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The board of trustees has as its primary endeavor the providing of highly qualified personnel
for all positions within Blackfoot School District No. 55. These employees are expected to
devote themselves to the total educational effort for all students.
♦♦♦♦♦♦♦
LEGAL REFERENCE:
Idaho Code Section 33-506
ADOPTED: March 27, 1997
REVIEWED: January 21, 2016
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POLICY NO: 400.10
PAGE 1 of 4

This school district is committed to honoring those citizens who have served their country in
active duty of the armed forces by providing veterans a more favorable competitive position for
employment. In accordance with this policy and Idaho law, this district provides eligible
veterans, as defined herein, preference for initial employment and retention in the event of
layoffs. This policy outlines the district’s obligation related to preference for eligible veterans,
but it does not guarantee a job to such eligible veterans.
DEFINITIONS
“Active duty” means, for purposes of veterans’ preference, full-time duty in the active military
service of the United States. Such term includes full-time training duty, annual training duty,
and attendance, while in the active military service, at a school designated as a service school by
law or by the secretary of the military department concerned.
“Civil service position” means a position for which the employee is selected from a pool of
applicants through a competitive examination, a merit system or any other rating system based
on experience and qualifications.
“Disabled veteran” means those veterans separated under honorable conditions who:
(a) have served on active duty in the Armed Forces and have a current service-connected
disability of ten percent (10%) or more or are receiving compensation related to a
service-connected disability including retirement benefits or pension from the military or
the Department of Veteran Affairs; or
(b) are purple heart recipients.
“Eligible veterans” means those individuals eligible for a veterans’ preference as defined in
Idaho law and this policy. Eligible individuals include:


veterans and disabled veterans as defined herein;



a widow or widower of any veteran as long as he or she remains unmarried; and



the wife or husband of a service-connected disabled veteran if the veteran cannot qualify
for any public employment because of a service-connected disability.

“Honorable conditions” means an honorable discharge or a general discharge “under honorable
conditions.”
“Initial appointment” means the first time a qualified veteran is hired by the district; provided
however, subsequent separation from the district for any reason will not result in the award of
new preference or preference points with the district. Temporary or casual employment does not
qualify as an “initial appointment.”
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“Key employee” means an individual specifically hired for an “at-will” or nonclassified position
for which there is no competitive selection process based on merit, experience and qualification,
and where:
(a) The position requires an advanced degree and the exercise of independent judgment for a
majority of the employee’s duties;
(b) The primary duty of the position is the management of a department or subdivision of the
district and the position requires the exercise of independent judgment for a majority of
position duties;
(c) The primary duty of the position is administrative work arising from the management of a
department or subdivision of the public employer or administrative work arising from the
exercise of the duties of an elected official and the employee holds a confidential
relationship to the appointing or employing officer or elected official; or
(d) The primary duty of the position is to provide advice or consultation to an elected official
and the employee holds a confidential relationship to the elected official.
“Register” means a list of names of persons who have been determined to be eligible for
employment in a civil service position.
“Service-connected disability” means that the veteran is disabled due to injury or illness that was
incurred in or aggravated by military service as certified by the federal Veterans Administration
or an agency of the Department of Defense.
“Temporary or casual employment” means employment for a brief, non-recurrent period where
there is no reasonable expectation that such employment will continue indefinitely or for a
significant period of time.
“Veteran” means any person who has been discharged or released from active duty in the Armed
Forces under honorable conditions provided they have served on active duty for a minimum of
one hundred eighty (180) consecutive days.
NOTICE OF PREFERENCE
The district’s employment application forms, announcements, and postings for positions will
state that preference will be given to eligible veterans. The application form will inquire as to
whether the applicant is claiming eligibility for such preference, whether the applicant has
previously claimed such a preference, and state that the applicant is required to provide proof of
such eligibility. The applicant is responsible for providing all necessary documentation of
his/her eligibility as a veteran at the time of making application.
APPLICANTS ELIGIBLE FOR VETERANS’ PREFERENCE
In all employment (excluding key employee positions), this district shall give preference to
eligible veterans as follows:
1.

PREFERENCE OVER NON-VETERANS. An eligible veteran applicant is entitled to a
preference in initial application for hiring with the district over other applicants for the
same position who are not more qualified.
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2.

COMPETITIVE EXAMINATIONS. If applicants are required to take competitive
examinations, five (5) percentage points shall be added to the earned rating of any
applicant who is eligible for veterans’ preference points. The enhanced score shall be
used in establishing a rating. The names of all five-point preference eligible applicants
will be placed on the register in accordance with their augmented rating.

3.

COMPETITIVE EXAMINATIONS—DISABLED VETERANS. If applicants are
required to take competitive examinations, ten (10) percentage points shall be added to
the earned rating of any applicant who is eligible for veterans’ preference points as a
disabled veteran or as the widow or widower of any disabled veteran as long as he or she
remains unmarried or the spouse of any eligible disabled veteran who cannot qualify for
public employment because of a service-connected disability. The names of all ten-point
preference eligible applicants will be placed on the register in accordance with their
augmented rating.

4.

INTERVIEW REQUIREMENTS. Disabled veterans who have a current serviceconnected disability of thirty percent (30%) or more must be offered an interview if they
are one of the qualified applicants on the register for the position. If applicants are not
ranked, the district must offer to interview such veterans who fully meet all qualifications
for the position. Notwithstanding this subsection, the district is not be required to
interview more than a total of ten (10) applicants regardless of the number of such
qualified veteran applicants.

APPLICATION TIMELINES
The district will accept an application for appointment to a position after the closing date of the
examination from an applicant who was serving in the Armed Forces, or undergoing serviceconnected hospitalization up to one (1) year following discharge. However, the application must
be submitted within one hundred twenty (120) days of the applicant’s separation from the Armed
Forces or hospitalization, prior to the expiration of any register established as a result of the
examination, and prior to the selection for the position.
A disabled veteran may file an application at any time up until a selection has been made for any
position for which a register is then maintained as a source for future job openings, or for which
a register is about to be established, provided he or she (i) has not already been examined twice
for the same position and grade for which application is made; (ii) does not have current
eligibility for that register; or (iii) is not serving in a competitive position in the same grade for
which application is made. If a register is not used as part of the selection process, a disabled
veteran may file an application after the closing date, but such application will only be
considered if a selection has not been made and the selection process is still active.
The district reserves the right to refuse to accept an application from an otherwise qualified
preference eligible applicant who is deemed unqualified through his or her actions. Examples of
such actions include dismissal for cause from a public entity; a felony conviction; or conduct
unbecoming a public employee. Any such refusal must be supported by good cause and is
appealable in accordance with this policy and Idaho law.
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EMERGENCY HIRING
In the event of an emergency which may endanger the health, safety, and public welfare, these
provisions may be dispensed with temporarily, but persons so employed may not be allowed to
work for a time period of more than ninety (90) days, except as employees who meet all the
requirements of the veterans’ preference provisions stated above.
PROMOTION, TRANSFER, OR REASSIGNMENT
This policy applies only for the purpose of an initial hire by the district. Veterans’ preference,
and any benefits set forth in this policy for eligible veterans, is not relevant to and will not be
considered whenever personnel decisions are made relative to an employee’s promotion,
transfer, or reassignment within the district.
APPEAL RIGHTS
Applicants who believe they have been denied a right or benefit as set forth in this policy may
file an appeal with the Board of Trustees within thirty-five (35) days of the alleged denial of
preference. For applicants who have notified the district of their eligibility for veterans’
preference in accordance with this policy and Idaho Code §65-503A, the district will provide
notice of such applicants’ appeal rights at the conclusion of the selection process. The 35-day
appeal period shall commence upon issuance of notice of the appeal process by the district. In
the event the district fails to issue such notice, the appeal period will commence when the
applicant becomes aware that he or she was not selected for the position.
This district follows the appeal procedures set forth in IDAPA 21.01.06.
♦♦♦♦♦♦♦
LEGAL REFERENCE:
Idaho Code §§65-501 et seq.
IDAPA 21.01.06 (Rules for the Enforcement of the Veteran’s Preference in Public Employment)
ADOPTED: December 20, 2007
REVIEWED: January 21, 2016
December 13, 2018

