. 

 
7. TERM OF EMPLOYMENT 

A school term with adequate time pre and post school term to fulfill the required 
responsibilities. 

 
8. SALARY: 

Salary is determined by the Board of Education 
 

9. EVALUATIONS: 
Performance evaluations will be conducted by the secondary principal and based on the 
details of this job description.  
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Chapter 7 BUSINESS MANAGER 
 
(Amended and Adopted 11/09/2012) 
 

1.  ADMINISTRATIVE FUNCTION:  The business manager is the focal point for financial 
information in the school district and shall provide direct communication to the Board of 
Education regarding the financial affairs of the school district. 

2.  SECRETARY TO THE BOARD OF EDUCATION:  The business manager attends all meetings of 
the board and keeps a full and accurate record of all meetings of the board, publishes all 
legal notices concerning district business, signs contracts on behalf of the district and files 
them in the business office. 

3.  LINE OF AUTHORITY:  The business manager is responsible to the board of education and 
the superintendent. 

4.  POLICY:  The business manager shall be knowledgeable to board policy as it pertains to 
administrators, staff and students and shall implement policies reasonably and uniformly. 

5.  STAFF COMPENSATION:  The business manager participates in the preparation, monitoring 
and implementation of salary/compensation for all personnel based on prior board 
approval. He/she is responsible for supervision of district payroll process including required 
or authorized salary deductions and maintains retention of all necessary earnings and 
deduction records. 

6.  ACCOUNTING SYSTEM:  The business manager supervises the financial affairs of the school 
district, including establishing and maintaining an accounting system as set forth by Uniform 
Accounting System for South Dakota. He/she assumes responsibility for receipts and 
expenditures of district funds.  The business manager prepares monthly financial reports, 
reconciles bank accounts, supervises the collection, safekeeping and distribution of district 
funds and prepares the Annual Financial State Aid Report. 

7.  BUDGET PREPARATION:  The business manager, in cooperation with the superintendent, 
shall prepare an annual budget for the consideration of the board.  The business manager is 
responsible for publications and notices and the notification to the County Auditor of levy 
requests. 

8.  ELECTIONS:  The business manager is responsible for conducting school board and special 
school elections. 

9.  OTHER DUTIES:  The business manager shall perform such other duties as may be 
determined by the board of education or as specified by SDCL. Evaluation: Performance 
evaluation will be conducted by the board of education and superintendent based on the 
details of this job description. 
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Chapter 8 GUIDANCE COUNSELOR 
 
(Amended and Adopted 12/13/2011) 
 

1. LINE OF AUTHORITY:  The counselor shall be directly responsible to the principal. 
2. ADMINISTRATIVE FUNCTION:  The counselor aids students with  personal, social, career and 

educational development. 
3. DUTIES:   

a. The counselor is responsible for providing career information and post high school 
educational opportunities to students. 

b. The counselor assists with grades 9-12 registration, provides students with the best 
educational background possible, and guides students to assure the required 
courses necessary to meet the school district’s and state’s graduation requirements 
are completed. 

c. The counselor provides for group counseling, consisting of, but not limited to, test 
interpretation, information on college, vocational education and armed services, as 
well as other needs the students may have. 

d. The counselor provides financial aid and scholarship information and assistance to 
students and provides assistance to seniors in post high school registration process. 

e. The counselor gives assistance to members of the community. 
f. The counselor is responsible for keeping accurate and up to date cumulative folders 

on each student in grades 9-12. 
g. The counselor provides student data or information to faculty and administration. 
h. The counselor assists with student scheduling and schedule changes. 
i. The counselor arranges for and coordinates local visitation of college, vocational, 

armed services or other local representatives. 
j. The counselor organizes and/or administers Post High School Planning Day, Financial 

Aid Night and Eighth Grade Orientation. 
k. The counselor keeps an up to date library of catalogs, scholarship information, 

testing information and application forms for students and faculty use. 
l. The counselor maintains a supply of current application forms and information 

booklets for the American College Testing Program (ACT), College Entrance 
Examination Board tests and financial aid application forms. 

m. The counselor maintains open communications and positive relationships with 
college, vocational school and armed service representatives; especially those 
representing schools in which the students demonstrate the most interest. 

n. The counselor arranges conferences with students and parents for college, 
vocational school and armed service representatives who visit the high school. 

o. The counselor oversees the calculation of grade point averages and class rankings 
and the processing of transcripts. 

p. The counselor prepares and supervises the processing of evaluations, 
recommendations and other forms required for post secondary school or work. 

q. The counselor maintains information on high school graduation requirements and 
college entrance requirements and assures that students are aware of these 
requirements at all times. 
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r. Under the direction of the principal, the counselor will prepare a Course Selection 
document and present to the board of education for approval. The counselor shall 
provide individual counseling of students. 

s. The counselor responds to teacher and parental referrals of students.. 
t. The counselor will assist the principal with all testing requirements  
u. Other duties may be assigned by supervisor 

4. Performance evaluations will be conducted by the superintendent or his designee and based 
on the details of this job description.  
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Chapter 9 TEACHERS 

Teachers 
 

1. LINE OF AUTHORITY:  Teachers shall be directly responsible to the principal.  They shall 
promptly and consistently carry out the instructions of the principal and the superintendent.   

2. KNOWLEDGE OF POLICIES AND REGULATIONS:  It shall be the duty of the teacher to keep 
informed concerning the rules, policies and regulations of the Board of Education. 

3. COMMUNICATION OF STUDENT ISSUES:  Teachers shall maintain direct communication with 
the principal concerning student needs and concerns. 

4. GRADING OF STUDENTS:  Teachers shall be responsible for grading and promotion of their 
students in accordance with policy and instruction of the principal and superintendent. 

5. SOLICITING SCHOOL PATRONS: As school employees, teachers shall not solicit for the 
purchase of school materials or other resources without prior approval of administration and 
board of education. 

6. USE OF SCHOOL PROPERTY:  Teachers should understand that public school property cannot 
be loaned for personal use under any circumstances unless permission is first obtained from 
the principal or superintendent. 

7. DISCIPLINE:  Teachers shall be responsible for the discipline of students and shall consult with 
the principal when necessary. 

8. TIME OF ARRIVAL, DEPARTURE AND DUTY HOURS OF TEACHERS:  It shall be the responsibility 
and duty of each teacher to be available and assist students with additional and necessary 
school work 30 minutes before the start of school and 20 minutes after school.  Those 
teachers having extra-curricular activities after school are excused with the principal’s 
permission.  Teachers will at all times use reasonable and prudent judgment in carrying out 
the duties and responsibilities of their profession.  Bus students may be detained, but will 
have 24 hours to notify parent or guardian so that alternative transportation may be 
arranged.   Elementary teachers shall be in their classroom when students return from recess 
and noon break.  Except to take care of routine school duties elsewhere, teachers should not 
leave the school premises within the school hours without checking with the administration.  
Teachers needing to leave the building shall make arrangements with the principal for their 
absence. 

9. PERSONNEL FILES:  During school hours, teachers may inspect their files upon request.  
Teachers have the opportunity to write comments about any item placed in their file.  Upon 
request by the teacher, the following will be placed in the file relating to different items 
inserted:  “Signature of the teacher on this report does not constitute acceptance of the 
report by the teacher.  It merely indicates that the teacher has seen the report and a 
conference with the supervisor had been held concerning the report.” 

10. NOON DUTY:  Teachers shall serve on noon duty as scheduled by the principal. 
11. PROMOTION OF STUDENTS:  The awarding of marks and decisions relative to promotion or 

retention of children is a sole and serious responsibility of teachers.  The Board considers it 
very important to good public relations that parents be consulted and well-informed at an 
early date where retention is advisable.  The principal and superintendent should also be 
consulted. 

12. CARE OF EQUIPMENT:  Teachers shall be responsible for the proper care of all materials 
under their supervision. 
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13. DISCUSSIONS WITH STUDENTS:  Teachers shall not at any time engage in controversial school 
issues in the presence of students.  Matters in which teachers are in disagreement should be 
discussed privately. 

14. SERVING ON COMMITTEES:  Teachers will frequently be asked and expected to serve on 
committees which will be formed during the course of the year for improvement of some 
phase of the school’s program. 

15. ACTIVITY PASS:  Certified teachers will be issued a free activity pass provided they help 
supervise at two designated school activities per school term.  Head coaches will also be 
issued a free activity pass.  Passes are not transferable. 

16. All lesson plans must be emailed to the principal by Monday at 8:00 A.M. 
17. Performance evaluations will be conducted by the principal and based on the details of this 

job description and the evaluation tool as adopted by the board of education. 
 

Amended: 12/13/2011  
Amended: 05/11/2016  
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Supervision, Evaluation and Employment Policy 
 
Certified Personnel 
 

1. A school exists for the welfare of boys and girls.  Supervision and evaluation of certified staff 
members shall be oriented toward improving instruction.  Employment in the District can only 
be justified by such evaluation.  All certified staff members shall be expected to conduct any 
self-evaluation or job target evaluation as deemed necessary. 

 
2.  Minimum teacher evaluation shall be scheduled by the Principal as follows: 

a. All teachers new to the school system shall be evaluated a minimum of once a 
semester during the first three years of employment. 

b. All other teachers shall be evaluated as deemed necessary, but at least once every 
year. (annually) 

3. The “GUIDELINES FOR EVALUATION” shall provide a basis for common understanding of the 
evaluation process. 
 

4.  It is assumed that evaluation will be made in a variety of classroom situations, i.e., not always in the 
same subject matter or in the same size of group.  Sufficient time should be allocated to an 
evaluation relative to the activity being observed. 

 
5.  Following the evaluation, the Principal shall prepare the written record of the evaluation and shall 

have a conference with the teacher regarding that evaluation.  The teacher shall have an 
opportunity during that conference to write any comments of reaction to the evaluation received. 

 
6.  When a teacher receives an evaluation stating “recommended with qualification for reemployment”, 

the teacher must be apprised of that in the conference with the Principal.  The teacher is to be 
advised in writing and counseled orally relative to areas in which improvement is necessary. 

 
7.  Before a teacher is given an evaluation stating “not recommended for reemployment”, the Principal 

will have had a minimum of two conferences with the teacher relative to the areas of weakness. 
 
8.  In cases cited in numbers 6 and 7 a teacher may request an evaluation and/or conference with the 

Superintendent. 
 

9.  The teacher shall view, discuss and sign all written evaluations being submitted to the 
Superintendent by the Principal for the teacher’s evaluation file.  Signing by the teacher does not 
imply agreement to the evaluation, but merely indicates that these items were discussed. 
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Temporary Disengagement 
 
The Board recognizes the inadequacies of “crisis action” and the importance of expert legal counsel in 
the area of dismissal for any employee.  In the event of a “crisis” situation, the employee will be 
temporarily disengaged from their responsibilities and requested to await further notice from the 
administrative office.  This action only simplifies the situation so as to maintain a proper environment 
for learning and in no way imposes contributory involvement to the employee.  He/she may be 
reinstated to their responsibilities when advisable, or may be notified of suspension when investigation 
so indicates. 
 
Suspension 
Where contributory involvement is ascertainable, the employee should be suspended pending an 
executive session hearing before the Board and a decision regarding further employment.  The 
employee shall have full opportunity for defense against charges and to face any person who has made 
allegations.  If any counsel is to be present, both the employee and the Board should be represented for 
advice concerning legal rights and possible legal outcome.  In the event of civil or criminal litigation, the 
welfare of the boys and girls shall be the only criteria on which continued employment is based. 
 
Dismissal 
Immediate dismissal shall be based on the provisions of SDCL.  The Board shall take this step only on 
advice of legal counsel or on the basis of affirmative evidence supporting such action by the Board. 
 
In all events, the welfare of the students will be the major contributing criteria on which board actions 
are based. 
 
All employees are expected to adhere to SDCL, federal laws and the negotiated agreement. 
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Guidelines for Evaluation 
 
1.  KNOWLEDGE OF SUBJECT MATTER:  Instructors show that they have adequate                       

background of information necessary for their level of instruction. 

 

2.  PLANNING AND PREPARATION:  Day to day preparation is sufficiently detailed to indicate that the 
teacher has given careful consideration to the instructional needs of the children in their charge.  
The instructor makes proper use of the materials provided and shows initiative and planning in the 
employment of outside resources that compliment subjects currently under study. 

 

3.  PRESENTATION OF SUBJECT MATTER:  The teacher demonstrates the ability to select and use subject 
matter appropriate to the level of instruction of the children in their charge.  The instructor’s 
education and background of experiences has prepared them to teach children imaginatively and 
creatively. 

 

4.  ABILITY TO INTEREST STUDENTS:  The ability to secure and retain the interest of children is 
observable in the enthusiasm children display toward classroom activities. 

 

5.  USE OF ENGLISH:  Instruction is given with clear diction and with the omission of slang.  The 
vocabulary used is held to the level of the learner.  Written and oral transmission of ideas is done in 
a manner that is clear and understandable to all concerned. 

 

6.  APPEARANCE OF THE CLASSROOM:  The room shows evidence of teacher efforts to maintain an 
orderly appearance at the close of the working day.  Books, teaching aids and supplementary 
materials are assigned to a definite place and kept there when not in use.  Teacher makes a 
concentrated effort to maintain bulletin boards, displays, etc. concurrent with the level of 
instruction taking place. 

 

7.  UNDERSTANDING OF CHILDREN:  The instructor demonstrates by action and practice, that they 
understand and provide for the educational needs of each child and that they respect the dignity 
and integrity of the individual.  Their understanding of the growth and development of children is 
reflected in their educational relations with the members of their class. 

 

8.  USE OF TEACHING TECHNIQUES:  The instructor demonstrates the energy and aptitude to introduce 
new ideas and to present all instructional materials.  They demonstrate the ability to meet new 
situations. 

 

9.  DISCIPLINE:  The instructor maintains a learning situation in their classroom at all times.  Good work 
habits are taught and encouraged in an effort to reduce the need for discipline measures.  The 
teacher frequently appraises their instructional program in terms of pupil needs. 
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10.  PARTICIPATION IN EXTRA CURRICULAR ACTIVITIES:  The instructor participates willingly and 
performs effectively when assigned extra- curricular and other non-teaching responsibilities. 

 

11.  HELPS WITH PUPIL CONTROL REGULATIONS:  Instructor makes a deliberate effort towards 
implementing student behavior policies, whenever and wherever deviation from these policies is 
observed. 

 

12.  CARRIES OUT SCHOOL RELATED ASSIGNMENT:  The instructor serves willingly and effectively on 
building-wide and system-wide committee assignments. 

 

13.  NEATNESS AND APPEARANCE:  The instructor displays good taste and maintains the proper 
demeanor commensurate with accepted styles and fashions.  He has the general bearing and 
demeanor of calm assurance when involved with students, parents or fellow teachers. 

