BRUNING-DAVENPORT USD SCHOOL DISTRICT

POLICY MANUAL

INTRODUCTION

This policy manual contains the policies of the board of directors of the Bruning-Davenport USD
School District. Policy development is a dynamic, ongoing process. New problems, issues, and
needs give rise to the continuing need to develop new policies or to revise existing ones. The use
of a loose leaf manual is to make it easier to keep the policy manual up-to-date.

Each person holding a copy of this manual has a duty to keep the manual current as new and
revised policies are distributed by the central administration office.

How To Use This Policy Manual

The school district operates according to policies established by its school board. The board
develops policies after careful deliberation, and the school administration implements them
through specific regulations and procedures. The board reviews and evaluates its policies and
makes revisions as necessary.

The manual is organized according to a numeric codification system. There are ten major
classifications bearing a numeric Section Code.

100 DISTRICT ORGANIZATION AND BASIC COMMITTMENTS
200 SCHOOL BOARD
300 ADMINISTRATION
400 PERSONNEL
500 STUDENTS
600 INSTRUCTION
700 BUSINESS OPERATION
800 SUPPORT SERVICES
900 BUILDINGS AND SITES
1000 COMMUNITY AND EDUCATION AGENCY RELATIONS

Subclassifications under each numeric Section are based on a logical sequence and coded by the
subclassification numeric code.

The index pages that follow each tab present the policies included in that Section. These index
pages serve as a table of contents for each Section.



How To Find A Policy

There are two ways to find a policy. The first is to review the ten sections and determine which
section the policy may be in. By turning to that section, you can review the table of contents to

determine whether the policy is included. If the policy is included, you can turn to the policy by
finding the correct code number in the upper right hand corner of the policy.

The second way to find a policy is to look up the policy in the alphabetical index found under the
tab entitled "Index" at the end of the manual. It will direct you to the section and the policy code
number. Again, you can turn to the policy by finding the correct code number in the upper right
hand comer of the policy.

How To Read The Signs And Symbols

A variety of signs and symbols are used in concert with the numeric codification system. These
are explained below:

No symbol indicates this is an actual policy adopted directly by the board for the
governance of the district. Policies appear on blue paper.

-R This symbol following a policy code number indicates the statement is an administrative
regulation rather than a board policy. These statements appear on yellow paper.

-E This symbol following a policy code number indicates the statement is an exhibit rather
than a board policy. These statements appear on white paper.

Legal This sign indicates the legal references. They tell the user where to find the statutes, case
law, attorney general opinions, or administrative rules that give authority to a policy.

Cross Many policies in the manual relate to other policies in the Reference manual. Cross
references are provided to assist the user in finding all of the related policies.

Inquires about the policies included in this manual may be directed to the board members or to
the superintendent by telephone at ( 402 ) 364-2225 or by writing the school district at PO Box
70, Davenport, NE 68335.
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603 Curriculum Development
603.01 Curriculum Development
603.02 Curriculum Adoption
603.03 Curriculum Guides and Course Outlines
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604.12 Global Education
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606 Instructional Materials



606.01
606.02
606.03
606.04
606.05
606.06
606.07

607
607.01
607.02
607.03
607.04
607.05
607.06
607.07
607.08

608
608.01
608.02

609
609.01

610
610.01
610.02

611
611.01
611.02
611.03
611.04
611.05
611.06
611.07
611.08
611.09

700
701

702

Instructional Materials Selection

Instructional Materials Inspection

Obijection to Instructional Materials

Technology and Instructional Materials

Media Centers

Acceptable Use of Computers, Technology and the Internet
District Web Site

Instructional Arrangements
Class Size - Class Grouping
School Ceremonies and Observances
Animals in the Classroom
Student Production of Materials and Services
Student Field Trips and Excursions
Collection of Money by Teachers
Planning and Record-Keeping by Teachers
School Volunteers

Instructional Services
Student Guidance and Counseling Program
Student Health Services