SECTION 400: PERSONNEL

© 2018 MSBT Law, Chtd.
D10/19/07

Blackfoot School District No. 55
Veterans Preference Form 400.10F
As a way of honoring those citizens who have served their country on active duty with the United States
armed forces, the [name of school district] provides veterans or eligible spouses a more favorable
competitive position for government employment.
Idaho Code Title 65, Chapter 5 provides preference for eligible veterans who have been honorably
discharged or eligible spouses who:






Have served on active duty for a minimum of one hundred eighty (180) consecutive days1; or
Are disabled veterans who served on active duty in the armed forces; or
Are Purple Heart Recipients; or
Are the widow or widower of such individuals who have not remarried; or
Are the qualifying spouses of eligible disabled veterans who cannot qualify for any public
employment because of a service connected disability.
Veteran Information

Name ______________________________________ Branch of Service ________________________
Date Entered Military Service ___________________ Separation Date__________________________
Rank at Separation ________________Type of Discharge ____________________________________
Disabled Veteran
Please state your percentage of Disability ________________________________________________
Do you receive pension or compensation for non-service connected disabilities?
☐ Yes
☐ No
Qualifying Husband/Wife, Widow/Widower
Your name __________________________________________________________________________
Is the Veteran stated above:
If Veteran is deceased, have you remarried?

☐ Disabled
☐ Yes

☐ Deceased
☐ No

Initial Appointment
Preference shall be given only for the purpose of initial appointment to a position and not for the purposes of any promotion,
transfer or reassignment.
Have you ever received an initial appointment by this school district?

1

☐ Yes

☐ No

Active duty includes full-time duty in the active military service of the United States, full-time training duty, annual
training duty, and attendance, while in the military service, at a school designated as a service school by law or by the
secretary of the military department concerned. Idaho Code §65-502(17).

VETERANS PREFERENCE NOTICE FORM - 1

To claim veterans preference with the Blackfoot School District No. 55, please complete the
Veterans Preference Form and return it with your DD-214 and, if applicable, your letter from
Veterans Affairs stating your disability determination to the personnel office.
By email: personnel@d55.k12.id.us
By mail: 270 East Bridge Street, Blackfoot, ID 83221
By my signature below, I certify that all answers and statements on this application are true
and complete to the best of my knowledge. I understand that, should an investigation disclose
inaccurate or misleading answers, my application may be rejected, my name may be
removed from consideration, or my employment with the school district terminated.

Name (Please Print)

Signature

Social Security Number

Date

VETERANS PREFERENCE NOTICE FORM - 2

POLICY TITLE:

Reporting New Employees

POLICY NO: 400.50
PAGE 1 of 1

As required by law, this district will report the hiring or rehiring of any individual to the Idaho
Commerce and Labor Department (department) within twenty (20) calendar days of the date the
employee actually commences employment for wages or remuneration. As used in this policy,
“rehire” means to reemploy an individual who was laid off, separated, furloughed, granted leave
without pay or terminated from employment at least sixty (60) days prior to reemployment.
The district will report the hire or rehire of an individual by submitting to the department a copy
of the employee’s completed and signed United States internal revenue service form W-4
(employee’s withholding allowance certificate) or the department’s New Hire Reporting Form.
The district will ensure that the report (W-4 form or New Hire Reporting Form) contains the
following information:
1. The employee’s name, address, and social security number;
2. The district’s name, address, and federal tax identification number;
3. The district’s Idaho unemployment insurance account number; and
4. The employee’s date of hire or rehire.
The report will be deemed submitted on the postmarked date or, if faxed or electronically
submitted, on the date received by the department. If the district files its reports electronically,
the district will comply with the department’s regulations for such transmissions.
A copy of the report will be retained by the district, and the copy will set forth the date on which
the report was mailed, faxed, or electronically transmitted.
The district is not liable to the employee for the disclosure or subsequent use of the information
by the department or other agencies to which the department transmits the information.

♦♦♦♦♦♦♦
LEGAL REFERENCE:
Idaho Code Section 72-1601, et seq.
ADOPTED: August 27, 1998
AMENDED: December 21, 2006
January 21, 2016
February 19, 2020
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POLICY TITLE: Reasonable Workplace
Accommodation to Qualified
Individuals with Disabilities

POLICY NO: 401
PAGE 1 of 1

This district is committed to complying with all applicable provisions of the Americans with
Disabilities Act (“ADA”) and Section 504 of the Rehabilitation Act of 1973 (“Section 504).
Accordingly, this district will not discriminate against any qualified employee or applicant for
employment with regard to any terms or conditions of employment because of such individual’s
disability or perceived disability so long as the employee or applicant can perform the essential
functions of the job. Consistent with this policy of non-discrimination, this district will provide
reasonable accommodations to a qualified individual with a disability, as defined by the ADA,
who has made the district aware of his or her disability, provided that such accommodation does
not constitute an undue hardship on the district. Employees with a disability who believe they
need a reasonable accommodation to perform the essential functions of their job should contact
the district’s 504/ADA Coordinator as specified in Policy 292.
♦♦♦♦♦♦♦
LEGAL REFERENCE:
Americans with Disabilities Act,
42 USC 12101
28 CFR §35.107(a)
28 CFR §35.107(b)
28 CFR §35.130(a)
Section 504 of the 1973 Rehabilitation Act
29 USC 794
ADOPTED: March 27, 1997
AMENDED: December 21, 2006
January 21, 2016
October 20, 2016
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POLICY TITLE:

REQUEST FOR REASONABLE
ACCOMMODATION FORM

POLICY NO: 401F1
PAGE 1 of 1

BLACKFOOT SCHOOL DISTRICT NO. 55
EMPLOYEE/APPLICANT REQUEST FOR REASONABLE ACCOMMODATION
This form is intended to assist Blackfoot School District No. 55 in assessing your request for a reasonable
accommodation. This information will be part of an interactive process with you as we explore your
request. This form and any additional medical information provided related to this request will be kept
separate from your personnel file. Your responses may generate the need for additional medical
information.
Please complete the form and return to: Building Principal
Check One: Applicant

Employee

Name

Supervisor/Principal Name

Position Title

School/Office

A.
Identify your impairment(s) and indicate how you believe each impairment affects your job
application process or your ability to perform your job duties (please be as specific as possible):

B.
State the accommodation(s) you believe are necessary to enable you to participate in the job
application process or to perform the essential functions of your job, and explain how the suggested
accommodation(s) will assist you (please be as specific as possible):

Employee Signature





Date

For District Use Only
Eligible for accommodation(s) listed above
Ineligible for accommodation(s) due to insufficient documentation; list:
Ineligible for accommodation(s) for other reasons; list/attach:
Duration of accommodation(s):
to

Signature of HR/Section 504/ADA Coordinator:
Superintendent Initials:

SECTION 400: PERSONNEL
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POLICY TITLE:

Medical Release (Request For Reasonable
Accommodation)

POLICY NO: 401F2
PAGE 1 of 1

BLACKFOOT SCHOOL DISTRICT NO. 55
MEDICAL RELEASE
I,
, authorize [name of school district] to communicate with
and receive medical records or other information from [name of physician, psychiatrist,
psychologist or other health care professional], and I authorize all parties to share any information
deemed necessary to assist the District in determining what reasonable accommodations, if any,
are necessary for me to perform the essential functions of my position/participate in the job
application process. I further agree to execute any and all forms deemed necessary by the
healthcare provider to comply with the Health Insurance Portability and Accountability Act
(HIPAA).
This authorization does not allow for sharing genetic information. The Genetic Information
Nondiscrimination Act of 2008 (GINA) prohibits employers and other entities covered by GINA
Title II from requesting or requiring genetic information of an individual or family member of the
individual, except as specifically allowed by this law. “Genetic Information,” as defined by GINA,
includes an individual’s family medical history, the results of an individual’s or family member’s
genetic tests, the fact that an individual or individual’s family member sought or received genetic
services, and genetic information of a fetus carried by an individual or an individual’s family
member or an embryo lawfully held by an individual or family member receiving assistive
reproductive services.