 

14.  DEPENDABILITY:  The instructor can be expected to perform duties and carry out school policies 
without an undue amount of class supervision. 

 

15.  INDUSTRY:  The instructor makes diligence a habit and devotes steady attention to the 
responsibilities of teaching. 

 

16.  HEALTH AND VITALITY:  The instructor is sufficiently strong physically to present the instructional 
program and to carry out such additional and reasonable assignments as may be requested by the 
Administration. 

 

17.  EMOTIONAL MATURITY AND SELF CONTROL:  The instructor demonstrates the ability to cope with a 
variety of situations in a professional, impartial and unemotional manner.  The teacher’s general 
bearing and demeanor is one of calm self-assurance with the students, parents and fellow teachers. 

 

18.  PUNCTUALITY: The instructor closely adheres to School Board regulations in reporting for and 
departure from work, promptness in reporting for other school-related engagements and in 
submitting reports. 

 

19.  TACT AND DISCRETION IN CONVERSATION:  Instructors do not discuss school policy and 
administrative actions in a negative manner with students or general public.  They use tact and 
discretion in conversation when discussing school personnel and activities. 
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20.  COOPERATION:  Employee, whether in agreement or not, abides by the reasonable decision of the 
majority or by the judicious action of the Administration.  Instructor puts forth the maximum effort 
to achieve the goals of both the school and the group.  They work to maintain harmonious relations 
with fellow employees. 

21.  SOCIAL ATTITUDES:  Instructor’s personal habits and pursuits do not conflict with the conduct 
pattern generally accepted within our culture. 

 

22.  PROFESSIONAL ATTITUDES:  The instructor reflects by work and deed, a positive attitude toward 
active membership in professional organizations, in compliance with School Board policies, and rules 
and regulations of the Administration.  The instructor accepts and applies proven new ideas in 
education. 

 

23.  EVALUATION:  Beginning with the 2012-2013 school year, Kadoka Area School District evaluation 
tool will be based upon the Charlotte Danielson mode. 
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Head Coaches – SDHSAA Rules Meeting 
 

All head coaches or sponsors are required to attend rules meetings sponsored by the SDHSAA.  
Every coach must submit and pass the open book test in their activity.  Any fines assessed will be 
the responsibility of the coach/sponsor. 
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Early Retirement – Article III – Group Health Insurance – Retiree Plan 
 
 

Discontinued: 06/30/2014  
Deleted: 05/11/2016  
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Substitute Teacher Compensation 
 

Compensation for substitute teachers is established at $85.00 per day or $95.00 per day is the 
substitute teacher holds a four-year degree from an accredited University. 
 
After eight (8) consecutive working days of substituting for the same teacher, the compensation 
for the substitute teacher shall increase to $95.00 per day or $110.00 per day if the substitute 
holds a four-year degree from an accredited University.  The long-term substitution shall begin 
on day nine and shall continue as long as the person is working for the same teacher for nine (9) 
or more consecutive days. 
 
Compensation for partial days shall be prorated to hourly basis for an eight-hour day, except if 
the school day is shortened for weather or emergency situations, it will be considered a full day 
for substitute compensation. 
 
Compensation for substitute aides and tutors is $0.50 over prevailing minimum wage per hour if 
the rate of pay for the employee that the person is subbing for is less than $10.00 per hour.  If 
the rate of pay of the employee is greater than $10.00 per hour, then the sub rate will be $10.00 
per hour. 

 
 

Updated: 07/2008  
Revised: 03/14/2012  
Revised: 07/09/2014  
Revised: 05/11/2016  
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Corporal Punishment and Physical Restraint 
 

The use of corporal punishment, defined as any act of physical force upon a student for the 
purpose of punishing that student, is not acceptable in this district and will not be tolerated as a 
disciplinary measure.  The term shall not apply, however, to the use of physical force that is 
reasonable and necessary for supervisory control over students.  This would include, but is not 
limited to, the following situations: 

 

1.  For the purpose of self-defense. 
 

2.  To protect other persons from physical injury. 
 

3.  To protect property of the school or of others. 
 

4.  To remove a student if the student has refused to comply with requests to refrain from 
disruptive behaviors. 

 
 In the event that physical force is used, the following reporting procedure will be followed: 
 

1.  The individual who has used physical force must file a written report with the principal if it was 
an isolated incident.  Teachers and staff members who must use physical restraint with a 
student several times during the course of the school day will keep a record of such occurrences 
as they take place.  The superintendent will be notified and kept informed of all such incidents.  
The parents will be notified in each isolated incident whereas those parents/guardians of a child 
that must be restrained several times during the course of a school day will be notified and met 
with so as to better inform them as to the reason and type of restraint being used.  This is to 
ensure that they fully understand the reasoning for such actions by the teachers and staff. 

 

2.  The report shall relate all relevant details of the incident(s), including date, time and place, what 
action was taken, why the action was taken and what measures, if any, will be taken to prevent 
the need for such actions in the future. 

 

3.  All reports pertaining to the above will be kept on file and made available to the 
parent/guardian upon request. 

 

4.  The parent will be given an opportunity to confer with the student, the teacher/staff member 
and the administrators involved in the incident to discuss the situation.  The conference will take 
place at an agreed upon time. 

 
The superintendent will keep the school board apprised of all incidents of the use of physical 
force. 
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Library Materials Selection 
 

The aim of the Kadoka School library is service to all students in the Kadoka Elementary and High 
School.  This includes individuals and groups of varied ages, education levels, philosophies, 
economic levels, ethnic origin and human condition.  Fulfilling the educational, informational 
and recreational needs of these students is the library’s broad purpose.  All print and non-print 
materials are selected for this library in accordance with these basic objectives. 
 
The following paragraph from the national Library Bill of Rights states that: 
“As a responsibility of library service, books and other library materials should be chosen for 
values of interest, information and enlightenment…  In no case should library materials be 
excluded because of the race or nationality or social, political or religious views of the authors.” 
 
The Library Bill of Rights further states that: 
“Libraries should provide books and other materials presenting all points of view concerning the 
problems and issues of our times…” 
 
Responsibility for selection of books and library materials should be vested in the librarian.  
He/She may delegate to such members of the staff as are qualified by reason of training, the 
authority to interpret and guide the application of the policy in making day-to-day selections.  A 
library committee consisting of the librarian, principal, two teachers and three parents will be 
appointed by the superintendent and meet as needed, such meetings to be convened by the 
librarian. 
 
Certain factors influence the selection of library materials: 

1. The author’s reputation and significance as a writer. 
2. The importance of the subject matter to the collection. 
3. Availability of material in the system, in other libraries, or in print. 
4. Timeliness or permanence of the book. 
5. Authoritativeness. 
6. Inclusion in standard bibliographies or indexes. 
7. Price. 
8. Format, including possibility of rebinding, as well as type and legibility. 
9. Books which advocate as major and acceptable themes, excessive violence, profanity, 

torture and pornography present unusual problems and the librarian should exercise 
caution about including such works in a school collection. 
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Books for the library collection should be selected to support the school curriculum, reflect the 
school philosophy and the district policy.  Consideration of the ages and developmental levels of 
students should figure largely.  While community values should not dictate selection practice, 
they should serve as one of several guidelines used in the selection process.  Consideration of 
these values means being sensitive to subjects that may be of general concern to the 
community.  When selecting possibly controversial materials, it is important to know how they 
will be perceived by the community and to have defensible reasons for the selection.  This 
concept draws a fine line that should not extend into censorship.  It is one area where public 
and school libraries diverge significantly in policy. 
 

In selecting materials, the librarian and/or library committee will use recommendations from 
staff and parents, authoritative book reviews and personal reading to sift through the millions of 
titles available. 
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Library Materials Complaints 
 

The Board reserves to itself the final responsibility for all library materials used in the district 
schools.  The Board recognizes that without a free and vigorous exchange of ideas, learning and 
teaching cannot take place effectively.  However, the Board also recognizes that district 
residents have a right to express concern about the content of materials available to students. 
 
When patrons have concerns about particular materials, these concerns should be stated IN 
WRITING and go through the proper chain of command.  The objections will then be carefully 
considered and accorded the courtesy of a prompt reply by school personnel.  All such replies 
will be based on the philosophy and instructional goals of the district and upon the criteria for 
selection of instructional materials. 
 
Complaints against library materials will be considered a most serious matter and will be 
processed in a thoughtful and deliberate manner.  Therefore, the following procedures are to be 
followed, step by step.  Complaints that reach step 3 will be reported to the Board. 
 

1. The material in question should first be discussed with the teacher or librarian, who will 
report the results of this meeting to the principal.  If satisfaction is not reached, the 
complainant may continue with step 2. 

2. The principal will meet to discuss the material with the complainant and the teacher or 
librarian.  The results of the meeting will be reported to the superintendent.  If 
satisfaction is not gained, the complainant will be requested to complete the form, 
“Request for Reconsideration of Instructional Materials,” before proceedings to step 3. 

3. The Board of Education will appoint a review committee composed of the following 
members: 
× The building principal 
× The building librarian 
× Two building teachers 
× Three adult district patrons 
The committee members will be asked to read or view the material and respond to the 
complainants’ answers to the questions on the form, “Request for Reconsideration of 
Instructional Materials.”  The recommendation of the committee will be sent to the 
complainant by the superintendent.  If the complainant is not satisfied, he/she may 
continue with step 4. 

4. The superintendent will meet with the complainant to resolve the problem.  If an 
impasse has developed the matter is to be directed to the Board in step 5. 

5. The complainant will appear before the Board as the final step in the request for 
reconsideration of library materials. 
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Citizen’s Request Form for Purchase or Removal of Material 
 

AUTHOR _________________________________________________________ 
 
TITLE ____________________________________________________________ 
 
EDITION OR SERIES _______________________________VOLUME _______________ 
 
PUBLISHER/PLACE ________________________________ YEAR __________________ 
 
PRICE (IF KNOWN) ________________________________ 
 
 
REASON FOR REQUESTING PURCHASE OR REMOVAL ________________________ 
 
 

 

 
RECOMMENDED BY _______________________________________________________ 
 
REVIEWED IN _____________________________________________________________ 
 
SIGNATURE ____________________________________  DATE ____________________ 
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Military Leave 
 

Employees of the School District who qualify as members of a “reserve component” to include 
the Army and National Guard and the Reserves will be granted leave of absence from their 
employment with the district in accordance with the following established procedures: 
 
Kadoka Area School District employees who are members of the “reserve component of the 
armed forces” will be granted military leave of absence by the superintendent upon receipt of a 
formal written request. 
 
Kadoka Area School District employees who are members of the “reserve component of the 
armed forces” are strongly encouraged to fulfill military training/active duty requirements that 
are optional when school is not in session. 
 
Employees requesting military leave for training or due to activation will obtain a written order 
from the Commander of their Reserve or National Guard unit showing the dates of the training 
period or activation.  Upon receipt of the written order or letter to the employee, the employee 
shall immediately (within seventy-two hours of receipt by the employee) submit to the 
superintendent or his/her designee a copy of the written order or letter which states the 
employee must be absent from work due to training or activation and the dates of the training 
or activation. 
 
Employee of the School District who are called to active duty in the military service qualify under 
the Soldier’s Preference Law to be reinstated with accrued benefits. 
 
Employees of the School District who are called active duty in the military service shall receive 
no pay from the district during the absence.  Accumulated leave and benefits with be 
maintained. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
1st Reading – May 8, 2013 
Adopted – June 12, 2013 
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Chapter 10 ALL EMPLOYEES 
 

Disaster Plan 
 
The Kadoka Area School Board is very concerned with the welfare of the students in the Kadoka Area 
School District #35-2. 
 
The first concern is fire safety training and fire drills for all of the students.  It is imperative the students 
are familiar with the fire routes posted in each room.  Instructors are to inform each class as to which 
route they are to use for fire drills.  Instruction in fire safety, which should include the use of fire 
extinguishers, should be offered periodically. 
 
The perils of nature such as tornadoes, snowstorms and extremely frigid weather all pose life 
threatening situations.  The practice of conducting tornado drills will continue on an annual basis. 
 
It is our intention to cancel school when weather conditions are threatening and to use the telephone 
trees established in each school to notify parents of early dismissal.  Early dismissal will take place when 
the weather conditions deteriorate after school is in session. 
 
PLAN OF ACTION FOR USE IN BOMB THREAT IN SCHOOL 
 

1.  If the superintendent receives a call informing them that a bomb has been placed in any 
school building, they will immediately call local authorities and building principal. 

2.  If the principal receives a call, they will immediately call the superintendent who will call 
local authorities. 

3.  If a teacher receives information of a bomb threat, they will immediately notify the building 
principal, who will then follow procedure. 

4.  The principal will use the fire alarm for evacuation of the building as in a fire drill. 

5.  The teachers and students will stay in the assembly area until authorized to return to the 
building or dismissal. 

6.  During bad weather the gym shall be searched quickly so students can assemble there. 
 
 During periods when a bomb threat is quite likely, the following actions are suggested: 

1.  Rooms should be locked at all times when not in use (a good procedure at all times). 

2.  Teachers should briefly check room on arrival in the morning or upon return to the room 
during the day and report to the principal any unusual circumstances. 

3.  The teacher should stay in the room until all students leave, then lock the door when 
leaving. 

4.  The custodian should lock the door when leaving the room after cleaning. 

5.  Have priority search areas: 
a. Area where warning said it might be placed 
b. Classrooms 
c. Lockers 
d. Gymnasium, auditorium, cafeteria etc. 
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6. If the public is to be informed, seek in advance the cooperation of news media with the 
understanding that news media will not broadcast or publish, except possibly editorially 
without permission of school authorities. 
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Crisis Plan 

Kadoka Area School 
QUICK                                                                                                                                           
RESPONSE TEAM 

 
INTERCOM MESSAGE   33* 
1.    This is a lock down.   Non threatening 
       Situation.   Quick Response Team, 
       Please report to _______. 
2.    This is a lock down. Potentially 
       dangerous situation.   (Brief 
       explanation at administrative 
       discretion).  
3.    This is a lock down.  Please check 
       your rooms and wait for further 
      instruction. 

 
EXPLANATION 
1.    Quick Response Team only, we will 
       announce location of the problem. 
 