School Improvement Plan
Evaluation of Instructional Programs

Testing
Test or Assessment Selection
Test or Assessment Administration

Academic Achievement
Student Progress Reports
Student Promotion, Retention or Acceleration
Student Honors and Awards
Parent Conferences
Grading Guidelines
Class Rankings and Grade Point Average
Graduation Requirements
Early Graduation
Commencement

Business Operation
Fiscal Management Goals

Annual Budget
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Fiscal Year
Budget Planning, Preparation and Schedules
Budget Adoption Process

Management of Capital Reserves

Accounting System
Deposits and Transfers
Financial Records
Inventories
Audits

Revenue
Local, State, Federal or Miscellaneous Revenue
Usage Fees, Admissions and Royalties
Free Admissions Passes
Gifts, Grants and Bequests

Expenditure
Purchasing Procedures
Petty Cash
Bidding Procedures
Vendor Relations
Purchasing on Behalf of Employees

Payroll
Payroll Procedures
Salary Deductions

Expense Authorization and Reimbursement

Employee Benefits Administration
Insurance Program

Cash in School Buildings

Disposition of School Property

800 Support Services
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Transportation
Student Transportation
Special Education Student Transportation
Bus Scheduling and Routing
Bus Safety Program
Bus Driver Supervision

Student Transportation for Extracurricular Activities



801.07 Summer School Program Transportation Service

801.08 Transportation of Nonresident and Nonpublic School Students
801.09 Transportation of Nonschool Groups
801.10 Transportation in Inclement Weather
801.11 School-Owned Vehicles
801.12 Student Transportation in Private Vehicles
801.13 Use of Private Vehicles on School Business
801.14 Transportation Records
802 School Food Services
802.01 School Food Program
802.02 Food Service Prices
802.03 Collection of Money and Food Tickets
802.04 Food Service Records and Reports
802.05 Free or Reduced Cost Meals Eligibility
802.06 Vending Machines
803 Office Services
803.01 Photocopying Services
803.02 Mail and Delivery Service
803.03 Telephone Service
803.04 FAX Service
804 Data Management
804.01 Computer Security
804.02 Data or Records Retention
805 Risk Management
805.01 Insurance
900 Buildings and Sites
901 Obijectives of Buildings and Sites
902 Site Acquisition and Building Construction
902.01 Buildings and Sites Long Range Planning
902.02 Construction Plans and Specifications
902.03 Site Acquisition
902.04 Bids and Awards for Construction Contracts
903 Maintenance, Operation and Management
903.01 Security
903.02 Access to Buildings
903.03 Maintenance Schedule
903.04 Requests for Improvements

903.05 Emergency Repairs



903.06 Buildings and Grounds - Records and Reports

903.07 Traffic and Parking Procedures
903.08 Vandalism
903.09 Energy Conservation
904 Selling and Leasing
904.01 Disposition of Obsolete Equipment
904.02 Lease, Sale or Disposal of School District Buildings and Sites
905 Safety Program
905.01 Facilities Inspections
905.02 Annual Emergency Safety Plan
905.03 Warning Systems
905.04 Bomb Threats
905.05 Hazardous Materials
905.06 Accident Reports
905.07 Safety Drills
905.08 School Closings and Cancellations
905.09 Eye Protective Devices
1000 Community/Educational Agency Relations
1001 Principles and Objectives for Community Relations
1002 District Annual Report
1003 Public Examination of District Records
1004 Press, Radio and Television News Media
1004.01 Media Relations
1004.02 Press Releases, Conferences and Interviews
1004.03 Live Broadcast or Videotaping
1004.04 Crisis Management Communications
1005 Public Participation in the School District
1005.01 Public Complaints
1005.02 Parent Relations Goals
1005.03 Parent Involvement in Decision Making
1005.04 Community Relations Goals
1005.05 Community Involvement in Decision Making
1005.06 Community Resource Persons
1005.07 Visitors to School
1005.08 Public Conduct on School Premises
1005.09 Skateboarding and Rollerblading
1005.10 Distribution or Posting of Materials

1006 Use of District Facilities and Equipment



1006.01 Community Use of School District Buildings, Sites and Equipment
1006.02 Smoke-Free Environment

1007 Education Agency Relations