SIGNED this

day of

, 20

Printed Name:

SSN:

Address:

City/State:

Phone: (Home or Mobile)

(Work)

.

Zip:

Signature:
Witness Signature:
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POLICY TITLE:

Letter to Healthcare Provider (Request For
Reasonable Accommodation)

POLICY NO: 401F3
PAGE 1 of 1

[DISTRICT LETTERHEAD]
DATE
Name of Healthcare Provider
Address
RE:

[Name of Employee/Applicant] Request for Reasonable Accommodation

Dear [name]:
[Name of employee/applicant] [is currently employed by] [is seeking employment with] the [name
of school district] as a [job title] at [name of school]. The employee/applicant has requested an
accommodation to enable him/her to [perform the essential functions of his/her position] [participate in the
job application process] as a result of having a physical or mental impairment. As a result, I am seeking
information concerning the employee’s/applicant’s condition and his/her ability to [perform the essential
functions of his/her position] [participate in the job application process]. [A copy of the job description is
enclosed for your review.]
I have attached a Medical Release signed and dated by the employee/applicant, as well as the
employee job description and a Physician’s Request for Accommodations form. Please complete the
Physician’s Request for Accommodations Form and return to:
Name of Administrator
Address
You may fax the request to: number or email it to: email address.
Please note that the Genetic Information Nondiscrimination Act of 2008 (GINA) (29 CFR §1635.8)
prohibits employers and other entities covered by GINA Title II from requesting or requiring genetic
information of an individual or family member of the individual, except as specifically allowed by this law.
To comply with this law, please do not provide any genetic information when responding to this request
for medical information. “Genetic Information,” as defined by GINA, includes an individual’s family
medical history, the results of an individual’s or family member’s genetic tests, the fact that an individual
or individual’s family member sought or received genetic services, and genetic information of a fetus
carried by an individual or an individual’s family member or embryo lawfully held by and individual or
family member receiving reproductive services. Please do not send general information related to office
visits as such information may contain medical information not relevant to the request for accommodation.
If you have any questions regarding the essential job functions or how they relate to the employee’s
condition, I encourage you to contact me at [phone number]. Thank you in advance for your assistance.
Sincerely,
[name of administrator]
[title]
[Enclosure: Job Description]
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POLICY TITLE:

PHYSICIAN REQUEST FOR REASONABLE
ACCOMMODATION FORM

POLICY NO: 401F4
PAGE 1 of 1

BLACKFOOT SCHOOL DISTRICT NO. 55
PHYSICIAN REQUEST FOR REASONABLE ACCOMMODATION
Please complete the form and return to: [name of district and HR or Section 504/ADA coordinator,
address]
Employee/Applicant Name
Position Title

School/Office

A.
Identify the employee/applicant’s impairment(s) and indicate how the impairment affects
his/her ability to participate in the job application process or ability to perform his/her job duties
(please be as specific as possible):

B.
State the accommodation(s) necessary to enable the employee/applicant to participate in
the job application process or to perform the essential functions of his/her job, and explain how
the suggested accommodation(s) will assist the employee/applicant (the position and essential job
functions are attached):

Name of Healthcare Provider Providing Information:
Address:

City/State:

Zip:

Contact Number:
Signature
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POLICY TITLE:

Procedures for Requesting Reasonable
Accommodation

POLICY NO: 401P1
PAGE 1 of 2

A request for accommodation may be made orally to an employee’s direct supervisor, building
principal, superintendent or the 504/ADA Coordinator. Once the district becomes aware of the
request for accommodation, the district will provide the employee with a reasonable
accommodation request form, which form is used to enable the district to keep accurate records
regarding requests for accommodations. The reasonable accommodation form (Policy 401F1)
can be found on the district’s website. Requests should include an explanation of how the
disability affects job duties and the accommodation(s) the employee is seeking.
Requests for accommodation made to persons other than the 504/ADA Coordinator shall be
turned over to the 504/ADA Coordinator within three (3) business days for further action. After
the 504/ADA Coordinator receives notice of a request for accommodation, the Coordinator will,
within seven (7) business days, initiate the interactive process with the employee or applicant to
address one or more of the following:





Determination of whether the employee or applicant is a “qualified individual
with a disability” under the ADA;
Request the individual to provide reasonable documentation about his/her
disability and functional limitations, where the need for accommodation is not
obvious;
Clarify what accommodation the individual is seeking; and/or
Determine whether reasonable accommodations would allow the individual to
perform the essential functions of the job.

The 504/ADA Coordinator may request additional information (including seeing a health
professional at the district’s expense) to verify that the employee has a disability under the
ADA/Section 504 and the limitations that disability imposes on the employee’s ability to
perform essential job functions.
The district will make reasonable efforts to notify the individual with the disability that it has
granted or denied his/her request for accommodation within fifteen (15) business days the
request was received by the Coordinator. When there are extenuating circumstances that require
longer than fifteen (15) business days, the Section 504/ADA Coordinator will notify the
individual regarding the status of his/her request and provide an estimated time to resolution.
The Section 504/ADA Coordinator will notify the individual at least once every ten (10) business
days thereafter regarding the status of the request and any revised estimated time to resolution.
Notifications required by this paragraph may be satisfied through any of the following forms of
communication with the individual: face to face meeting, telephone, first class mail, inter-office
mail, email or other similarly effective forms of communication.
When the request is granted, the district will promptly provide the accommodation. The district
may choose among reasonable accommodations as long as the chosen accommodation is
adequate to enable the individual to perform the essential functions of the relevant position. As
SECTION 400: PERSONNEL
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part of the interactive process, the district may offer alternative suggestions for reasonable
accommodations and discuss their effectiveness.
An accommodation may be denied if it would cause an undue hardship. Undue hardship must be
based on an individualized assessment of current circumstances that show that a specific
accommodation would cause significant difficulty or expense.
An accommodation may be denied if it would cause a direct threat to the employee or applicant
making the request or others in the workplace and the threat cannot be eliminated by reasonable
accommodation.
An employee or applicant who has questions regarding this policy should contact the 504/ADA
Coordinator. An employee or applicant who believes that he/she has been discriminated against
based on a disability may submit a complaint using the grievance procedures in Policy 294P1.
All inquiries regarding requests for accommodation and complaints will be treated as
confidential to the extent permissible by law.
♦♦♦♦♦♦♦
LEGAL REFERENCE:
Americans with Disabilities Act,
42 USC 12101
28 CFR §35.107(a)
28 CFR §35.107(b)
28 CFR §35.130(a)
Section 504 of the 1973 Rehabilitation Act
29 USC 794

ADOPTED: October 20, 2016
AMENDED:
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POLICY TITLE: Criminal History Checks for Employees,
Volunteers and Contractors