2.    Building emergency -  LOCK  
       ROOMS -  Wait for instruction. 
 
3.    Bomb Threat Received – Look  
       around rooms, etc. 
       DO NOT CAUSE A PANIC 

 ACTION WHO 

BOMB THREAT 1.    Call-taker should judge seriousness of 
       threat.  Keep the caller on the line. 
2.    Trace call  *57 
3.    Notify Principal and Superintendent 
4.    Notify Law Enforcement 
5.    Decision to evacuate 
6.    Intercom message 
7.    Floor Plan 

1.    Call taker or anyone 
2.    Call taker 
3.    Any 
4.    Principal or designee 
5.    Law enforcement/Administration 
6.    Principal or designee 
7.    Secretary to the Principal/Custodian 

SEVERE WEATHER 1.    Decision to dismiss 
2.    Notify staff and students 
3.    Evacuation of students 

1.    Superintendent or designee 
2.    Principal or designee 
3.    Classroom teacher and staff 

FIRE / EXPLOSION 1.    Evacuate the area 
2.    Pull the fire alarm 
3.    Evacuate the building 
4.    Confirm alarm to  911 
5.    All clear when directed 

1.    Faculty 
2.    Any 
3.    All 
4.    Office staff 
5.    Office staff 

DEATH / ACCIDENT 
(OUT OF SCHOOL) 

1.    Notify staff 
2.    Notify Superintendent 
3.    Conduct staff meeting for information 
4.    Notify students 

1.    Principal or designee 
2.    Principal or designee 
3.    Administration 
4.    Staff 

DEATH 
(IN SCHOOL) 

1.    Notify office 
2.    Notify 911   
3.    Notify parents 
4.    Notify staff 
5.    Notify media (as needed) 
6.    Decision to dismiss school/events 
7.    Notify clergy (as requested).     
8.    Notify Crisis Support Personnel 

1.    Any 
2.    Office staff 
3.    Principal/Office staff 
4.    Principal/Office staff 
5.    Administration 
6.    Superintendent or designee 
7.    Office staff 
8.    Principal 

HOSTAGES   OR 
TERRORISTS 

1.    Call intercom message #2 
2.    Notify Superintendent, principals and 
       head  custodian 
3.    Establish command center- - 
      (Office, classroom or other) 
4.    Decision to dismiss school 
5.    Notify parents 
6.    Notify essential personnel to remain 
       in building 
7.    Communicate with parents and  
       students 
8.    Locate floor plans and student rosters 
9.    Notify clergy (if requested) 
10.   Notify and direct media 
11.   Notify Crisis Support Team 

1.    Principal or designee 
2.    Principal or designee 
3.    Office Staff / Law enforcement 
4.    Superintendent or designee 
5.    Office staff 
6.    Office staff 
7.    Principal or designee 
8.    Head custodian and Administration 
9.    Office staff 
10.   Principal or designee 
11.   Administration and counselor     

TORNADO / 
EARTHQUAKE 

1.    Monitor National Weather Channel 
2.    Move students out of classrooms into 
       a safe area 
3.    Prevent students from leaving building   

1.    Office staff 
2.    Teachers 
3.    Staff 
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Sexual Harassment 
 

1. POLICY 
It is the policy of the Kadoka School District that sexual harassment is illegal, 
unacceptable and shall not be tolerated; that no employee, student or visitor of the 
district may sexually harass another.  Any person will be subject to disciplinary action for 
violation of this policy. 

 

2. DEFINITION 
Unwelcome sexual advances, requests for sexual favors and other verbal or physical 
conduct of a sexual nature constitute sexual harassment when: 

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

b. Submission to or rejection of such conduct by an individual is used as the basis 
for academic or employment decisions affecting such individual; or 

c. Such conduct has the purpose or effect of unreasonably interfering with an 

individualôs academic or work performance or creating an intimidating, 

hostile or offensive employment or educational environment. 
 

3. REGULATIONS 

Sexual harassment is illegal under both South Dakota (Executive Order 81-08) 

and Federal (Title VII, Title IX) law.  In some cases, it may be liable to 

prosecution under the criminal sexual conduct law.  All reported incidents of 

sexual harassment will be promptly and thoroughly investigated and all 

substantiated acts of sexual harassment will result in immediate and appropriate 

corrective action.  Confidentiality consistent with due process will be maintained. 
 

4. ACCOUNTABILITY  

The faculty, staff, administrators and students of the Kadoka School District are 

responsible for maintaining a working and learning environment free from sexual 

harassment.  It is the obligation of each employee and student to become fully 

informed of the provisions of this policy and assure individual compliance.  To 

assure dissemination of this policy, copies will be posted at appropriate locations. 
 

5. COMPLAINTS 

Any employee who feels that he or she has been subject, in the work place, to 

sexual harassment, should report the incident immediately to his or her immediate 

supervisor and/or to the superintendent.  If the immediate supervisor is involved 

in the activity, the violation should be reported to that supervisorôs immediate 

supervisor.  Students may report such incidents to the principal or superintendent 

of the school.  Resolution of complaints or problems may be pursued informally 

or formally at the option of the person who feels he or she has been subject to 

sexual harassment. 
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Employee Communicable Diseases 
 

The board recognizes its responsibility to provide a clean and healthy environment for students 
and school employees. 
 
The determination of whether an infected employee be excluded from work activities shall be 
made on a case-by-case basis, under the direction of the principal, building administrator or 
designee. 
 
In situations where the decision requires additional knowledge and expertise, the principal will 
refer the case to an advisory committee for assistance in determining the proper course of 
action. 
 
The advisory committee may be composed of: 

1. A representative from the State Health Department 

2.   The employee’s physician 

3.  The employee and/or designee 

4.  The school health service’s provider 

5.  The superintendent or designee, and 

6.  Other appropriate school personnel 
 
In making the determination, the advisory committee shall consider: 

1.   The physical condition of the school employee 

2.  The expected type(s) of interaction with others in the school setting 

3.  The impact on both the infected school employee and other in that setting 

4.  The South Dakota Department of Health guidelines and policies 

5.  The status of certification of the employee as is promulgated in SDCL  

6.  Information regarding the infected employee which is deemed part of their personnel 
records, therefore is classified as “Confidential” as required by SDCL.  

 
The advisory committee may officially request assistance from the State Department of Health. 
 
If employment of an infected employee is to be interrupted or discontinued, the employee will 
be entitled to use available medical leave and receive available benefits. 
  
Public information will not be revealed about the employee who may be infected.  If the 
employee is permitted to remain in the school setting, the following procedure will be followed 
by the principal:  Information will be provided, as appropriate to school employees who have 
regular contact with the employee, as to the employee’s medical condition and other factors 
needed for consideration in carrying out job responsibilities. 
 
Health guidelines for work attendance are established and interpreted within the context of the 
case.  The guidelines are not inclusive but are available to be used as a resource.  School 
personnel will refer to school health professionals for specific judgments in interpreting the 
guidelines. 
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Instructions in appropriate handling of blood and body fluids will be provided.  Hand washing 
after contamination, food preparation and health/hygiene care performed in different sink and 
work areas, maintenance cleaning and other personal hygiene measures are part of creating a 
healthy environment. 

 
Specific health concerns may require the advisory committee to make a determination on 
school attendance or participation in school activities. 
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Drug Free Workplace 
 

USE OF ALCOHOL, DRUGS AND CONTROLLED SUBSTANCES BY EMPLOYEES 
 

Student and employee safety is a paramount concern to the school board.  Employees under the 
influence of alcohol, drugs or controlled substances are a serious risk to themselves, to students 
and to other employees.  Therefore, the school board will not tolerate the unlawful 
manufacture, use, possession, sale, distribution or being under the influence of drugs or 
controlled substances.  Nor will the board tolerate the unlawful use of, or being under the 
influence of, alcohol by an on-duty employee.  Any employee who violates this policy will be 
subject to disciplinary action, which may include dismissal.  Each employee of the district is 
hereby notified that, as a condition of employment, the employee must abide by the terms of 
this policy and will report to the superintendent any criminal drug statute convictions for a 
violation occurring in or on the premises of this school, or while engaged in regular 
employment.  Such notification must be made by the employee to the superintendent no later 
than five days after conviction.  The superintendent will provide notice of such violation to the 
Impact Aid Program, US Dept. of Education or other appropriate government agency within ten 
days after the superintendent receives such notification. 
  
Within thirty days after receipt of information concerning a violation of this policy, the district 
will take appropriate discipline action, which may include termination of employment or 
requiring the employee to participate in drug abuse assistance or rehabilitation programs. 
 
Periodically all employees will attend a district drug-free awareness program at which 
employees will be informed about the dangers of drug abuse in the workplace; this policy of 
maintaining a drug free workplace; available drug counseling; rehabilitation and employee 
assistance programs; and the penalties that may be imposed upon employees for drug abuse 
violations occurring in the workplace. 
 
The school board recognizes that employees who have a drug abuse problem should be 
encouraged to seek professional assistance.  An employee who requests assistance shall be 
referred to a treatment facility or agency in the community if such facility or agency is available. 
 
When a staff member has consumed alcoholic beverages or illegal drugs on school property 
and/or before a school activity, the staff member will not be allowed on school property or to 
participate in school activities.  Staff members who violate this regulation will be subject to the 
same penalties as for possession or consumption on school property. 
 
The school board hereby commits itself to a continuing good faith effort to maintain a drug free 
workplace. 
 
A copy of this policy shall be given to all present and future employees. 
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Blood and Other Body Fluids 
 

The proper handling of blood and other body fluids is important in maintaining a clean, disease free 
environment.  Therefore, all school employees will receive instruction when they are hired, regarding 
the proper handling of blood and other body fluids.  The instruction will be provided by the School 
Health Coordinator and will include the following information: 
 
Food Service Workers: 

1.  All epidemiological and laboratory evidence indicates that blood borne and sexually transmitted 
infections are not transmitted during the preparation and serving of food or beverage. 
 

2.  Food service workers are to exercise care to avoid injury to hands when preparing food.               
Should such an injury occur, food contaminated with blood will be destroyed. 

 

3.  Any equipment contaminated with blood or other body fluids will be cleaned with soap and 
water or detergent.  A disinfectant solution is to be used to wipe the area after cleaning. 

 

4.   Disposable rubber or similar impervious material gloves are to be used when cleaning any 
surface that has been contaminated with blood or other body fluid. 

 

5.   Proper procedure for putting on and removing gloves will be taught.  After gloves are removed, 
hands must be thoroughly washed with soap and water. 

 
Custodial Staff: 

1. Disposable rubber or similar impervious material gloves are to be used when cleaning any 
surface that has been contaminated with blood or other body fluid. 

 
2. Proper procedure for putting on and removing gloves will be taught.  After gloves are removed, 

hands must be thoroughly washed with soap and water. 
 

3. Surfaces which may be exposed to blood or other body fluids are to be treated with a 
disinfectant solution (1:10 dilution of household bleach). 

 
4. Any vomit or body fluid on carpeting is to be treated with dry deodorizer followed by hot water 

extraction. 
 

5. Any potentially infectious waste will be contained and transported in clearly identified heavy 
impervious material. 

 
6. Wastes, which cannot be flushed down the toilet, may be disposed of in regular trash pickups, 

using a plastic liner in the trash can and a tight fitting lid. 
 

7. Blood and other body fluids may be carefully poured down a drain connected to a sewer system. 
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School Health Aides (Secretaries): 
1. Always wash hands thoroughly before and after any student contact to reduce spread of 

infection. 
 

2. Disposable rubber or similar impervious material gloves are to be used when working with 
students in any situation where contact with blood or other body fluids may occur. 

 
3. Proper procedure for putting on and removing gloves will be taught.  After gloves are removed, 

hands must be thoroughly washed with soap and water. 
 

4. Any surfaces or instruments exposed to blood or other body fluids are to be cleaned with soap 
and water, and then disinfected with a solution of 1:10 household bleach and water. 

 
5. Any potentially infectious waste will be contained and transported in clearly identified heavy 

impervious material. 
 

6. Wastes, which cannot be flushed down the toilet, may be disposed of in regular trash pickups, 
using a plastic liner in the trash can and a tight fitting lid. 

 
7. Blood and other body fluids may be carefully poured down a drain connected to a sewer system. 

 
Coaches and Student Trainers: 

1. Disposable rubber or similar impervious material gloves are to be worn when working with 
athletes in any situation that may involve contact with any form of human body fluids. 

 
2. Proper procedure for putting on and removing gloves will be taught.  After gloves are removed, 

hands must be thoroughly washed with soap and water. 
 

3. Athletes who have open sores or wounds must wear a protective cover to guard against transfer 
of blood or body fluids from person to person. 

 
4. Any surfaces exposed to blood or other body fluids are to be cleaned with soap and water, and 

then disinfected with a solution of 1:10 household bleach and water. 
 

5. Any potentially infectious waste will be contained and transported in a clearly identified heavy 
impervious material. 

 
6. Athletes are to be provided individual drinking containers during practices and athletic events.  

 
7. Wastes, which cannot be flushed down the toilet, may be disposed of in regular trash pickups, 

using a plastic liner in the trash can and a tight fitting lid. 
 

8. Blood and other body fluids may be carefully poured down a drain connected to a sewer system. 
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Bus Drivers: 
1. Disposable rubber or similar impervious material gloves are to be worn when working with 

students in any situation where contact with blood or other body fluids may occur. 
 

2. Proper procedure for putting on and removing gloves will be taught.  After gloves are removed, 
hands must be thoroughly washed with soap and water. 

 
3. Any surfaces exposed to blood or other body fluids are to be cleaned with soap and water, and 

then disinfected with a solution of 1:10 household bleach and water. 
 

4. Any potentially infectious waste will be contained and transported in clearly identified heavy 
impervious material. 

 
Teachers, Secretaries and Administrators: 

1. If possible, do not handle blood or other body fluids.  Call a custodian. 
 

2. If you must handle human body fluids, follow procedure delineated for school health aides. 
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Child Abuse and Neglect 
 

LAW:   
According to SDCL, any school teacher, counselor, school official or nurse having reason to 
suspect that a student under 18 years of age has been abused and/or neglected shall report 
these suspicions either to the local states attorney, the Department of Social Services, the 
county sheriff or the city police. 
 
Several points warrant emphasis: 
1. The duty to report concerns suspicion only.  The burden of proof does not rest with the 

person reporting. 
2. Medical or professional confidentiality does not apply in cases of suspected child abuse or 

neglect. 
3. No person may be sued for reporting a suspected case, in good faith, even if the suspicion is 

proven to be unsubstantiated.  On the contrary, failure to report constitutes a Class 1 
misdemeanor. 

 
REPORTING PROCEDURES: 
When any school teacher, school nurse, school counselor, school official or administrator 
suspects that a child is abused and/or neglected, the following information should be gathered: 
 

1. The child’s name and address. 

2. Name of child’s parents or caretaker. 

3. Any known family alias. 

4. Evidence and observation or incident(s) including any times, dates, persons present and 
locations where incident(s) took place. 

5. Any statements made by the child regarding the suspected abuse or neglect. 
 
In addition to the report required in SDCL, the above-named school personnel are also required 
through to notify the school principal or school superintendent or their designee regarding their 
suspicion.  A written report concerning this suspicion must be filed with the building principal.  
The school principal or school superintendent or their designee shall, in turn, make a report to 
the Department of Social Services or to the county sheriff, or to the city police or states 
attorney, either in person or by telephone. 
 