POLICY NO: 402
PAGE 1 of 3

DEFINITIONS
For the purposes of this policy, the following definitions apply:
“Contractor” means an agency, company/business, or individual that has signed a contract or
agreement to provide services for the district.
“Employee” means those individuals hired by the district and paid a salary or wages from which
federal and state income taxes are withheld.
“Substitute Teachers” any individual who temporarily replaces a certificated classroom educator
and is paid a substituted teacher wage for one (1) day or more during a school year.
“Unsupervised contact” means direct contact or interaction with students not under the direct
supervision of a district employee. This includes contact or interaction with students in scheduled
school activities that occur outside of the school or outside of normal school hours.
EMPLOYEES
All certificated and non-certificated employees working in this district, including substitute staff
and individuals involved in student training such as practicums and internships, hired after July 1,
2008, are required to undergo a criminal history check as required by Idaho Code §§33-130 and
33-512(15). Such employees and individuals, including those involved in student training, will be
responsible for the cost of the criminal history check.
Employees are required to submit a completed ten (10) finger fingerprint card or scan to the Idaho
State Department of Education no later than five (5) days after the employees’ first day of
employment with the school district or unsupervised contact with students in a K-12 setting,
whichever is sooner.
A record of all background checks will be maintained by the Idaho State Department of Education
in a data bank for all employees of this district, with a copy going to the district, when requested
at the time of the application or within six (6) months following the performance of the criminal
history check. A copy will also be provided to the employee if so requested. If the criminal history
check shows that the employee has been convicted of a felony crime enumerated in Idaho Code
§33-1208, the district will review such results to determine whether the employee shall be
terminated, dismissed or subject to other personnel action of the district. The district retains the
right to evaluate whether an individual convicted of one of the crimes so enumerated, and having
been incarcerated for that crime, shall be hired.
In accordance with Idaho Code §33-512(15), the district will not hire individuals, and will
terminate or dismiss employees who plead guilty to or have been convicted of any of the felony
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offenses against a child described in Idaho Code §33-1208(2) (whether under federal, Idaho or
other state law), notwithstanding the form of the judgment or withheld judgment.
SUBSTITUTE TEACHERS
A substitute teacher employed by this district will not be required to undergo additional criminal
history checks if he or she has obtained a criminal history check within the previous five (5) years,
related to employment for another school district. If this district elects to require another criminal
history check within the five (5) year period, it will pay the cost or reimburse the teacher for such
cost.
VOLUNTEERS AND CONTRACTORS
All volunteers will be required to submit proof of identification, alias names, and other necessary
identifying information, when applying to act as a volunteer. All contractors will be required to
provide a list of all employees of the contractor, and proof of identification of those individuals,
who are reasonably anticipated to be on the school premises for the purpose of carrying out the
terms of the contract. Contractors and subcontractors, and their employees, will be required to
submit proof of identification, alias names, and other necessary identifying information.
Unsupervised Contact with Students. All individuals who have unsupervised contact with
students, including parent and community volunteers, contractors and subcontractors as well as
their employees, will be required to undergo a criminal history background check. The individual
is required to submit a completed ten (10) finger fingerprint card or scan to the Idaho State
Department of Education no later than (5) days after the individual’s first unsupervised contact
with students in a K-12 setting. The district will pay for criminal history checks of volunteers;
contractors and subcontractors will be required to pay for their criminal history checks.
Irregular Contact with Students. The superintendent or designee will cross-check the names of all
other individuals who have irregular contact with students, including volunteers, contractors, and
subcontractors, with the State of Idaho sex offender registry no later than five (5) days following
the first day that the individual is present in a K-12 setting for purposes of volunteering or fulfilling
a contract. The individual will be required to provide proof of identification, alias names, and any
other identifying information deemed necessary to complete the cross-check. If determined
necessary by the superintendent or designee to ensure a safe environment for all students, any such
individual may be required to undergo a criminal history check. The district will pay for criminal
history checks of volunteers; contractors and subcontractors will be required to pay for their
criminal history checks.
The State of Idaho sex offender registry will be reviewed at least annually thereafter for volunteers
or contractors who continue to be present on the school premises. Those individuals who are on
the sexual offender registry will not be allowed to volunteer and/or work as contractors, or
employees of a contractor, for the district.

♦♦♦♦♦♦♦
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LEGAL REFERENCE:
Idaho Code Sections
33-130 (Criminal History Checks for School District Employees)
33-512(15)(Governance of Schools)
33-1201 et seq. (Teachers)
18-901 et seq. (Assault and Battery)
18-501 et seq. (Children and Vulnerable Adults)
18-4001 et seq. (Homicide)
18-4502 (First Degree Kidnapping)
18-5601 et seq. (Prostitution)
18-6101 et seq. (Rape)
18-8301 et seq. (Sexual Offender Registration Notification and Community Right-toKnow Act)
18-8401 et seq. (Juvenile Sex Offender Registration Notification and Community
Right-to-Know Act)
IDAPA 08.02.02.75 (Fingerprinting and Background Investigation Checks)
ADOPTED: March 27, 1997
AMENDED: February 24, 2000
October 27, 2005
October 23, 2008
January 21, 2016
December 13, 2018
September 16, 2021
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POLICY TITLE:

Reporting of Criminal Offense

POLICY NO: 402.50
PAGE 1 of 1

Any employee of the district who is arrested, charged, or indicted on any criminal offense,
whether misdemeanor or felony, and regardless of the jurisdiction, is required to immediately
report the same to the Superintendent or designee. The report must occur within twenty-four
(24) hours of such arrest, charge, or indictment, unless the employee is unable to do so, in which
instance, the employee must report the incident as soon as practicable.
The employee is not required to report minor traffic infractions that are not classified as a
misdemeanor or felony.
The employee is required to report to the Superintendent or designee the final disposition of the
criminal matter, whether the employee was acquitted, convicted of the charge, or entered into a
plea agreement. Such report must occur within one (1) business day of an order being issued,
unless the employee is unable to do so.
Any employee who fails to report an arrest, charge, or indictment, or fails to report the final
disposition thereof, may be subject to disciplinary action, up to and including dismissal.
Depending on the nature of the criminal offense, the district may take action relative to the
individual’s employment status, up to and including dismissal.
♦♦♦♦♦♦♦
LEGAL REFERENCE:
Idaho Code Section 33-512
ADOPTED: January 21, 2016
AMENDED:

SECTION 400: PERSONNEL

© 2010 Eberharter-Maki & Tappen, PA
D10/13/10

POLICY TITLE:

Employee Drug and Alcohol Use

POLICY NO: 403
PAGE 1 of 3

This district recognizes the federal requirements to establish a “drug free workplace” and it does
not tolerate drug or alcohol abuse by its employees. Employees are prohibited from
manufacturing, dispensing, using, possessing, or distributing illegal drugs or alcohol on any
school premises or at any school activity. Employees are further prohibited from being under the
influence of illegal drugs or alcohol on any school premises or at any school activity.
The drug free workplace requirements extend to all property owned by the district, all activities
sponsored by the district, and include any vehicle owned by this district.
DEFINITIONS
Award: Financial assistance provided to the district by the U.S. Department of Education or
other federal agency, including grants or cooperative agreements in the form of money or
property in lieu of money; or block grants or a grant in an entitlement program. The term
“award” does not include any of the following: technical assistance that provides services
instead of money; loans and loan guarantees; interest subsidies; insurance; direct appropriations;
or veteran’s benefits to individuals.
Drug Free Workplace: A site for the performance of work done in connection with a specific
award at which employees of the receipient are prohibited from engaging in the unlawful
manufacture, distribution, dispensing, possession, or use of a controlled substance.
Illegal Drug Use: The use, possession or distribution of illegal drugs, or the abusive use of other
drugs, or the use of alcohol on any school premises or at any school activity.
Illegal Drugs: Any controlled substances defined by Idaho Code §37-2701, or any other
substance which is used to alter or change the mood of an individual, or anabolic steroids. The
term “illegal drugs” does not include over the counter drugs or prescriptions prescribed by a
doctor or dentist specifically for the person in possession of those drugs.
Under the Influence: This definition covers not only all well-known and easily recognized
conditions and degrees of intoxication but any abnormal mental or physical condition which is
the result of indulging to any degree in unlawful alcohol or illegal drugs, and which tends to
deprive one of that clearness of mind and self-control of which he or she would otherwise
possess.
Unlawful Alcohol: Any alcoholic beverage as defined by Idaho Code §§23-105, 23-1001, and
23-1303.
Unlawful Alcohol Use: The use, possession, or distribution of alcohol on any school premises or
at any school activity.
Violations: The commission of an act of illegal drug use or unlawful alcohol use by a district
employee.
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DRUG-FREE AWARENESS PROGRAM
The district will establish a drug-free awareness program to inform employees about: (1) the
dangers of drug abuse in the workplace; (2) the district’s policy of maintaining a drug-free
workplace; (3) any available drug counseling, rehabilitation, and employee assistance programs;
and (4) the penalties that may be imposed upon employees for drug use violations.
Upon adoption of this policy or initial employment with the district, all employees will receive a
copy of this policy.
EMPLOYEES WORKING IN FEDERAL GRANT PROGRAMS
Any employee working in the department or program responsible for the performance of a
federal grant will, as a condition of employment, agree to abide by the terms of this policy and to
notify the district of any criminal drug statute conviction for a violation occurring in the
workplace. The employee must notify the district no later than five (5) days after such
conviction.
Pursuant to the Drug-Free Workplace Act, the district will report, in writing, to the federal
contracting or granting agency, within ten (10) days of receiving notice, that an employee has
been convicted of a criminal drug statute for a violation occurring in the workplace.
A signed statement acknowledging receipt and understanding of, and agreement to abide by, this
policy will be placed in the employee’s personnel file.
DISCIPLINARY ACTION
1.