A copy of the school’s report will be forwarded to the agency with which the referral was made.  
The original written report will be placed in a confidential file in the building principal’s office. 
 
Please Note:  It is not the responsibility of the school or any school employee to investigate 
suspicions.  This is the function of Social Services, law enforcement or the states attorney. 
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Reporting Form – Suspected Child Abuse and Neglect 
 
Name of School:  __________________________________________________ 
Address of School:  ________________________________________________ 
Name of involved child: _____________________________________________ 
Address of Involved Child: 
_____________________________________________________________________________________
____________________________________________________________________ 
Grade: ________________________ Child’s Teacher: _______________________________ 
Name and Address of Parent/Guardian: -
_____________________________________________________________________________________
______________________________________________________________________ 
Date and Place of Birth of Child: 
_____________________________________________________________________________________
__________________________________________________________________ 
 
 Nature and extent of injuries, or description of abuse or neglect, including approximate dates 
observed; time of day, names of other persons present or who may have knowledge of the incidents: 
 
 
 
 
 
 List any other information that may be helpful in establishing the case of the abuse or neglect. 
 
 
 
 
Administrator:  _________________________________ 
Teacher:  ______________________________________ 
Reported To:  __________________________________  at 

___ Department of Social Services 
___ Sheriff’s Office 
___ Police Department 
___ State’s Attorney 

Date Report Made:  ______________________________ 
 
NOTICE TO SCHOOL ADMINISTRATOR OR TEACHER 
 This form must be filed in the confidential file in the building principal’s office.  A copy must be 
forwarded to the agency receiving the initial referral. 
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Family and Medical Leave – Professional Staff 
 

An eligible employee is entitled to up to a combined total (paid and unpaid) of twelve (12) weeks of 
FMLA Leave per year for: 

1.  The birth and first year care of a child. 

2.  The adoption or foster placement of a child (not to exceed 12 months after adoption or 
placement). 

3.  The illness of an employee’s spouse, parent or child. 

4.  The employee’s own illness (serious health condition). 
 

The employee must first use and count all available accrued paid leave, including vacation, sick leave 
and personal leave, before using the unpaid leave.  During the period of FMLA Leave, the employee 
is entitled to the continuation of all fringe benefits.  Employees will still earn sick days and vacation 
days while on FMLA Leave.  The district will continue to pay its portion of the health insurance, and 
it will be the employee’s responsibility to continue to pay for their portion.  The payment shall be 
due to the district on the first day of each month and shall be paid one month in advance.  Upon 
return to work, the employee will be entitled to their same position or an equivalent position with 
equivalent pay, except that return to work during the last two (2) or three (3) weeks of a semester is 
subject to certain restrictions.  See Special Rules below. 
 
In cases where both spouses are employed by the district, the combined amounts (both employees) 
of FMLA Leave for birth, adoption or foster placement, or family illness is limited to twelve (12) 
weeks.  Personal illness is not limited to this combined total. 
 
The district, at the request of the employee, may agree that the employee may take leave 
intermittently or on a reduced hours basis in connection with the birth, adoption or foster 
placement of a child.  This is subject to the recommendations of the administrator or supervisor and 
is at the request of the employee. 
 
When FMLA Leave is in connection with birth, adoption or foster placement, and is foreseeable, the 
employee must provide at least thirty (30) days notice of the date when FMLA Leave is to begin.  
When FMLA Leave is in respect to family or employee illness which is foreseeable, the employee 
must make a reasonable effort to schedule treatment, including intermittent and reduced hour 
leave, so as to not unduly disrupt the operations of the district. 
 
In case of employee illness, in addition to current sick leave policy requirements, the district may 
require the employee to provide certification by their health care provider that the employee is able 
to return to work and is able to meet the essential functions of the job. 
 
If an employee fails to return to work after the leave period has expired, unless the absence is due 
to continued family or personal illness or other circumstances beyond the employee’s control, the 
district will require the employee to reimburse the district’s share of the health insurance premiums 
paid while the employee was on FMLA Leave. 
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Special Rules: 
1. Rules Applicable to Instructors in Periods Near the conclusion of an Academic Term (School 
Semester).  The following rules apply to any employee who takes FMLA Leave under this policy 
and who is employed principally in an instructional capacity: 

a.  If FMLA Leave begins more than five (5) weeks before the end of an academic term, the 
principal may require the employee to continue taking leave until the end of that 
academic term if: 

1)  The leave is of at least three (3) weeks duration; and 

2)  The return to work would occur during the three-week period before the end of the 
academic term. 

b.  If FMLA Leave begins within the five (5) weeks before the end of an academic term, the 
principal may require the employee to continue taking leave until the end of that term 
if: 

1)  The leave is of more than two (2) weeks duration; and 

2)  The return to work would occur during the two (2) week period before the end of 
the academic term. 

c.  If FMLA Leave begins within three (3) weeks before the end of the academic term, the 
principal may require the employee to continue taking leave until the end of that term, 
if the leave is for more than five (5) working days. 

d.  If the school system requires a teacher to extend leave under these rules, the extended 
leave is counted against the teacher’s FMLA Leave allotment.  If the teacher’s FMLA 
Leave allotment expires during the extension, the additional time is nevertheless 
deemed FMLA Leave. 

2.  Questions on these special rules should be addressed to the superintendent or designee.  
The superintendent or designee will work individually with an employee who wants to apply 
for FMLA Leave.  FMLA request forms are available from the Business Office. 

 
The district shall comply with the mandatory provisions of the FMLA of 1993.  The superintendent 
shall administer leave policies adopted by the board, setting forth the rights and procedures granted 
by the Act, and shall ensure compliance with those policies either personally, by delegation, or by 
some combination of personal oversight and delegation.  An eligible employee must have been 
employed by the district for at least one thousand two hundred fifty (1,250) hours during the 
previous twelve (12) months. 
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American’s with Disabilities  
 

Section 504/ADA Policy 
 
Section 504/ADA is an Act which prohibits discrimination against persons with a disability in any 
program receiving Federal financial assistance.  The Act defines a person with a disability as 
anyone who: 
 

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

 

2.  Has a record of such impairment. 
 

3.  Is regarded as having such impairment. 
 
In order to fulfill its obligation under Section 504/ADA, the Kadoka School District recognizes a 
responsibility to avoid discrimination in policies and practices regarding its personnel and 
students.  No discrimination against any person with a disability will knowingly be permitted in 
any of the programs and practices in the Kadoka School District. 
 
The district has specific responsibilities under the Act, which include the responsibility to 
identify, evaluate and if the child is determined to be eligible under Section 504/ADA, to afford 
access to appropriate educational services. 
 
If the parent or guardian disagrees with the determination made by the professional staff of the 
school district, he/she has a right to a hearing with an impartial hearing officer. 
 
It is the policy of the Kadoka School District to provide a free and appropriate public education 
to each student with disabilities within its jurisdiction, regardless of the nature or severity of the 
disability. 
 
It is the intent of the district to ensure that students who are disabled within the definition of 
Section 504 of the Rehabilitation Act of 1973 are identified, evaluated and provided with 
appropriate educational services.  Students may be disabled under this policy even though they 
do not require services pursuant to the Individuals with Disabilities Education Act (IDEA). 
 
Due process rights of students with disabilities and their parents under Section 504 will be 
enforced.  Due process rights of personnel under ADA will also be enforced. 
 
If there are questions, please feel free to contact the superintendent, 504/ADA Coordinator for 
the District at 605-837-2175. 
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The Kadoka School District has adopted an internal grievance procedure providing for prompt 
and equitable resolution of complaints alleging any action prohibited by civil rights regulations 
implementing Section 504 of the Rehabilitation Act of 1973 (29 U.S.C. Section 794)  
and ADA/title II of the Americans with Disabilities Act of 1990 Title II, 42 U.S.C. Section 12131.  
Section 504 states, in part, that “no otherwise qualified disabled individual…shall, solely by 
reason of their disability, be excluded from the participation in, be denied the benefits of, or be 
subjected to discrimination under any program or activity receiving federal financial 
assistance…”.  Title II provides that no qualified individual with a disability shall, on the basis of 
disability, be subjected to discrimination under any service, program, or activity conducted by a 
public entity. 
 
Complaints should be addressed to:  Kadoka School Superintendent, who has been designated 
to coordinate Section 504/ADA compliance efforts. 
 

1.  A complaint should be filed in writing, contain the name and address of the person filing 
it and briefly describe the alleged violation of the regulations. 

 

2.  A complaint should be filed within ten (10) working days after the complainant becomes 
aware of the alleged violation.  (Processing allegations of discrimination that occurred 
before this grievance procedure was in place will be considered on a case-by-case basis.) 

 

3.  An investigation, as may be appropriate, will follow a filing of complaints.  They 
impartial investigation will be coordinated by the superintendent or an impartial 
investigator as agreed upon by the complainant and district.  These rules contemplate 
informal but thorough investigations, affording all interested persons and their 
representatives, if any, an opportunity to submit evidence relevant to a complaint. 

 

4.  A written determination as to the circumstances involved in such complaint and a 
description of the recommended resolution, if any, will be issued by the superintendent 
or a designee and a copy shall be forwarded to the complainant no later than 30 
working days after its filing. 

 

5.  The Section 504/ADA Coordinator will maintain the files and records of the Kadoka 
School District relating to the complaints filed. 

 

6.  The complainant can request a reconsideration of the case in instances where he/she is 
dissatisfied with the resolution.  The request for reconsideration should be made within 
10 working days.  A response to the complainant will be made within 10 working days.  
One can also file at an impartial level other than through the school district, such as the 
Office for Civil Rights (OCR). 

 

7.  The right of a person to a prompt equitable resolution of the complaint filed hereunder 
will not be impaired by the person’s pursuit of other remedies such as the filing of a 
Section 504 complaint with the responsible federal department or agency.  Using this 
grievance procedure is not prerequisite to the pursuit of other remedies. 
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8.  These rules will be construed to protect the substantive rights of interested persons, 
meet appropriate due process standards and assure that the Kadoka School District 
complies with Section 504 and its implementing regulations. 

 

9.  No retaliation will be instigated against those filing complaints. 
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Grievance Procedure Report Form 
 
KADOKA SCHOOL DISTRICT #35-1 

 
General statement of policy prohibiting Section 504 and Title II discrimination. 
 

The Kadoka Area School District has adopted an internal grievance procedure providing for 
prompt and equitable resolution of complaints alleging any action prohibited by civil rights 
regulations implementing Section 504 of the Rehabilitation Act of 1973 (29 U.S.C. Section 794) 
and ADA/Title II of the Americans with Disabilities Act of 1990 Title II, 42 U.S.C. Section 12131.  
Section 504 states, in part, that “no otherwise qualified disabled individual…shall, solely by 
reason of their disability, be excluded from the participation in, be denied the benefits of, or be 
subjected to discrimination under any program or activity receiving federal financial 
assistance…” title II provides that no qualified individual with a disability shall, on the basis of 
disability, be subjected to discrimination under any service, program or activity conducted by a 
public entity. 

 
Complainant              
Home Address             
Work/School Address            
Home Telephone (     )          Work Telephone (     )   
Date of Alleged Incident            
Name of person you believe subjected you to discrimination       
List any witnesses that were present           
Where did the incident occur?           
 
Describe the incident as clearly as possible, including such things as:  which rights were violated; any 
verbal statements (i.e., accommodations requested, accommodations provided or actions taken, etc.).  
Attach additional pages if necessary. 
 
              
              
              
              
 
This complaint is filed based on my honest belief that                        has 
subjected me to discrimination.  I hereby certify that the information I have provided in this complaint is 
true, correct and complete to the best of my knowledge and belief. 
 
              
Complainant’s Signature        Date 
              
Received By          Date 
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Meals and Travel Rates 
 
WHEREAS it is necessary for the Kadoka Board of Education to establish allowances for mileage 
and per diem while traveling on school business, and 
 
WHEREAS official guidelines for amounts and computation procedures are essential for proper 
accounting and internal control. 

 
 NOW THEREFORE BE IT RESOLVED that the following rates be adopted: 
 
IN STATE: 
Lodging: Adults - actual cost up to $80.00 per day  **  receipts required  ** 
  Groups - actual cost up to $17.00 per day  **  receipts required  ** 

These amounts may be adjusted with prior approval from the superintendent on a case 
by case basis.   

 
Meals:  Adults –  State Rate 
 
  Students –  Breakfast  $5.00 
                                           Lunch & Dinner      $6.00 per meal for overnight trips 
 
Mileage: (state rate) 
 
OUT OF STATE: 
Lodging: Actual cost up to $150.00 per day plus tax  **  receipts required  ** 

This amount may be adjusted with prior approval from the superintendent on a case by 
case basis. 

 
Meals:  Adults  -   Breakfast   $8.00 
    Lunch     11.00 
    Dinner     17.00__ 
       $36.00 maximum per day per person 
 

BE IT FURTHER RESOLVED that the following schedule for computation for travel/meal 
allowances be adopted: 

1. Meal allowances will be provided only for trips requiring overnight travel and as per the 
following guidelines: 
a. Breakfast will be allowed if any employee leaves his duty station before 5:30 a.m. on 

the day of travel. 
b. Noon lunch will be allowed if any employee leaves his duty station before 11:00 

a.m. on the day of travel. 
c. Dinner shall be allowed if any employee leaves his duty station before 5:00 p.m. on 

the day of travel. 
2. Overnight travel expense for groups is allowable for regional and/or state tournaments 

only.  The superintendent may waive overnight student travel for special circumstances. 
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Insurance Benefit Termination 
 

Insurance benefits are defined as the contribution toward insurance premiums on behalf of the 
employee by the school district. 
 
The amount of insurance benefits provided to employees is determined by negotiated 
agreement and/or board policy. 
 
Insurance benefits for employees leaving employment by the district shall be terminated on the 
last day of the month in which the employee receives their last check.  However, federal 
benefits (COBRA) will be applicable. 
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All Employees 
 

1.  COMMUNICATION BY EMPLOYEES TO BOARD:  All communications concerning school business 
from the board to employees and from employees to the board shall be made through the 
superintendent. 

2.  POLITICAL ACTIVITY:  No partisan political activity or agitations shall be permitted on the part of 
any school employees at any time during the regular school hours.  No federal funds will be used 
for political activities. 

3.  ABSENCES NOT COVERED BY SICK LEAVE POLICY:  Absence allowances will be determined by 
administration.  Employees will not be excused to participate in a remunerative they do not 
teach, except covered by sick leave or personal/professional leave policy.  Appropriate prorated 
deductions will be made. 

4.  SUBSTITUTES:  In all cases of absences, a substitute is to be secured by the school officials, never 
by the employee, without permission from the supervisor.  Substitute teachers are hired by the 
board of education at a rate determined by the board. 

5.  OUTSIDE EMPLOYMENT:  Employees of the district may engage in gainful employment outside 
the provisions of their contract where the employment does not impair their professional 
standing. 

6.  MILEAGE:  The rate of mileage shall be determined by the board of education. 
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Electronic Games 
 

It is the policy of the Kadoka School District that any idle time by staff during the school day 
should be used for planning, conferencing and/or other school related duties. 
 
Computer use unrelated to classroom instruction on any electronic system, by any staff 
member, shall be prohibited. 

 
 
  



11-1 
 

Chapter 11 Support Staff 
 

Sick/Personal Leave 
 

Full-time (34 hours per week) staff members will earn one day of sick leave for each month 
worked per contract year, plus an accumulated total up to twenty (20) days.  Positions which are 
less than full time will receive a prorated amount of leave from that which is provided for full-
time employees. 
 
Three days of personal leave will be granted to support staff each year on a nonaccrual basis. 
Compensation for unused personal leave will be paid out at $2.50 per hour. 
 
Accumulated sick leave, in excess of 20 days, will be paid at a rate of $2.50 per hour at the end 
of the fiscal year.   
 
Payment shall be requested by filling out a voucher on or before June 1 of that school year. 
 
No leave will be granted during the employee’s initial probationary period. 
 

 
Revised: 06/12/2013  
Revised: 07/09/2014  
Revised: 05/11/2016  

 
 
 

Terms of Employment 
 
All support staff employees are considered to be employees at will in the Kadoka Area School 
District.  Upon receiving an initial contract from the school district, employees will be subject to 
a probationary period up to 90 days.  Successful completion of the probationary period will be 
deemed by the administration and salary adjustment may take place at this time. 
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Insurance Benefits – Support Staff 
 

1.  The district will pay a single health premium, not to exceed $635.00 per month, for health 
insurance for support staff.  Employees must work 30 hours per week to qualify for the benefit.  
If already receiving the health benefit while working fewer than 30 hours per week as of May 1, 
2016, you will be grandfathered in. 

 

2.  The health insurance benefit must be used for health insurance premiums as follows: 
 

a.  school group health plan 

b.  applied to existing policy 
 

3.  If the employee elects to apply the school provided insurance benefit to an existing policy, proof 
of insurance including premium amount, must be provided to the Business Manager annually by 
May 15th.  If premium amount is less than $635.00 per month, only premium amount will be 
paid. 

 

4.  The purpose of this policy is to provide health insurance benefits.  If the employee has health 
insurance benefits from a family plan provided at no cost to the family member, this policy does 
not apply. 

 

5.  Insurance benefits for employees hired during the month will begin on the 1st day of the 
following month. 

 
 

Revised: 07/09/2014  
Revised: 06/09/2015  
Revised: 06/08/2016  
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Vacation Time 
 

The Kadoka School District provides paid vacation time for full-time employees.  Full-time 
employees are staff members who work twelve months or have contracts that include a full 
calendar year from the starting date to the ending date.  The total number of paid vacation days 
will include July 4, Labor Day, Veteran’s Day, Thanksgiving, Christmas, New Year’s Day, 
President’s Day, Good Friday, Memorial Day and (14) additional days for a total of 23 days.  
Vacation days include breaks during the school calendar year that are not recognized national or 
state holidays.  State observed or declared holidays will be added to the 23 days of paid 
vacation. 
 
For support staff employees hired after July 1, the employee will earn five vacation days at the 
end of three months of employment.  Employee will earn one additional day of vacation for 
each month worked per the contract year.  If an employee finds it necessary to request leave 
prior the awarding of the five days of vacation, employee may take leave without pay with 
approval of the Superintendent. 
 
If full-time employees are required to work any of the identified holidays, those days may be 
added to the unidentified (14) days by submitting this request to the business/superintendent’s 
office in writing.  
  
Staff members are encouraged to use vacation time in the calendar year for which it is awarded.  
If, due to extenuating circumstances, employees are not able to use vacation time by the end of 
the contract year, a request in writing must be submitted to the superintendent or business 
office with vacation time to be used no later than November 10th of the next contract year. 
 
Vacation days shall be requested in advance, in writing on a staff absence form and submitted to 
the business/superintendent’s office for approval. 
 
Administrative/Secretarial:  Contracts will include one of the following: (1) vacation days as 
specified in the preceding statement above, (2) a total number of working days, or (3) other 
alternatives as negotiated. 
 
Custodial:  Hourly and contracted custodial services will be required to follow the regular 
vacation day policy as stated above. 
 

 
Amended: 05/11/2016  

  



11-4 
 

School Closure 
 
When support staff is sent home early or school begins late due to an administrative decision to close 
the school, staff that are paid on an hourly basis will receive a full day of pay.  The hours of pay for that 
day will be reflected that they put in an eight-hour day. 
 

First Read: 06/09/2014  
Second Read: 07/07/2014  
Adopted: 07/09/2014  
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Chapter 12 Transportation 
 
 

Student Assignment and Transportation Rules and Regulations 
 
The school district shall provide transportation for eligible students residing within the school district 
boundaries, under provisions of state laws and school board regulations. 
 
ELIGIBILITY: 

The following groups of students are eligible for transportation: 

a.  Students K-8 who live five (5) miles (or more) from their assigned attendance center. 

b.  Students may be transported if they are subjected to an “unusual safety hazard” as 
determined by the school board. 

c.  Students in need of special or prolonged assistance may be transported as determined 
by a placement committee. 

 
SCHOOL DISTRICT RESPONSIBILITIES 

The responsibility for the daily operation, enforcement of these policies and administration of 
the student transportation system is delegated from the school board to the Superintendent 
and the elementary principal.  The school district and the driver share responsibility for the 
safety and discipline of the students from the time a student boards the bus until a student 
leaves the bus. 

 
PRINCIPAL RESPONSIBILITIES 

The principal or designee’s responsibilities include: 

a.  Coordinate the unloading and loading procedure. 

b.  Assist the school bus driver with problems. 

c.  Provide the driver with an updated list of eligible students two weeks prior to the first 
day of school. 

d.  Investigate written complaints in conjunction with the parent/guardian and the driver. 

e.  Provide special health care information to the driver. 
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DRIVER RESPONSIBILITIES 
The school bus driver shall meet the requirements for school bus drivers as set forth by the 
Department of Public Safety, Division of Motor Vehicles and the Division of Education.Route: 

1.  The driver will be expected to maintain a consistency in timing for all routes to which 
the driver is assigned.  This means that students should be picked up at the same time 
and place every day. 

2.  Bus drivers will allow only authorized riders on the bus. 

3.  Bus drivers will not digress from their regular route except for road construction or 
other unusual conditions. 

4.  Students will not be allowed to exit the bus other than at their normal drop-off point 
unless they have permission from their building principal/designee and only when 
authorized by the parent/guardian. 

In Transit: 
1. The driver shall be responsible for maintaining a disciplined environment while the          

students are on the bus. 
2. The driver will report all inappropriate behavior to the principal by means of the Student 

Incident Report form.  

3.  The driver will drive defensively and reasonably. 
 

Emergency Procedures: 
1. The driver will administer first aid and seek emergency medical help and/or police 

assistance. 
2. The driver will report all injuries to the Elementary Principal who will report to the 

Superintendent of Schools. 
3. In the event of vehicle breakdown: 

a.  The driver will report the breakdown to the Superintendent and/or Elementary        
Principal as soon as possible. 

b. The driver will do whatever is possible to correct the problem. 
c. The driver will stay with the bus to supervise students and make them as safe           

and comfortable as possible until help arrives. 
4. The driver involved in an accident must report the accident as soon as possible to the 

Superintendent and/or Elementary Principal.  The Superintendent and/or Elementary 
Principal will then report the accident to law enforcement authorities and the 
Department of Education. 

 
Other Responsibilities: 

1. The safety and welfare of the bus riders shall be the first consideration of the bus              
driver at all times. 

2. The drivers personal appearance must be neat, clean and presentable. 
3. The driver must not smoke while transporting students . 
4. The driver will activate the B-light system according to state statute. 
5. The driver’s day is not complete until all students have been delivered to a            

destination and to the supervision of a responsible person. 
6. The driver may assign students to seats on the bus to maintain discipline.  
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Training of driver: 
1. The driver will have a thorough knowledge of all traffic laws and regulations. 
2. The driver will receive a written copy of the route description. 
3. The driver will receive instruction on the district’s transportation policies. 

 
PARENT RESPONSIBILITIES: 

Parents must recognize that transportation is a service provided by the school district to assist in 
achieving quality education for their children.  To provide a safe ride for all, it is imperative that 
parents/guardians, school officials, and the bus driver cooperate to solve problems. 

A.   Students will ride on assigned buses. 

B.   A parent/guardian may ride the bus if prior arrangements are made with the building      
principal/designee and bus driver. 

C. Student passengers will not get on or off the bus at a place other than their regular stop,     
unless they have permission from the building principal/designee and only when they     
have permission from parent/guardian. 

D. The parent/guardian is encouraged to contact the building principal/designee regarding any 
problems with school bus transportation. 

E. The parent/guardian and student are responsible for damages to the vehicle caused by the 
student. 

F. In the event of bad weather/emergency closings: 
1. The child should know where to go when school is dismissed early. 
2 The parent/guardian should listen to the radio or television for information about school  

closings or early dismissals. 
3. School official will use their best judgment about school closings for early dismissal, but 

a parent has the right to keep children home or to pick up from school if they feel the 
weather requires this action. 

 
STUDENT RESPONSIBILITIES: 

Students are required to adhere to the following regulations: 
A. Students will ride on assigned buses. 
B. Students shall conform to the same standards of conduct as expected of them in school. 
C. Students are expected to obey the bus driver. 
D. Students shall remain seated while the bus is in motion. 
E. Students and parent/guardian shall be responsible for damage caused by the student. 
F. Students are expected to be on time at the designated bus stop.  The bus will come to a    

full stop, but will not wait for late arrivals over three minutes. 
G. Students should remain on the sidewalk or out of traffic lanes while waiting for the bus. 
H. Students should respect the property of the residents while waiting at the bus stop. 
I. Students must stand a safe distance from the bus and wait until the door is opened and 

the driver signals to enter the bus. 
J. Students shall not extend head or limbs out of a window. 
K. Students shall not throw anything out of the window. 
L. Students shall not use profane or indecent language or gestures. 
M. Students are not permitted to bring animals or pets on the bus. 

N.  Students shall sit in designated seats if assigned. 

O.  Students shall not use the emergency door except in cases of emergency. 
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P. Students must not cross the street or highway until after the driver signa1s and must be 
 at least ten feet in front of the bus. 

Q. Students are not allowed to drink or use tobacco on the bus. 
R. Student shall not carry weapons, explosives, matches or fireworks on the bus.  

(SDCL 13-32-7) 
 
DISCIPLINE: 

Bus transportation for students is not a right, but a privilege, conditioned upon courteous 
behavior and obedience to the established rules.  Bus safety requires the cooperation of all 
involved. 

In cases where misconduct does occur, the following procedure will be followed: 

A. For minor infractions of rules, the driver will give a verbal warning to the students 
involved. 

B.  For major infractions of rules, or for repeated minor infractions, the following procedure 
will be followed:  
1.  The driver will prepare a three part Student Transportation Incident Report form.  

The                                          complete form will be submitted to the school principal. 
2.  First infraction - The principal will call the student into the office to discuss the 

violation and review the rules and regulations.  A copy of the Student 
Transportation Incident Report will be sent to the parent/guardian.  The situation 
will be explained and the parent/guardian will be asked to help in improving the 
child’s conduct on the bus. 

3. Second infraction - The student will again be called into the principal’s office.  
Definite directions will be given as to the consequences of any further violations.  
The parent/guardian will be called and the Student Transportation Incident Report 
will be sent to them. 

4. Third infraction - The student will again be called into the principal’s office and will 
be notified that he/she will be suspended from riding the bus for ten school days.  
The parent/guardian will be called and notified that the bus suspension will begin 
the next school day.  Further infractions may result in immediate suspension for 
twenty school days and possible expulsion from riding the bus for the remainder of 
the school term. 

5. Major infractions may result in immediate suspension from riding the bus.  Students 
and parent/guardian will be afforded due process in cases relating to the suspension 
of  bus riding privileges.  Action will be completed in five school days from the 
receipt of the written complaint from the parent/guardian. 

C. The following infractions may result in revoking of a student’s bus riding privilege: 

1.  Insubordination - defined to mean a direct refusal to follow the instructions of the 
bus driver or others in charge. 

2. Smoking, drugs, and alcohol - defined to mean any act leading to or participating in      
these activities. 

3. Fighting - defined to mean any act leading to aggression or harm, or physical assault 
upon a person or persons, regardless of whether or not promoted by the actions of 
others. 
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4. Profane language and gestures - defined to mean abusive or derogatory remarks/ 
gestures intended to be uncomplimentary or unacceptable. 

5. Destruction or vandalizing of the bus - defined to mean any act relating to the 
marring, cutting, tearing or general destruction of bus facilities. 

6.   Repeated offenders - defined to mean students who have been referred for minor      
infractions of bus safety or misconduct not less than once nor more than three times 
inclusively. 

 
 

BUS ROUTES 
 

A.  Pick-up and drop off points: 

1.  Pick-up points for students eligible for transportation will be approved by the school 
district, taking into consideration the proximity of the school bus stop to the student’s 
residence and the effect on the immediate neighborhood of the bus stop.  A student’s 
pick-up and drop-off point may not be changed unless approved by the superintendent 
or his designee.  Students will not be picked up or discharged at intermediate points. 

2.  Students will be picked up and dropped off at school at a point not requiring the 
crossing of any street. 

3.  All requests to change transportation arrangements must be approved by the 
superintendent. 
 

B.  Travel time: 

1.  Students shall not ride on a bus longer than sixty (60) minutes under normal weather 
and road conditions. 

2.  The length of time a special needs student is transported shall be determined by a 
placement committee and addressed on the Individualized Education Program (IEP). 
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Student Assignment and Transportation – Mileage 
 

Elementary students (K-8) will attend the elementary school assigned to them by the Board of 
Education. 
 
School assignments may change: 
 

1. When parents submit a written request to the board of education that includes a 
reasonable reason for the change. 

2. When a student is assigned to a specific school by an IEP team (special education).  IEP 
teams always include parents.  Mileage payments for IEP students will be paid according 
to the IEP agreement. 

3. When a student is offered an alternative school placement as an alternative to a long-
term suspension in a disciplinary action. 