Any employee who violates the terms of the district’s drug and alcohol policy may be
subject to disciplinary action, including, but not limited to, discharge, suspension, and/or
referral for drug and alcohol abuse evaluation and rehabilitation, at the discretion of the
board.

2. Notwithstanding the above paragraph, a district bus driver will be suspended from all
duties pending investigation when reasonable suspicion exists that the driver may be
under the influence of illegal drugs or alcohol. If a bus driver is found to have violated
this policy, he or she will be immediately terminated from district employment and the
incident will be reported to the State Department of Education. The board or designee
will recommend license revocation to the Idaho Department of Transportation.
3. If reasonable suspicion exists that federal, state, or local laws have been violated, the
district will notify the appropriate law enforcement agencies.

♦♦♦♦♦♦♦

SECTION 400: PERSONNEL

© 2018 MSBT Law, Chtd.
02L-01L-D2/12/98-M2/5/03-M03/09/18

Employee Drug and Alcohol Use—continued

Page 3 of 3

LEGAL REFERENCE:
34 CFR §84.605
34 CFR §84.635
41 U.S.C. §701 et seq., as amended (the Drug-Free Workplace Act of 1988)
Idaho Code Sections
23-105
23-1001
23-1303
33-513
33-517
37-270172-1701 et seq.
BLACK’S LAW DICTIONARY 10th Edition (2014)
ADOPTED: March 27, 1997
AMENDED: September 26, 2002
January 21, 2016
May 14, 2018
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POLICY TITLE:

Employee Drug and Alcohol Testing

POLICY NO: 403.50
PAGE 1 of 6

It is the intent of the board of trustees of this district to promote an alcohol and drug-free
workplace, thereby enhancing workplace safety and increased productivity. Chapter 17, Title 72,
Idaho Code, allows employers, including school districts, to adopt policies to test employees or
prospective employees for the presence of drugs or alcohol as a condition of hiring or continued
employment, provided the testing requirements and procedures are in compliance with 42 U.S.C.
12101.
It is the policy of this district to require drug and/or alcohol testing of any employee reasonably
suspected of being under the influence of an illegal substance and/or alcohol while on duty or
during work hours on district property or at a district-sponsored activity, function, or event,
regardless of location.
DEFINITIONS
“Alcohol” means the product of distillation of any fermented liquor, rectified once or more,
whatever may be the origin thereof, or synthetic ethyl alcohol. Alcohol includes any alcoholic
beverage as defined by Idaho Code §§23-105, including but not limited to “beer” as defined in
Idaho Code § 23-1001 and “wine” as defined in Idaho Code §23-1303.
“Controlled substances” include, but are not limited to, opiates; opium derivatives;
hallucinogenic substances, including cocaine and cannabis or synthetic equivalents of the
substances contained in the plant, any material, compound, mixture, or preparation with
substances having a depressant effect on the central nervous system; and stimulants.
“Drugs” include, but are not limited to, any alcohol or malt beverage, any tobacco product, any
controlled substance, any illegal substance, any abused substance, any substance which is
intended to alter mood, and any medication not prescribed by a physician for the employee in
possession of the medication, including those substances identified in Schedules I, II, III, IV, and
V of Idaho Code §37-2701.
“Reasonable suspicion” means a good faith suspicion, based on objective facts, which is
sufficient for a prudent person to conclude that the employee is using or appears to be presently
under the influence of alcohol and/or drugs.
VIOLATIONS OF THIS POLICY
An employee is in violation of this policy, and may be subject to disciplinary action up to and
including discharge for work-related misconduct, under the following circumstances:
1.

The employee tests positive for illegal drugs and the positive test is confirmed.

2.

The employee tests positive for alcohol, as indicated by a blood alcohol content (BAC)
result of ____ [between .02 and .08], or more, and the positive test is confirmed.
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3.

The employee refuses to provide a sample for testing.

4.

The employee alters or attempts to alter a test sample by adding a foreign substance for
the purpose of making the sample more difficult to analyze.

5.

The employee submits a sample that is not his or her own.

6.

The employee otherwise attempts to obstruct the testing process.

REASONABLE SUSPICION TESTING
All employees in the district are subject to reasonable suspicion drug testing. The district may
require any employee to submit to a chemical test of the employee’s breath, saliva, or urine if the
superintendent or designee has reasonable suspicion to believe that the employee is using or is
under the influence of alcohol or an illegal substance while on duty on district property or at a
district-sponsored activity, function, or event, regardless of location. Only the superintendent or
designees who are formally trained in reasonable suspicion drug testing may refer an employee
for testing.
Factors that may be considered in determining that reasonable suspicion exists include, but are
not limited to, the following:
1.

Observed use, possession, or sale of illegal drugs and/or alcohol.

2.

Marked decrease in work productivity, either in quantity or quality, not reasonably
attributable to other causes.

3.

Apparent impairment of psychomotor functions, reasoning, judgment, or concentration
not reasonably attributable to other causes.

4.

Erratic or marked changes in behavior not reasonably attributable to other causes.

5.

Involvement in an accident or deviations from safe working practices, whether the
incident involves actual or potential injury to person(s) or property.

6.

Physical indicators such as a disheveled appearance; odor of drugs or alcohol; blurry or
dilated eyes; difficulty walking; or slurred, slow, or erratic speech.

The superintendent or designee may rely on report(s) from persons who report suspected drug or
alcohol use by an employee if the individual is determined to be reliable and has based such
reports upon specific, contemporaneous, articulable observations concerning the appearance,
behavior, speech, or body odors of the employee.
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REQUIREMENTS FOR SAMPLE COLLECTION AND TESTING
The superintendent or designee shall designate entities to provide the collection and testing
services necessary to implement this policy. Further, the superintendent or designee is
responsible for ensuring that all procedures for sample collection and testing comply with the
following requirements:
1.

The collection of samples shall be performed under reasonable and sanitary conditions.

2.

The individual employed by the collection site or laboratory who is responsible for
collecting the sample will be instructed as to the proper methods of collection.

3.

Samples shall be collected and tested with due regard to the privacy of the individual
being tested and in a manner reasonably calculated to prevent substitutions or
interference with the collection or testing of reliable samples.

4.

Sample collection shall be documented and the documentation procedure shall include:
(a) labeling of samples so as to reasonably preclude the possibility of misidentification of
the person tested in relation to the test result provided; and (b) handling of samples in
accordance with reasonable chain-of-custody and confidentiality procedures.

5.

Sample collection, storage, and transportation to the testing laboratory shall be performed
so as to reasonably preclude the possibility of sample contamination and/or adulteration.

6.

Sample testing shall conform to scientifically accepted analytical methods and
procedures.

7.

Drug testing shall include a confirmatory test before the result of any test is used as a
basis for disciplinary action by the district. A confirmatory test refers to the mandatory
second or additional test of the same sample that is conducted by a laboratory utilizing a
chromatographic technique such as gas chromatography-mass spectrometry or another
comparable reliable analytical method.

8.

Positive alcohol tests resulting from the use of an initial screen saliva test must include a
confirmatory test that utilizes a different testing methodology meant to demonstrate a
higher degree of reliability, such as a gas chromatography test. The test will be
considered positive if the BAC results are ____ [between .02 and .08] or more.

9.

Positive alcohol tests resulting from the use of a breath test must include a confirmatory
breath test conducted no earlier than fifteen (15) minutes after the initial test; or the use of
any other confirmatory test meant to demonstrate a higher degree of reliability, such as a
gas chromatography test. The test will be considered positive if the BAC results are ____
[between .02 and .08] or more.