4. When a school assignment is revoked for poor behavior, poor attendance or poor 
academic performance. 

 
When an elementary student is assigned to an alternative elementary school, that assignment is 
considered permanent until: 
 

1. The student graduated from eighth grade, or 
2. For any other reason stated above. 

 
Requested school assignments from families may be revoked because of poor grades, poor 
behavior and poor attendance as determined by school administration. 
 
Reimbursement for mileage will be limited to mileage to the nearest school or bus stop provided 
within the district.  Parents of IEP students will collect mileage per the IEP agreement. 
 
The rationale behind this policy is to insure: 

1. A stable enrollment among the district elementary school. 
2. That staffing is appropriate for the students who attend the school. 
3. To make sure that the school is appropriately equipped and organized to meet the 

needs of the students to attend the school. 
4. To accommodate parents whenever practical and reasonable. 
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CDL Drivers – Drug and Alcohol Abuse Policy 
 
OVERVIEW: 

It is the policy of this school that all bus drivers shall not be involved with the unlawful 

use, possession or sale of drugs, alcohol or any controlled substance in any manner which 

may impair their ability to perform assigned duties or otherwise adversarial impact the 

duties of bus driving.  Further, no driver shall possess alcoholic beverages in the 

workplace or consume alcoholic beverages in association with the workplace, during 

working time or at any time which impairs that personôs ability to perform their duties. 

Bus drivers are required by Federal Regulations to participate in a drug free program 

including urine testing for drugs and breath alcohol testing. 

 
SCOPE: 

This document describes the current policy and practice of our School District and will be 
interpreted, administered and amended by the School District within its discretion. This policy 
covers all applicants (including rehires) and current employees (including temporary). 

 
POLICY: 

It is our School District’s policy to achieve a drug free bus force and to provide a workplace that 
is free from the use of alcohol, controlled substances and illegal drugs.  Our School District will 
also follow all federal, state or local regulations requiring drug and alcohol testing of any bus 
driver (DOT regulation of CDL Drivers). 

 
PROHIBITED CONDUCT: 

Our School District prohibits the following conduct: 
1. Use, abuse, possession, manufacture, distribution, dissemination, dispensation or sale 

of illegal drugs whether on or off school premises and whether during working hours or 
non-working hours. 

2. Storing any alcohol and/or illegal drugs in a locker, desk, vehicle or any other 

area on school premises. 
3. Being under the influence of alcohol and/or illegal drug on School premises, while 

engaged in school business, or in a school owned vehicle or during working hours. 

4. Use, abuse, possession, manufacture, distribution, dissemination, dispensation, or 

sale of alcohol on school premises or school vehicles whether during working or 

non-working hours. 

5. Using or being under the influence of any legal drug while performing school 

business,           or while in or about a school facility, is prohibited to the extent 

such use may affect the safety of you or others.   

6. Switching or adulterating any urine sample submitted for testing, or submitting a 

false sample for testing. 

7. Refusing to consent to a drug and/or alcohol test when required by the School 

District. 
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TESTING: 

The School District has established a testing program for illegal drugs, controlled substances and 
alcohol use for all bus drivers in compliance with federal regulations.   
 
Whenever reasonable suspicion relative to an employee using or having used an illegal drug, 
controlled substance or alcohol use occurs, the School District may require that the employee 
submit to a urine drug test and/or breath test. 
 
Random tests shall be done without exception throughout the calendar year.  No preset limits 
will be placed on the % of employees tested each year and any % may change without notice to 
the employees.   
 
Federal requirements are set at a minimum and each year the number of employees tested 
randomly will be at least the required amounts set by any federal regulatory agency. 
 
Drug tests shall be conducted on the following basis: 

1.  Pre-employment 

2. Upon any transfer to a safety sensitive position 

3. In the event of an accident, near-accident or incident of any personnel 

4. Supervisory suspicion that an employee is unfit for duty 

5. Random 

 
CONSEQUENCES FOR VIOLATIONS: 

Violation of this policy may result in disciplinary action, up to and including termination at the 
School’s discretion. 
 
In the event of a positive urine drug test or alcohol breath test the following steps will be taken: 

1. The district will take appropriate disciplinary action.  The steps may include: 
a. requiring the employee to participate in alcohol and/or other drug abuse assistance 

or rehabilitation programs which will be the direct expense of the employee 
b. termination of employment 
c. possible referral for prosecution. 
d.  follow-up tests may be the direct expense of the employee. 

 

 
EDUCATION/TRAINING PROGRAMS: 

All bus drivers shall receive training regarding a drug free workplace consisting of the effects and 
consequences of use of drugs in the workplace.  Documentation of each seminar or training 
session shall be maintained by the School District. 
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Speed Limit – Kadoka Area School Vehicles 
 

The Kadoka School Board in its concern for the safety of its students who are transported in 
school buses and/or vans, hereby establishes the following speed limits: 

1.  Gravel roads - 45 m.p.h. or less depending on conditions 

2.  Anyone transporting students are required to abide by posted speed limits with 

special consideration for weather and road conditions. 
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Chapter 13 STUDENT RELATED POLICIES 
 

Student Communicable Diseases 
 

Students who are afflicted with a communicable contagious, and/or infectious disease and who are 
infected with communicable parasites or who are liable to transmit such a disease or parasite may be 
excluded from school attendance. 
 
The board recognizes the need and right of all children to receive free and appropriate education.  The 
board further recognizes its responsibility to provide a healthy environment for all students and school 
employees. 
 
A determination of whether an infected student be excluded from the classroom or school activities 
shall be made on a case-by-case basis, under the direction of the principal/building administrator or 
designee. 
 

In situations where the decision requires additional expertise and knowledge, the building administrator 
will refer the case to an advisory committee for assistance in the decision making. 

 
The advisory committee may be composed of: 

1. a representative from the State Health Department 
2. the student’s physician 
3.  the student’s parents or guardians  
4.  the school principal or designee 
5. the school health service’s supervisor 
6. the superintendent or designee, and 
7. primary teacher(s). 

 
In making the determination, the advisory committee shall consider: 

1. the behavior, developmental level, and medical condition of the student 
2. the expected type(s) of interaction with others in the school setting 
3. the impact on both the infected student and others in that setting 
4. the South Dakota Department of Health guidelines and policies; and 
5. the recommendation of the County Health Officer, which may be controlling. 

 
The advisory committee may officially request assistance from the State Department of Health. 
 
If it is determined that the student will not be permitted to attend classes and/or participate in school 
activities, arrangements will be made to provide an alternate educational program.  If that requires 
personal contact between student and school employees, only trained volunteer employees shall be 
utilized. 
 
Public information will not be revealed about the student who may be infected.  If the  
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student is permitted to remain in the school setting, the following procedure will be followed by the 
Superintendent/Principal: 
 
Information will be provided, as appropriate, to school employees who have regular contact with the 
student, as to the student’s medical condition and other factors needed for consideration in carrying out 
job responsibilities. 
 
Health guidelines for school attendance are established and interpreted within the context of the case.  
The guidelines are not inclusive but are available to be used as a resource.  School personnel will refer to 
school health professionals for specific judgments in interpreting the guidelines. 
 

Instruction in appropriate handling of blood and body fluids will be provided. Hand washing after 
contamination, food preparation and health/hygiene care performed in different sink and work areas, 
maintenance cleaning and other personal hygiene measures are part of creating a healthy environment. 
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Pediculosis in Schools 
 

 
The purpose of this policy is to provide support for students and parents in controlling the 
incidences of head lice through education, effective detection, and protection of student 
identity. Treatment of head lice is the responsibility of the parent or guardian. Only 
recommended treatments should be used. The principals should practice and encourage a low 
key approach with parents, staff, and students.  
 
 
1. Education and prevention: Principals will establish a system of prevention through education 
of staff, students, and parents.  
 
2. Detection: Principals will establish the procedures for detection of head lice and reporting the 
results to parents. When head lice are reported to the principal's office by students or staff, the 
principal will take prompt action to determine the accuracy of such reports.  

a. The principal will request the assistance of the school nurse and any other person 
who he/she may think is needed. Ultimately, the principal will take the responsibility for 
the diagnosis of nits or head lice.  
b. The school officials will exercise caution to protect the identity of all students that are 
diagnosed with nits or lice.  
c. The principal will call parents of students who are diagnosed with nits or head lice and 
will require the treatment of nits and lice with appropriate shampoos and nit combs.  

 
3. Treatment: Principals will establish procedures for students prior to treatment and provide 
parents with appropriate information to treat nits and lice.  

a. The principal may use their judgment in isolating students from other students during 
a school day or calling to have a parent take their student home before the official end 
of the school day. 
b. Treatment of diagnosed nits and lice must be done as soon as possible after school 
and before returning to school the next day.  
c. The principal will provide parents or guardians with instructions on how to effectively 
and safely treat nits and lice.  

 
4. Re-Admittance to School 

a. The principal will take the responsibility for validating the absence of nits or lice 
(through the school nurse or others) the next morning before a student is readmitted.  
b. Students are to be given excused absences up to two days for the needed treatment. 
Homework will be provided if necessary.  

 
5. Re-Checks: 

a. Students with confirmed cases will be re-checked for nits and lice 8 to 10 days after 
re-admittance to school to ensure that treatment was effective.  
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6. Unjustified practices: 
 a. Use of any shampoo or product not approved for treatment of lice.  
 b. Mass Screenings 
 c. Notification for screenings on the intercom.  
 d. Checking for head lice or nits where other students can observe.  
 
7. Occasionally justified practices:  

a. Checking other students for lice that have had close proximity to those students that 
were identified with nits or lice.  
b. When more than one student on a bus or classroom was identified with lice or nits, it 
may be wise to check several or all passengers on bus or students in a classroom.  

 
  



13-5 
 

Band Instrument Usage Fee 
 

School owned band instruments may be rented by students participating in the band program 
for a nominal usage fee. 
 
Usage fee for band instruments is established at $35.00 per year.  Exception would include 
when student is requested by music department personnel to play an instrument to fulfill 
instrumentation needs - in this instance no usage fee would be applied. 
 
The student using the instrument assumes responsibility for any damage which may be done to 
the instrument. 
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Instrument Use and Maintenance Agreement 
 

THIS AGREEMENT, by and between Kadoka Area School District and (parent/guardian) 

     is for music instrument use by (student name)   ____________                    

for the 20    -20      school term. 

The instrument covered by this agreement is      , serial number 

     , checked out to student on     . 

 

The Kadoka Area School is providing this instrument to the student for a cleaning fee, non-

refundable, in the amount of $35.00 

 

ACKNOWLEDGEMENT: 

We hereby agree that we are responsible for proper care of this instrument; that the instrument 

will be returned to the school at the end of the school year or at a time the student no longer 

needs it and assume responsibility for any damages to instrument. 

 

                                   

                                

Signatures:  Parent/Guardian     Student 

 

                  

Date       Date 
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Home Study 
 

The Kadoka School Board believes that a high school education consists of academics, social 
interaction, cooperation, punctual attendance and developing of work ethics. 
 
Home study will be allowed only on the criteria of serious health problems. 
 
Each application will be reviewed by administration and school board before a decision is 
rendered. 
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Student Grievance Policy 
 
Student Grievance 

A grievance is defined as a complaint lodged by a student with a member of the staff or 
administration alleging one or more of the following unfair practices:  

 That a school rule is unfair,  

 That a school rule or regulation discriminates between students based on sex, age, 
race, color, religion, national origin or handicap,  

 That an unfair procedure has been used in arriving at a punishment.  

 Grievances are processed through 3 steps:  

1. To the principal 

2. To the superintendent 

3. Complaints that remain unresolved following any action of the superintendent may 
be referred in writing to the school board for review.  The board’s decision will be 
final unless an appeal is requested.   

On all three levels an informal conference is to be held within five days of the date of filing of 
the complaint so that no student’s complaint shall consume more than 15 days time in all.  The 
burden of proof is upon the student to show that a rule is unfair, is discriminatory or that an 
unfair procedure (lack of due process) has been perpetrated.  The final resolution of the 
grievance is to be in writing at the principal’s level and designed to provide the student with a 
basis for resolution of the program as originally stated in the complaint. 

 

Student Grievance Procedure: 
 
If a student has a grievance, he/she should present it in writing to: 

LEVEL 1: The principal shall schedule an informal discussion of said grievance with student.  It is 
expected that many grievances may be resolved at this level.  The principal must hold a 
conference within five days time of the date of filing. 

LEVEL 2:  If a student is not satisfied with the resolution made at level 1, he/she may appeal to 
the superintendent for an informal conference and discussion of said grievance. 

LEVEL 3:  Complaints that remain unresolved following any action of the superintendent may be 
referred in writing to the school board for review.  The board’s decision will be final unless an 
appeal is requested. 
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Student Grievance Form 
 
A grievance is defined as a complaint in writing presented by a student to the school staff/authorities 
alleging one or more of the following: 

A. That a rule is unfair; and/or 
B. That a rule in practice discriminates against or between students based on sex,  

age, race, color, religion, national origin or handicap; and/or 
C. That school personnel used an unfair procedure in assessing a form of punishment 

against a student. 
COMPLAINT      Date ________________________ 

Check One Blank:                   
Principal, Level 1 ______ 
Superintendent, Level 2 ______ 
School Board, Level 3 ______ 

I, _________________________   , hereby file a grievance complaint to 
______________________________________________________________________ 
______________________________________________________________________. 
My grievance is based on A.___B.___ C.___ above. (More than one blank may be checked.) 

Specifically, my grievance is that __________________________________ 

______________________________________________________________________ 
______________________________________________________________________. 
I hereby petition for a hearing on my grievance at the convenience of the school’s personnel, but in no 
event later than five school days from the date of this petition. 
     _________________________________ 

Student’s Signature(s)  

The student may be represented at the conference by an adult, but the student must be present to 

elaborate on their grievance at the given time and place of the conference.  Failure to appear at 

the appointed time and place effectively waives the studentôs right to the conference provided by 

the school, unless extenuating circumstances make it impossible for the student to appear. 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -  

SCHOOL’S RECORD 
Date Received__________________          Date of Conference_______________ 

Place of Conference _____________________  Time of Conference _____________ 

Comments:  ______________________________________________________________ 

________________________________________________________________________  
________________________________________________________________________ 

Resolution:  ________________________________________________________________ 

                                                    
      __________________________________________ 

Signature of School Representative 
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Promotion and Retention of Students 
 
The administration and teaching staff of Kadoka School District must strive to create plans of instruction 
and instructional organization that will permit students to progress through school according to their 
needs and abilities. 

Students will normally progress annually from grade to grade.  However, exceptions to this general 
policy may be made when it becomes evident a student should proceed more slowly. 

Retention will not be used until other possibilities have been exhausted, including special help, remedial 
work and summer school opportunity. 

In all cases of retention, parents must be informed of such possibility well in advance (usually by the 1st 
of March) and a conference with them sought.  In all instances, the advice and help of the guidance 
counselor and other special school personnel will be used by teachers. 