All employees subject to testing are required to sign any documents necessary to authorize the
testing and disclosure of information to the Medical Review Officer (MRO) or other qualified
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person, and the superintendent or designee. An employee who refuses to be tested, alters or
attempts to alter the sample, or otherwise obstructs the collection of the sample will be subject to
the consequences of a positive test.
The approved collection site or laboratory will collect the necessary samples from the employee
and perform the required drug and/or alcohol test in accordance with the standards specified
above. A trained individual will explain the drug and/or alcohol screening procedure to the
employee, obtain authorization for the testing, assist the employee in completing any necessary
forms, and monitor the sample collection.
DESIGNATION OF MEDICAL REVIEW OFFICER
The superintendent or designee shall designate a Medical Review Officer (MRO). The MRO is
responsible for reviewing and interpreting each confirmed positive test to determine if there is an
alternative medical explanation for the positive test; conducting interview(s) with the individual
testing positive; reviewing the individual’s medical history and available medical records to
determine if the positive result was caused by legally prescribed medication; requiring a retest of
the original specimen if the MRO deems it necessary; and verifying that the laboratory report
and the specimen are correct. The MRO is expected to follow the Medical Review Officer
Manual published by the U.S. Department of Health and Human Services for tests conducted
under this policy.
If the MRO determines that a particular test is scientifically insufficient or there is a legitimate
medical explanation for the positive test other than the use of a prohibited drug, the MRO will
conclude the test is negative, communicate the negative test result to the superintendent or
designee, and no further action will be taken. If the MRO determines that there is no legitimate
explanation for the positive test other than the use of a prohibited drug, the MRO will conclude
the test is positive and communicate the positive test result to the superintendent or designee,
who will notify the employee in writing of the positive test result.
RIGHT TO EXPLAIN POSITIVE TEST RESULT AND REQUEST RETEST
Any employee who tests positive for drugs or alcohol will receive written notice of that test
result, specifically identifying the substance for which he or she tested positive. The employee
will be given an opportunity to discuss and explain the positive test result with an MRO or other
qualified person.
Any employee who has a positive test result may request that the same sample be retested by a
mutually agreed upon laboratory. A request for retest must be made within seven (7) working
days from the date of the first confirmed positive test notification and will be paid for by the
employee requesting the test. If the retest results are negative, the district will reimburse the cost
of the retest and compensate the employee for lost pay, if suspended without pay. If terminated
solely because of the positive test, the employee shall be reinstated with back pay.
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REMEDIAL ACTION
If the district determines that an employee has violated this policy, the district may take
disciplinary action up to and including suspension, with or without pay, and/or termination from
employment due to misconduct. Termination for work-related misconduct may result in the
denial of unemployment benefits. Additionally, workers’ compensation benefits may be reduced
by 50% for injury due to intoxicants.
The district may also require the employee to enroll in and successfully complete a districtapproved rehabilitation, treatment, or counseling program, which may include additional drug
and/or alcohol testing, as a condition of continued employment. An employee’s willingness to
enroll in a rehabilitation, treatment, or counseling program may be considered when determining
what, if any, personnel action will be taken.
The district may grant sick and personal leave for an employee enrolled in a rehabilitation or
treatment program until the leave is exhausted and then may grant leave without pay for a period
not to exceed one (1) year. The district will not pay the cost of medical or rehabilitation services
for the employee. Such costs are the sole responsibility of the employee and/or the employee’s
insurance provider.
TESTING COSTS
The district will pay all costs of drug and alcohol testing, unless the test is a retest requested by
the employee. If the retest establishes a negative test result, the district will reimburse the
employee for the cost of such test.
District employees will be compensated at their regular rate of pay for the time during which
they are undergoing any drug or alcohol testing, including transportation time.
CONFIDENTIALITY
Consistent with Idaho Code §§72-1712 and 74-106(1) and other applicable state or federal law,
all information, interviews, reports, statements, memoranda or test results, written or otherwise,
received through a substance abuse testing program shall be kept confidential and securely
maintained in a file separate from the employee’s personnel file. Confidential information will
be used or disclosed only on a need-to-know basis and to the extent necessary for the conduct of
the district’s business, subject the following exceptions: in a proceeding related to any
disciplinary action taken by the district as a result of the drug and/or alcohol test; any other
dispute between the district and the employee; as required to be disclosed by the United States
department of transportation law or regulation or other federal law; or as required by service of
legal process.
The district will not disclose information to third parties regarding drug and alcohol testing
without the written consent of the employee.
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Records showing an employee tested negative will be kept for at least one (1) year. Records
showing that an employee tested positive, including the reason for the test, identification of the
substance(s) used by the employee, and the disposition of each employee will be kept for the
length of employment plus at least three (3) years. Such records will be kept confidential and
will not be considered part of an employee’s personnel file.
NOTICE
The district shall provide a copy of this policy to each employee upon its adoption and to future
employees at the time of hire. Additionally, a copy of the policy shall be available for review at
the district office. Employees will be required to sign a statement acknowledging receipt of the
policy.
SCHOOL BUS DRIVERS
District employed school bus drivers operating under a commercial driver’s license (CDL) must
meet the U.S. Department of Transportation’s (DOT) drug and alcohol testing requirements,
which are addressed in Bus Driver Drug and Alcohol Testing Program, Policy 744. The district
shall comply with this policy as well as Policy 744 regarding bus drivers.
♦♦♦♦♦♦♦
LEGAL REFERENCE:
Idaho Code Sections
23-105
23-1001
23-1303
37-2701
37-2705 through 2713
72-1701 et seq.
74-101 et seq.
42 U.S.C. 12101
ADOPTED: December 21, 2006
AMENDED: January 23, 2014
January 21, 2016
March 15, 2018

SECTION 400: PERSONNEL

© 2017 MSBT Law, Chtd.
06L-04L-D2/12/98-SB01/10/13-M12/11/17

POLICY TITLE:

Dress and Conduct

POLICY NO: 403.8
PAGE 1 of 1

The Blackfoot School District No. 55 reserves the right to insist that the dress, grooming, and
conduct of teachers are within the limits of generally accepted good taste. All employees shall
comply to conservative standards of dress, appearance, and conduct.
Teacher dress, personal appearance, and conduct are to be exemplary in character which does not
tend to distract from the educational environment of the school or diminish instructional
effectiveness or the disciplinary control of the teacher.
A general guide would be to conservatively follow prevailing styles. However, teachers shall
refrain from extremes or instances where a teacher may call attention to himself by unusual or
extreme dress, grooming, or behavior.
Employees of School District No. 55 shall not, in the presence of students, in an educational
setting, indulge in the use of tobacco products.
♦♦♦♦♦♦♦
LEGAL REFERENCE:
Idaho Code Section 33-506
ADOPTED: March 27, 1997
AMENDED: January 21, 2016
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POLICY TITLE:

Employer Recommendations

POLICY NO: 404
PAGE 1 of 1

Upon request from another Idaho school district, this district will make available information on
an applicant’s past job performance and/or job related conduct as described in Idaho Code §331210(1)(b) and Policy 404.50. Such information will be provided within twenty (20) business
days after receiving the request. In accordance with Idaho law, names of any student or fellow
employee complainant, other than the employee’s administrative evaluator or administrative
author of communication to the employee, will be redacted from such provided documentation.
The district may provide information about the job performance, professional conduct, or
evaluation of a former or current employee to a prospective employer that is not a school district
at the request of the prospective employer or the current or former employee. Any information
provided will be provided in good faith.
This district will not maintain a blacklist, or notify any other employer that any current or former
employee has been blacklisted by this district, for the purpose of preventing the employee from
receiving employment.
Any and all information regarding a current or former employee received through a substance
abuse testing program will be held confidential by the district and will not be disclosed to a
prospective employer unless such disclosure is approved in writing by the current or former
employee.
♦♦♦♦♦♦♦
LEGAL REFERENCE:
Idaho Code Sections
33-1210 (Information on Past Job Performance)
44-201 (Employer Duties)
72-1712 (Confidentiality of Information)