Although teachers may recommend retention, all retentions (as well as promotions) will be assigned by 
the school principal.  Teachers, in recommending retentions, and principal assigning them, will give the 
reasons why they feel the student should repeat. 

The principal will take particular care in assigning more than one retention during a child’s elementary 
school life.  The superintendent must approve a second retention assigned any student. 
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Dangerous Weapons in the School 
 
Schools should be an example of what is taught regarding the observance and respect for law.  Schools 
also must be highly conscious of the health and welfare of students, staff and the public. 
State and federal laws as well as board policy forbids the bringing of dangerous or illegal weapons to 
school or school sponsored activities.  If any weapon is taken from a pupil, the pupil’s parents shall be 
notified.  Confiscation of weapons may be reported to the police.  Appropriate disciplinary and/or legal 
action shall be pursued by the building principal. 
 
A dangerous weapon is defined as any firearm or air gun, knife or device, instrument, material or 
substance, whether animate or inanimate, which is calculated or designed to inflict death or serious 
bodily harm.  Laser pointers are considered dangerous when used inappropriately and therefore 
students are prohibited from bringing them on any school property or to any school activity. 
 
No dangerous weapons are permitted on any school premises, school vehicle or any vehicle used for 
school purposes, or in any school building or other building or premises used for school functions.  An 
exception would be weapons under the control of law enforcement personnel, starting guns while in use 
at athletic events, firearms or air guns at fire range, gun shows and authorized supervised school 
training sessions for the use of firearms. 
 
Any student bringing a firearm to school calculated or designed to inflict death or serious bodily harm, 
shall be expelled for a period of not less than twelve months and will be referred to law enforcement 
authorities.  The superintendent shall have the authority to recommend to the school board that this 
expulsion requirement be modified on a case-by-case basis.  This policy shall be implemented in a 
manner consistent with IDEA and Section 504.  For the purpose of this portion of this policy, the term 
‘firearm” includes any weapon which is designed to expel a projectile by action of an explosive, the 
frame or receiver of any such weapon, a muffler or silencer for a weapon, or any explosive, including any 
poison gas. 
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Transfers from Non-Accredited Schools 
 
The Kadoka Area School District will accept credits of students transferring from non-accredited schools 
subject to the following conditions or guidelines:    
 

1. A standardized achievement test shall be administered and evaluated by the building principal 
and staff of the school to which the student is seeking admission. 
 

2. The student will be placed in English and mathematics courses at the level of achievement 
demonstrated by the tests, as evaluated by the principal and appropriate staff.  The student’s 
placement may not be in a grade level higher than warranted by the student’s chronological 
age, assuming entry into the first grade at age six and annual grade advancement thereafter.  
After initial placement the child may be advanced according to the student’s demonstrated 
performance. 

 
3. In all other subjects, that student shall be interviewed and shall take a departmental 

examination in each course for which the granting of credit is being considered.  After the 
examination and interview with the student, the department chairperson and staff will 
recommend to the building principal whether or not credit be granted for the course. 

 
4. No credit will be granted for any science course which is normally a laboratory course, unless 

clear documentation is provided demonstrating the student has satisfactorily participated in 
laboratory experiences which parallel or are consistent with those required in this district’s 
science courses. 

 
5. Any parent or guardian who is dissatisfied with the secondary placement of a student may 

appeal it to the superintendent of schools.  Final appeal after the appeal at district level may be 
made to the Secretary of Education and Cultural Affairs. 

 
A student whose previous high school enrollment has been entirely in non-accredited schools or in 
alternative instruction pursuant to SDCL may receive a high school diploma from the Kadoka Area School 
District only if that student has met all graduation requirements of the school district as determined by 
the school handbook and “Transfers from Non-accredited Schools Policy” and has been enrolled as a 
full-time student in the Kadoka Area High School for the full senior year. 
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School Lunch Program 
 

OFFER VS.  SERVE 

The Kadoka Area School District has adopted this policy which is designed to reduce food waste 
and give students a choice in the items they take.  All 5 required items in a meal pattern must be 
offered; but students are only required to take 3 items.  This applies to grades K-12 
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Medication Policy 

 

Administering Medication to Students 
 

The presence of medicines on school property and/or taking of medicine by students during 
school hours must be carefully monitored to prevent harmful situations to students. 

Whenever possible, students are encouraged to receive medicines outside of school hours.  In 
cases where medicine must be taken during the student’s time at school, the following 
procedures are to be followed: 

1. Diagnosis and treatment of illness are not the responsibilities of the district and shall 
not be practiced by school personnel. 

2. All medicines must be brought to the administrative offices of the school or the 
personnel in charge of administering medication at outlying attendance center, and 
placed in the custody of the principal or their designee. 

3. Prescription medicine is to be stored in a locked cabinet or storage area.  Medications 
to be refrigerated must be stored in a locked box in the refrigerator. 

4. School personnel shall not provide aspirin or any other medication to students. 
5. All medications must accompany a School Health Services Request and Authorization 

for Medication Form.  The form must be completed and signed and dated by a 
physician and parent. 

6. The prescription medication to be administered or stored must be in a pharmacist’s 
labeled container specifying the student’s name, date of prescription, directions for use 
and physician’s name. 

7. No “over-the-counter” medications will be given without a parent’s written order. 
8. It is the student’s responsibility to report to the personnel in charge of administering 

medication to take their medicine.  
9. A record of all prescribed medications given to all students must be kept.  These will be 

retained for one year and then may be destroyed.  
10. Unused medication must be picked up on or before the last day of school or one (1) 

week after the last dose is given.  Medication not picked up will be destroyed. 
11. Kadoka Area School District will not be responsible for any medication self-

administered by a student with or without our knowledge. 
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Acceptable Network and Internet Use Policy 
 

Kadoka Area School District 
June 30, 2012 

 

Introduction 
 4ÈÅ #ÈÉÌÄÒÅÎȭÓ )ÎÔÅÒÎÅÔ 0ÒÏÔÅÃÔÉÏÎ !ÃÔ ɉ#)0!Ɋȟ τχ 5Ȣ3Ȣ#Ȣ ɘςυτɉÈɊɉυɊ ÒÅÑÕÉÒÅ ÐÕÂÌÉÃ 

schools to implement certain measures and actions to ensure that students are 
restricted from accessing inappropriate materials online using school-owned 
computers.   This DÉÓÔÒÉÃÔȭÓ !ÃÃÅÐÔÁÂÌÅ .ÅÔ×ÏÒË ÁÎÄ )ÎÔÅÒÎÅÔ 5ÓÅ 0ÏÌÉÃÙ ɉÈÅÒÅÉÎÁÆÔÅÒ 
Ȱ!50ȱɊ is intended to set forth the specific obligations and responsibilities of all 
ÕÓÅÒÓȟ ÉÎÃÌÕÄÉÎÇ ÓÔÕÄÅÎÔÓ ÁÎÄ ÓÔÁÆÆȟ ×ÈÏ ÁÃÃÅÓÓ ÔÈÅ $ÉÓÔÒÉÃÔȭÓ .ÅÔ×ÏÒËȟ ÁÎÄ ÔÏ ÅÎÓÕÒÅ 
such use complies with the CIPA requirements. 

 
 Ȱ.ÅÔ×ÏÒËȱ ÉÓ ÄÅÆÉÎÅÄ ÁÓ ÁÎÙ ÁÎÄ ÁÌÌ $ÉÓÔÒÉÃÔ Ï×ÎÅÄ ÃÏÍÐÕÔÅÒÓȟ ÓÅÒÖÅÒÓȟ ÈÁÒÄ×ÁÒÅ ÏÒ 
ÓÏÆÔ×ÁÒÅȟ ÔÈÅ $ÉÓÔÒÉÃÔȭÓ ÌÏÃÁÌ ÁÒÅÁ ÎÅÔ×ÏÒËȟ ×ÉÒÅÌÅÓÓ ÁÃÃÅÓÓ ÐÏÉÎÔÓȟ ÔÈÅ )ÎÔÅÒÎÅÔȟ ÔÈÅ 
District intranet, email, chat rooms, other forms of direct electronic communications 
or other communications equipment provided by the District regardless of the 
physical location of the user. This AUP applies even when District provided 
equipment (laptops, tablets, etc.) is used on or off premises of District property. 

 
 

Acceptable Use 
 The Network may be used only as a tool to support and advance the functions of the 
$ÉÓÔÒÉÃÔ ÁÓ ×ÅÌÌ ÁÓ ÉÔÓ ÃÕÒÒÉÃÕÌÕÍ ÁÎÄ ÅÄÕÃÁÔÉÏÎÁÌ ÐÒÏÇÒÁÍÓȢ !ÃÃÅÓÓ ÔÏ ÔÈÅ $ÉÓÔÒÉÃÔȭÓ 
Network is a privilege and not a right.  Users of the Network are responsible for 
their behavior and communications over the Network and access to Network 
services will be provided only to those staff and students who agree to act in a 
ÃÏÎÓÉÄÅÒÁÔÅ ÁÎÄ ÒÅÓÐÏÎÓÉÂÌÅ ÍÁÎÎÅÒ ÁÎÄ ÉÎ ÁÃÃÏÒÄÁÎÃÅ ×ÉÔÈ ÔÈÅ $ÉÓÔÒÉÃÔȭÓ )ÎÔÅÒÎet 
Safety Policy and this AUP. 

 
 Students may use the Network only in support of educational activities consistent 

with the educational objectives of the District. Faculty and staff may use the 
Network primarily in support of education and research consistent with the 
educational objectives of the District. Faculty and staff may access the Network for 
limited personal use but not for any commercial or business use; however, such 
personal use may not violate any applicable rules and regulations or applicable 
administrative procedures or interfere with job performance.  Use of the Network 
must be in compliance with applicable laws, including all copyright laws and all 
materials on the Network should be presumed to be copyrighted. 

 
 All members of the staff who wish to use the Network must sign this AUP whenever 

requested by the District, to confirm that the staff person has read and understands 
this policy and agrees to abide by it.  Each student must sign this AUP annually to 
confirm that the student has read and understands this policy and agrees to abide 
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by it.  Students who are under 18 must have their parents or guardians sign this AUP 
and submit it to the District.  

 
Network Etiquette 

 Users are expected to abide by generally accepted rules of network etiquette 
(netiquette).  These include but are not limited to: 
A. Be polite.  Do not send or encourage others to send messages that are abusive or 

otherwise fall in the definition of Prohibited Use in Section IV. 
B. Use appropriate language.  Remember you are a representative of your school on 

a non-private network.  You may be alone on a computer but what you write can 
be viewed around the world.  Do not swear, use vulgarities or any other 
inappropriate language. 

C. All communications and information accessible via the Network should be 
considered private property that you cannot appropriate for your own use 
without appropriate attribution and consent. 
 

Prohibited Use 
The District reserves the absolute right to define prohibited use of the Network, adopt rules 
and regulations applicable to Network use, determine whether an activity constitutes a 
prohibited use of the Network, and determine the consequence of such inappropriate use.  
Prohibited use includes but is not limited to the following: 

 
A. Violating any state or federal law or municipal ordinance, such as:  Accessing or 

transmitting pornography of any kind, obscene depictions, harmful materials, 
materials that encourage others to violate the law, confidential information or 
copyrighted materials; 

B. Criminal activiti es that can be punished under law; 
C. Selling or purchasing illegal items or substances; 
D. 4ÈÅ ÕÎÁÕÔÈÏÒÉÚÅÄ ÃÏÌÌÅÃÔÉÏÎ ÏÆ ÅÍÁÉÌ ÁÄÄÒÅÓÓÅÓ ɉȰÈÁÒÖÅÓÔÉÎÇȱɊ ÏÆ Å-mail 

addresses from the Global Address List and other District directories; 
E. Obtaining and/or using anonymous email sites; spamming; spreading viruses; 
F. #ÉÒÃÕÍÖÅÎÔÉÏÎ ÏÆ ÔÈÅ $ÉÓÔÒÉÃÔȭÓ 4ÅÃÈÎÏÌÏÇÙ 0ÒÏÔÅÃÔÉÏÎ -ÅÁÓÕÒÅȾÆÉÌÔÅÒ ÔÏ ÁÃÃÅÓÓ 

blocked sites; 
G. $ÉÓÃÌÏÓÕÒÅ ÏÆ ÍÉÎÏÒÓȭ ÐÅÒÓÏÎÁÌ ÉÎÆÏÒÍÁÔÉÏÎ ×ÉÔÈÏÕÔ ÐÒÏÐÅÒ ÁÕÔÈÏÒÉÚÁÔÉÏÎȠ 
H. 3ÔÕÄÅÎÔÓȭ ÄÉÓÃÌÏÓÕÒÅ ÏÆ ÐÅÒÓÏÎÁÌ ÉÎÆÏÒÍÁÔÉÏÎ ÓÕÃÈ ÁÓ ÔÈÅ ÓÔÕÄÅÎÔȭÓ ÎÁÍÅȟ 

address, phone number, password or social security number, to other users 
when engaging in online activities including but not limited to chat rooms, email, 
social networking web sites 

I. Causing harm to others or damage to their property, such as: 
1. Using profane, abusive, or impolite language; threatening, harassing, bullying 

or making damaging or false statements about others or accessing, 
transmitting, or downloading offensive, harassing, or disparaging materials; 

2. Deleting, copying, modifying, or forging other users' names, emails, files, or 
data; disguising one's identity, impersonating other users, or sending 
anonymous email; 
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3. Damaging computer equipment, files, data or the network in any way, 
including intentionally accessing, transmitting or downloading computer 
viruses or other harmful files or programs, or disrupting any computer 
system performance; 

4. 5ÓÉÎÇ ÁÎÙ $ÉÓÔÒÉÃÔ ÃÏÍÐÕÔÅÒ ÔÏ ÐÕÒÓÕÅ ȰÈÁÃËÉÎÇȟȱ ÉÎÔÅÒÎÁÌ ÏÒ ÅØÔÅÒÎÁÌ ÔÏ ÔÈÅ 
District, or attempting to access information protected by privacy laws; or 

5. Accessing, transmitting or downloading large files, including "chain letters" 
or any type of "pyramid schemes". 

J. Engaging in uses that jeopardize access or lead to unauthorized access into 
ÏÔÈÅÒÓȭ ÁÃÃÏÕÎÔÓ ÏÒ ÏÔÈÅÒ ÃÏÍÐÕÔÅÒ ÎÅÔ×orks, such as: 
1. 5ÓÉÎÇ ÁÎÏÔÈÅÒȭÓ ÁÃÃÏÕÎÔ ÐÁÓÓ×ÏÒÄɉÓɊ ÏÒ ÉÄÅÎÔÉÆÉÅÒɉÓɊȠ 
2. Interfering with other users' ability to access their account(s); or 
3. $ÉÓÃÌÏÓÉÎÇ ÙÏÕÒ Ï×Î ÏÒ ÁÎÙÏÎÅȭÓ ÐÁÓÓ×ÏÒÄ ÔÏ ÏÔÈÅÒÓ ÏÒ ÁÌÌÏ×ÉÎÇ ÔÈÅÍ ÔÏ ÕÓÅ 
ÙÏÕÒ ÏÒ ÁÎÏÔÈÅÒȭÓ ÁÃÃÏÕÎÔɉÓɊȢ 

K. Using the network or Internet for Commercial purposes: 
1. Using the Internet for personal financial gain; 
2. Using the Internet for personal advertising, promotion, or financial gain; or 
3. Conducting for-profit business activities and/or engaging in non-government 

related fundraising or public relations activities such as solicitation for 
religious purposes, lobbying for personal political purposes. 