ADOPTED: March 27, 1997
AMENDED: December 14, 2005
January 21, 2016
March 15, 2018
December 13, 2018
CROSS REFERENCE:
Policy 404.50 (Information on Past Job Performance)
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Information on Past Job Performance

POLICY NO: 404.50
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DEFINITIONS
“Applicant” means an applicant for employment in a certificated or non-certificated position
with this school district who is currently or was previously employed by a school district.
“Employer” means a school district employer, regardless of location.
RELEASE OF PERSONNEL RECORDS
Before hiring an applicant for a certificated or non-certificated position with the district, the
district will request the applicant sign a statement authorizing his or her current and past school
district employers, either in-state or out-of-state, to release all information relating to job
performance and/or job-related conduct, and make available to the school district copies of all
documents in the employer’s personnel files, investigative files, or other files concerning said
applicant. The statement will include a release of the applicant’s current and past employers, and
employees acting on behalf of that employer, from any liability for providing the information
described herein. In the event the applicant declines to sign a statement, the applicant will not be
considered for employment with this district.
Before hiring an applicant, the district will request in writing, electronic or otherwise, the
information required in this policy from the applicant’s current and past employers. A copy of
the authorization signed by the applicant will be included with the request.
Documentation relating to the job performance or job-related conduct of an applicant includes
the following:


All annual evaluations;



Letters of reprimand or direction;



Letters of commendation or award;



Disciplinary actions and documentation of disciplinary investigations;



Recommendations for probation, notices of probation, and notices of removal from
probation;



Recommendations for termination or nonrenewal;



Notices of termination or nonrenewal;



Notices from the Idaho Professional Standards Commission or other similar state agency
of action taken against an individual's certificate; and



Any rebuttal documentation filed by the employee related to any of the above documents.
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For applicants applying for a certificated position, a request will also be made to the office of the
superintendent of public instruction for verification of certification status; any past or pending
violations of the professional code of ethics; any detail as to any prior or pending conditions
placed upon a certificated holder’s certificate; any prior or pending revocation, suspension, or the
existence of any prior letters of reprimand; and information relating to job performance.
Applicants with no prior public school work experience will also be requested to sign a release
allowing school district employees to contact their previous employers and references for
information relating to job performance and/or job-related conduct.
This district may request or require an applicant to provide additional information as appropriate.
NONCONTRACTED PROVISIONAL HIRING
This district may employ applicants on a noncontracted provisional basis as set forth in this
policy. An applicant hired provisionally pending the review of personnel documents will be
provided with the same compensation and benefits as other employees in similar positions, but
will have no contractual or property rights until all contingencies of employment are satisfied.
The district will review prior employer personnel performance materials within thirty (30)
calendar days of receipt. For individuals employed on a noncontracted provisional basis for a
certificated position, a standard certificated contract will be automatically issued at the end of the
thirty (30) day review period, unless prior to that time, the board articulates in writing the
specific information received that justifies a decision not to issue a standard contract. Any reason
articulated by the board must be derived only from the documents received in the personnel file
and may not be based upon any event that has occurred during the period of time the employee
had the status as a noncontracted provisional certified professional employee.
Individuals provisionally employed in a non-certificated position will be automatically hired as
an at-will employee at the end of the thirty (30) day review period, unless prior to that time, the
board articulates in writing the specific information received which justified a decision to
terminate the provisional employment.
FAILURE TO RECEIVE DOCUMENTS FROM OUT-OF-STATE EMPLOYERS
An applicant who has signed the required release statement will not be prevented from gaining
employment in this district if the laws or policies of another state prevent documents from being
made available to Idaho school districts, or if the out-of-state school district fails or refuses to
cooperate with the request. If no documentation is going to be forthcoming from an out-of-state
employer, this district may initially employ the applicant on a standard contract and not utilize
conditional basis employment.
NONDISCLOSURE
Information received pursuant to this policy will be used only for the purpose of evaluating an
applicant’s qualifications for employment in the position in which the individual has applied.
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Except as provided by law, a board member or employee of this school district will not disclose
the information to any person, other than the applicant, who is not directly involved in the
process of evaluating the applicant’s qualifications for employment. A person who releases an
applicant’s information in violation of this provision may be civilly liable for damages caused by
such violation.
♦♦♦♦♦♦♦
LEGAL REFERENCE:
Idaho Code Sections
74-106– Records Exempt from Disclosure – Personnel Records, Personal
Information, Health Records, Professional Discipline
33-1210 – Information on Past Job Performance
ADOPTED: January 23, 2014
AMENDED: January 21, 2016
May 14, 2018
December 13, 2018
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POLICY TITLE:

Information on Past Job Performance:
Release and Authorization Form
(No Prior Public School Experience)

POLICY NO: 404.50F1
PAGE 1 of 1

[SCHOOL DISTRICT LETTERHEAD]
APPLICANT RELEASE AND AUTHORIZATION

I,
, hereby authorize __________________________,
my prior/current employer, to release job-related information, including the dates of
employment, job duties, and quality of my performance to a representative of Blackfoot School
District No.55, where I am an applicant for a position. I further authorize personnel of my
prior/current employer to discuss my job performance with an identified representative of
Blackfoot School District No. 55. Additionally, I authorize Blackfoot School District No. 55 to
contact my references.
I understand that by signing this release I am waiving my right to keep this information
confidential. I certify that my consent for the release of this information is entirely voluntary. I
release my current and past employers, and employees acting on behalf of that employer, from
any liability for providing the information set forth above, or for discussing my job performance
with representatives of the Blackfoot School District No. 55.
I understand this consent to release can be revoked by me at any time in writing, but will not be
effective for materials already released under it.

Applicant’s Signature

Date

Applicant’s Printed Name

This release should be utilized with those applicants with no prior public school work
experience. A copy of the signed release should be provided to those individuals identified as
an employer or reference for an applicant.
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BLACKFOOT SCHOOL DISTRICT NO. 55
270 East Bridge Street, Blackfoot, ID 83221
Web Site: www.d55.k12.id.us
Phone (208) 785-8800
Fax (208) 785-8809
Email: personnel@d55.k12.id.us

APPLICANT RELEASE AND AUTHORIZATION (BP 404.5F2)
I,
, an applicant for a position with Blackfoot
School District No. 55, in Blackfoot, Idaho request that ___________ School District No. _____,
located in __________________________________________, provide a copy of the documents
relating to my job performance or job-related conduct in my personnel file to Blackfoot School
District No. 55 within twenty (20) business days of the date of this request.
Specifically, the following documents are requested to be released:
 All annual evaluations;
 Letters of reprimand or direction;
 Letters of commendation or award;
 Disciplinary actions and documentation of disciplinary investigations;
 Recommendations for probation, notices of probation, and notices of removal from
probation;
 Recommendations for termination or nonrenewal;
 Notices of termination or nonrenewal;
 Notices from the Idaho professional standards commission or other similar state agency
of action taken against an individual's certificate; and
 Any rebuttal documentation filed by the employee relative to any of the above
documents.
Names of any student or fellow employee complainant, other than the employee’s administrative
evaluator or administrative author of communication to the employee, shall be redacted from
such provided documentation.
I further authorize personnel from my prior school district employer to discuss my job
performance with an identified representative of Blackfoot School District No. 55, where I am an
applicant for a position.
I understand that by signing this release I am waiving my right to keep this information
confidential. I certify that my consent for the release of this information is entirely voluntary. I
release my current and past employers, and employees acting on behalf of that employer, from
any liability for providing the information set forth above, or for discussing my job performance
with representatives of Blackfoot School District No. 55.
I certify that I understand this consent to release can be revoked by me at any time in writing, but
will not be effective for materials already released under it.