 
Off-Premise Use of Network 

ÈÅ ÓÔÕÄÅÎÔȭÓ ÐÁÒÅÎÔ ÏÒ ÇÕÁÒÄÉÁÎ ÉÓ ÒÅÓÐÏÎÓÉÂÌÅ ÆÏÒ ÍÏÎÉÔÏÒÉÎÇ ÔÈÅ ÍÉÎÏÒȭÓ ÏÆÆ-
premise use of the Network including but not limited to District -assigned email 
accounts and/or other Network components including but not limited to school-
assigned computers such as laptops, tablets or e-readers and ensuring such use 
complies with this AUP. 
 

Disclaimer 
The District makes no guarantees about the quality of the services provided and 
is not responsible for any claims, losses, damages, costs, or other obligations 
arising from use of the Network or accounts.  Any additional charges a user 
accrues due to the use ÏÆ ÔÈÅ $ÉÓÔÒÉÃÔȭÓ ÎÅÔ×ÏÒË ÁÒÅ ÔÏ ÂÅ ÂÏÒÎÅ ÂÙ ÔÈÅ ÕÓÅÒȢ 4ÈÅ 
District also denies any responsibility for the accuracy or quality of the 
information obtained through user access.  Any statement, accessible on the 
computer network or the Internet, is understood to be the author's individual 
point of view and not that of the District, its affiliates, or employees. 
 

Enforcement 
Prohibited use of the Network may, for students, result in disciplinary action up to and 
including suspension or expulsion from school or, for employees, suspension or 
termination of employment. Where circumstances warrant, prohibited use of the 
Network may be referred to law enforcement authorities. 
 
When a school administrator has a reasonable belief that a student has violated a school 
rule, policy or the law, and there are facts and inferences that would cause a reasonable 
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ÐÅÒÓÏÎ ÔÏ ÓÕÓÐÅÃÔ ÔÈÁÔ Á ÓÅÁÒÃÈ ÏÆ ÔÈÅ ÓÔÕÄÅÎÔȭÓ ÐÅÒÓÏÎÁÌ ÔÅÃÈÎÏÌÏÇÙ ÄÅÖÉÃÅɉÓɊ ×ÉÌÌ ÒÅÖÅÁÌ 
evidence of a violation of said school rule, policy or the law, the administrator shall have 
the authority to search such device, provided that the scope of the search relates to the 
suspected violation giving rise to the reasonable suspicion. 
 
 

I have read, understand and agree to comply with this Acceptable Network and Internet Use 
Policy. 

 
 
Date: _________________________________________________________________________  
 
 
 
School:  _______________________________________________________________________ 
 
 
 
Student Name: _________________________________________________________________ 
 
 
 
Student Signature: ______________________________________________________________ 
 
 
 
Parent/Legal Guardian or Faculty Name:  ___________________________________________ 
 
 
 
Parent/Legal Guardian or Faculty Signature:  ________________________________________ 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted: July 11, 2012  
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Internet Safety Policy 

 

Introduction 
It is the policy of the Kadoka Area School District to 

ü Prevent user access over the districtôs computer network to inappropriate material via 

Internet, electronic mail, or other forms of direct electronic communications. 

ü Prevent unauthorized access and other unlawful online activity. 

ü Prevent unauthorized disclosure, use and dissemination of personal identification 

information regarding minors. 

ü Provide Internet Safety Education to all students. 

ü Comply with the Childrenôs Internet Protection Act (CIPA). 
 
 

Technology Prevention Measures 
The state provided firewall and filter are in use to protect students from inappropriate materials.  
Obscene material, child pornography, and any material deemed harmful to minors is blocked through 
this filter.  Procedures for the disabling or otherwise modifying any technology protection measures 
shall be the responsibility of the technology director or designated representative.  Based on the 
Technology Director’s review of internet traffic and staff referrals, the blocking/filtering settings may be 
altered to keep inappropriate content from being accessed by students and staff. 
 
Students are supervised while using district computers to ensure their safety through the use of network 
surveillance software and classroom monitoring software.  Instant messaging programs, chat rooms, and 
email are not allowed for personal use.  K-12 email will be provided to high school students and all 
district employees for school use only and will be monitored.   
 
All school district computers that are taken off site will have the necessary off site firewall protection to 
protect from inappropriate materials. 
 
Subject to staff supervision, technology protection measures may be disabled or, in the case of minors, 
minimized only for research or other lawful purposes. 
 
 

Inappropriate Network Usage 
Students and Staff shall only use the Internet and school network for the purposes of education.  Failure 
to abide by the District’s Acceptable Network and Internet Use Policy will result in loss of Internet 
and/or network privileges.   
 
It shall be the responsibility of all members of the Kadoka Area School District faculty and staff to 
supervise and monitor usage of the online computer network and access to the Internet in accordance 
with this policy and the Children’s Internet Protection Act (CIPA). 
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Documentation 
Parents and students are informed of the Acceptable Network and Internet Use Policy at the beginning 
of each school year.  Permission forms are sent home to each household for student use of the Internet 
as well as for permission to use student’s works, photos, or names on the school’s website. 
 
 

Internet Safety Education 
The Kadoka Area School District will educate all students about appropriate online behavior, including 
interacting with other individuals on social networking websites and in chat rooms and cyber bullying 
awareness and responses. 
 
The Superintendent is delegated authority to implement these educational requirements. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted:  July 11, 2012 
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Media and Social Networking Policy 
 
Employees must conduct themselves so that they do not distract from or disrupt the educational 
process.  The Superintendent will ensure that staff members are reminded and informed of the 
importance of maintaining proper decorum in the use of technology as well as in person.  This will 
include but is not limited to: 
 

1. Improper fraternization with students using Facebook and similar internet sites or social 

networks, or via cell phone, texting, or telephone. 

a. District employees may not list current students as ñfriendsò on personal social 

networking sites, except for immediate family members. 

b. Employees may contact students by email, text or phone call for school-related 

matters and/or non-school professional matters only. 

i. Examples of school-related matters would include an extra-curricular 

advisor informing his/her participants of a change in plans, etc. 

ii.  Examples of non-school professional matters would include but not 

limited to club sports, religious groups, theatre groups, rodeo club, etc. 

c. Inappropriate fraternization or contact with students via email, phone, chat rooms, 

social networking sites or any other electronic or form of communication is 

prohibited. 

2. Employees shall not use social media for personal activities during duty hours. 

3. Inappropriate posting of items with sexual content. 

4. Inappropriate posting of items exhibiting or advocating use of drugs and alcohol. 

5. Monitoring and penalties for improper use of district computers and technology. 

6. The possibility of penalties, including dismissal from employment, for failure to exercise 

good judgment in online activities. 

7. Employees will not disseminate personal contact information of current students not 

including student directory information. 
 
When inappropriate use of computers and websites is discovered, disciplinary action will be considered 
and taken.  Employees of the school district understand that pursuant to this policy that media and 
social networking sites may be monitored by the school district. 
 
An employee who is responsible for a social media posting that fails to comply with the guidelines set 
forth in this policy may be subject to discipline up to and including termination, with said discipline 
following appropriate discipline procedures for that class of employee.  In addition, any employee 
whose non-school communication causes a substantial disruption to the educational environment or 
interferes with another’s rights may be subject, as permitted by law, to discipline up to and including 
termination, with said discipline following appropriate discipline procedures for that class of employee. 
 

 

 
 
 
 
Adopted:  July 11, 2012 



13-22 
 

Internet Access Request Form 
 

Kadoka Area School District #35-2 
 
Date: ______________________________ 
 
User’s Full Name: ____________________________________________________ 
 
User’s Current Grade: _________________ 
 
 
Student Section: 
I have read and understand the Acceptable Network and Internet Use Policy and the Internet Safety Policy and the 
Media and Social Networking Sites Policy in the Handbook.   
 
I understand that access is designed solely for educational purposes and that the Kadoka Area School District has 
taken reasonable precautions to supervise Internet usage. 
 

Student Name: _________________________________________________ 
 
 
Student Signature: ________________________________________________ 

 
 
Parent/Legal Guardian or Faculty Section 
In addition to the above student agreement, as a parent or guardian I also recognize that it is impossible for the 
district to control access to all information or materials and I will not hold the school responsible for materials 
acquired, or contact made, on the Internet.  I also accept full responsibility for supervision of my child outside of 
the school setting.  With that understanding, I herby give permission for my child to utilize the school Internet 
services listed below.   
 
Please initial the following for those which your permission is granted 
 

_______ Basic Internet Access 
 
_______ Email Access (9-12 Grades) 
 
_______ Publications on the School Website of my child’s creative efforts 
 
_______ Use of my child’s name on the school web publications 
 
_______ Use of my child’s picture on the school web publications 

 
 
Date: _________________________________ 
 
 
Parent/Legal Guardian or Faculty Name: __________________________________________ 
  
 
Parent/Legal Guardian or Faculty Signature: ________________________________________________ 
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Digital Dakota Network (DDN): Class Regulations 
 
 

If a student drops a DDN class on or before September 12th there will be no charge to the 
student. 
 
If a student drops a DDN class between September 13th and September 30th, the student will be 
charged 50% of the cost of the class. 
 
If a student drops a DDN class after September 30th, the student will be charged the full cost of 
the class. 
 
If a student does not pass a DDN class and wants to take the class again, the student will pay the 
full cost of the class. 
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School Equipment and the Students 
 

It is the responsibility of the student to properly care for any and all equipment, uniform, and/or 
instruments they were given or assigned for a school activity.  It is also the student’s 
responsibility to turn in said equipment to the coach at the end of the season. 
 
If the student is unable to turn the equipment in because it was lost, misplaced, stolen, etc. it is 
then the responsibility of that student to reimburse the school for the cost of that equipment 
based on the following scale: 

 
1. 1-3 years old  -  100% replacement cost 
2. 4-6 years old  -    75% replacement cost 
3. 7-10 years old  -  50% replacement cost 

 
All Kadoka Area School activities are included in this policy and all students participating in any 
school activity will follow this policy. 
 
Some unforeseen circumstances may cause a deviation from this policy but must be approved 
by the Activities Director and High School Principal. 
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Title I Parent Involvement Policy 
 
Parent Involvement, a very important part of our Title I Program, involves the working relationship 
between the parents, Title I staff, regular education staff and the school administration.  The Title I staff 
feels that parent support and participation will achieve the best student performance possible.  
Therefore the Kadoka Area School Board supports these policies to involve the parents of Title I qualified 
students in our program by: 
 
Parents shall receive a written notification by the school district that their child qualifies for Title I 
services according to a composite needs assessment. The purpose of this letter is to inform the parents 
that their child is receiving Title I services. 
 
Parents of Title I participants will be encouraged to visit with Title I staff. 
 
Title I staff will prepare and attach a quarterly report with each child’s report card to inform the parents 
of the child’s progress. 
 
The Title I team will participate in the school district’s Parent/Teacher Conferences held twice a year. 
The Title I team will prepare and print a monthly News/Response letter to communicate to the parents.  
Content shall include but not be limited to: 
 

1. Innovations in language arts, reading and math  
 

2. Selected book list for enjoyment reading by students  
 

3. Practical tips for parents to help their child at home in reading and math 
 

4. Highlights of the program and personnel used in the district special events or needs 
 

5. Title I shall sponsor an annual public meeting in each attendance center to which all parents of 
eligible students will be invited and encouraged to attend.  Information regarding the    Title I 
program in the Kadoka Area School District will be discussed, overview in the project direction 
will be shared, goals for student performance stated, parent discussion and input will be 
solicited. 

 
6. Title I may sponsor ACTIVE PARENTING classes available to all parents of children eligible for 

Title I services as adult community classes. 
 

7. Parent involvement, input and suggestions shall be warmly welcomed throughout the school 
year. 

 
8. Parents are invited to visit Title I. 
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Educational Records Policy 
 

This is to notify all parents and students 18 years of age that they are entitled to: 
 

1. The right to inspect and review all of his or her records and to receive explanations and 
interpretations of the records; 

2.   The right to request an amendment in his or her educational records believed to be in 
error; the right to receive copies of all education records (a charge for copying will be 
made); 

3.   The right to request an impartial hearing if the educational agency refuses to amend an 
education record; 

4. These records are on file in the office of the principal, superintendent or special educator. 
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Student Directory Information 
 

PUBLIC NOTICE OF THE INTENT OF KADOKA AREA SCHOOL DISTRICT TO RELEASE PERSONALLY 
IDENTIFIABLE INFORMATION REGARDING STUDENTS OR FORMER STUDENTS 
 
DIRECTORY INFORMATION:  Kadoka Area School District designates the following personally 
identifiable information regarding its students as Directory Information. 
 

1.   Name 
2.   Address and phone number 
3.   Date of birth 
4.   School attending 
5.   Dates of attendance 
6.   Parents or guardian of student 
7.   Participation in school-recognized activities 
8.   Weight, height, age and grade of members of athletic team 
9.   Awards received 
10.   Individual and group photographs pertaining to school activities 
11.   Similar information which denotes accomplishment or achievement 

 
RIGHT OF PARENT, GUARDIAN OR STUDENT TO PROHIBIT RELEASE OF INFORMATION:  A parent, 
guardian or student 18 years of age may refuse to permit the release of any of the Directory 
Information by notifying the Principal of the student’s school in writing which of the above 
Directory Information may not be released in respect to the particular student.  Such 
notification may be made at any time. 
 
STUDENT RECORDS POLICY:  The Board of Education has adopted an educational records policy 
and, in implementing the release of information, that policy shall be considered. 
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School Sponsored Extra Curricular Policy 
 
The school district will contribute up to $500 per student who participated in school sponsored activities 
under the SDHSAA.  The two school sponsored teams covered under this policy are wrestling and 
gymnastics.  $1000 Fuel allotment will be allocated to each program. 
 

¶ School Sponsored Extra Curricular Policy effective 2012-2013 school year.  
 

 
 