Applicant’s Signature

Date

Applicant’s Printed Name
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PROHIBITIONS
District employees who have discretionary responsibilities regarding contracts, purchases,
payments, claims, or other pecuniary transactions may not solicit, accept, or agree to accept any
pecuniary benefits from any person or firm known to be interested in, or likely to become
interested in, such transactions.
District employees may not solicit, accept, or receive a pecuniary benefit as payment for
services, advice, assistance or conduct customarily exercised in the course of their official duties.
The prohibitions described herein do not apply to trivial benefits not to exceed the value of fifty
dollars ($50) incidental to personal, professional, or business contacts and involving no
substantial risk of undermining official impartiality.
EMPLOYEE GIFTS
While recognizing that the actions of other individuals or organizations cannot be controlled, it is
the intent of the district to discourage individuals or organizations from presenting gifts to school
employees except in recognition of special occasions or special services rendered to the school or
community. Any gift from an individual, individual’s family or business of an employee of the
district shall not exceed $50.00 in value per school year. District employees are encouraged to
refuse to accept any gift that would tend to place them or the district in a compromised position
or otherwise be a conflict of interest as defined in Idaho law.
Except for small promotional items, no gift may be accepted from a business concern supplying,
or with an interest in supplying, goods, materials or equipment to district schools. Acceptance of
a gift or contribution will not imply an endorsement of any business, products, or services.
District employees are prohibited from soliciting funds on any district premises or at any schoolsponsored activity, regardless of location, for any cause other than those approved by the
superintendent, principal or designee. The selling of merchandise to students and colleagues is
prohibited except in cases where such sales have been approved in advance by the superintendent
or designee.
The board prohibits compulsory participation by district students, employees or patrons in
fundraising activities.
Discipline for violation of this policy may involve actions up to, and including, dismissal.
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♦♦♦♦♦♦♦
LEGAL REFERENCE:
Idaho Code Sections
18-1351 through 18-1360 – Bribery and Corrupt Influence
74-401 et seq. – Ethics in Government
ADOPTED: March 27, 1997
AMENDED: January 21, 2016
July 28, 2022
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Investigating and Reporting Suspected
Child Abuse, Abandonment or Neglect

POLICY NO: 406
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REPORTING REQUIREMENTS
Any school district employee or volunteer having reason to believe that any child under the age
of eighteen (18) has been abused, abandoned, or neglected, or who observed the child being
subjected to conditions or circumstances which had recently resulted in abuse, abandonment, or
neglect, will report or cause to be reported within twenty-four (24) hours such conditions or
circumstances to the proper law enforcement agency or the Department of Health and Welfare.
Failure to report abuse, abandonment, or neglect is a misdemeanor under Idaho law.
DEFINITIONS
Abused:
Any case in which the child has been the victim of: (1) conduct or omission resulting in skin
bruising, bleeding, malnutrition, burns, fracture of any bone, subdural hematoma, soft tissue
swelling, failure to thrive, or death, and such condition or death is not justifiably explained, or
where the history given concerning such condition or death is at variance with the degree or type
of such condition or death, or the circumstances indicate that such condition or death may not be
the product of an accidental occurrence; or (2) sexual conduct, including rape, molestation,
incest, prostitution, obscene or pornographic photography, filming or depiction for commercial
purposes, or other similar forms of sexual exploitation harming or threatening the child’s health
or welfare or mental injury to the child.
Abandoned:
The failure of the parent to maintain a normal parental relationship with the child, including, but
not limited to, reasonable support or regular personal contact. Failure to maintain this
relationship without just cause for a period of one (1) year will constitute prima facie evidence of
abandonment.
Neglected:
A child (1) who is without proper parental care or control, or subsistence, or education, or
medical or other care or control necessary for his or her well-being because of the conduct or
omission of the parents, guardian, or other custodian or their neglect or refusal to provide them;
however, no child whose parent or guardian chooses for such child treatment by prayers through
spiritual means alone in lieu of medical treatment will be deemed for that reason alone to be
neglected or to lack parental care necessary for his or her health and well-being; or (2) whose
parents, guardian or other custodian are unable to discharge their responsibilities to and for the
child and, as a result of such inability, the child lacks the parental care necessary for his/her
health, safety or well-being; or (3) who has been placed for care or adoption in violation of law;
or (4) who is without proper education because of the failure to comply with Idaho Code §33202.
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PROCEDURE FOR REPORTING
1.

Any school district employee or volunteer will report or cause to be reported any
suspected child abuse, abandonment or neglect within twenty-four (24) hours. The
employee or volunteer may ask the building principal to call the appropriate agency on
his/her behalf.

2.

The reporting party (district employee or volunteer initiating the report) will complete a
written statement setting forth the reasons believed that a child has been abused,
abandoned, or neglected. The date and time will be set forth on the written report.

3.

The agencies contacted and the names of the individuals with whom the reporting party
spoke will also be set forth.

4.

Any prior suspicions will also be set forth.

The written report will be delivered to the building principal, who will then deliver a copy of the
written report to the superintendent.
In all cases, the building administrator or program supervisor will be notified as soon as possible.
Because of the specialized training that may be necessary to conduct an investigation of alleged
child abuse, abandonment, or neglect, any formal investigations of the matter will be conducted
by the Idaho Department of Health and Welfare or the local law enforcement agency. All school
district employees and volunteers will cooperate with these organizations in their investigatory
capacities.
REPORTING IMMUNITY
Any person who has reason to believe that a child has been abused, abandoned, or neglected and,
acting upon that belief, makes a report of abuse, abandonment, or neglect, as required, will have
immunity from any liability, civil or criminal, that might otherwise be incurred or imposed. Any
such participant will have the same immunity in respect to participation in any judicial
proceedings resulting from the report. Any person who reports in bad faith or with malice will
not be protected. Any privilege between husband and wife, or between any professional person,
except the lawyer-client privilege, including, but not limited to, physicians, counselors, hospitals,
clinics, day care centers, and schools and their clients, will not be grounds for excluding
evidence in any proceedings regarding the abuse, abandonment, or neglect of the child or the
cause thereof.
Although “reasonable belief” is not defined within Idaho Code, this standard generally means
what a similarly situated person would do under similar circumstances.
Any person who makes a report or allegation of child abuse, abandonment, or neglect knowing
the report to be false, or who reports or alleges such in bad faith or with malice, will be liable to
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the person or parties against whom the report was made for the amount of actual damages
sustained or statutory damages of five hundred dollars ($500), whichever is greater, plus attorney
fees and costs of suit. If a court finds that the individual acted with malice or oppression, the
court may award treble actual damages or treble statutory damages, whichever is greater.

♦♦♦♦♦♦♦
LEGAL REFERENCE:
Idaho Code Sections
16-1602
16-1605
16-1606
16-1607
A.G. OP’N NO. 93-2
White by White v. Pierce County, 797 F.2d 812 (9th Cir. 1986)
ADOPTED: March 27, 1997
AMENDED: January 21, 2016
August 23, 2017
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Family and Medical Leave Act (FMLA)

POLICY NO: 407
PAGE 1 of 6

All eligible employees of this district may take leave as provided by the Family and Medical
Leave Act (FMLA). The FMLA entitles eligible employees to take up to twelve (12) weeks of
unpaid, job-protected leave during a twelve-month (12-month) period for specified family and
medical reasons.
DEFINITIONS
“Child” includes biological, adopted, or foster child, stepchild, legal ward, or a child of a person
standing in loco parentis (in place of parent). The child must be either under 18 years of age or,
if over 18, incapable of self-care because of a mental or physical disability, or be a covered
servicemember.
“Continued treatment” includes:
1. Any consecutive three (3)-day period of incapacity that involves: (a) at least two (2) visits
to a health care provider, or (b) a regimen of continued treatment under a health care
provider’s supervision;
2. Any period of incapacity due to pregnancy (including severe morning sickness), even if
no treatment is obtained for prenatal care;
3. Any period of incapacity due to a chronic medical condition, such as asthma, diabetes, or
epilepsy, even if no treatment is obtained;
4. Any period of absence to receive multiple treatments for restorative surgery or a serious
illness such as cancer, severe arthritis, or kidney disease; or
5. Any permanent or long-term incapacity (e.g., Alzheimer’s or severe stroke), even if no
treatment is being provided.
“Covered active duty” means:
1. For members of the regular Armed Forces, duty during deployment of the member with
the Armed Forces to a foreign country; or
2. For members of the reserve components of the Armed Forces (members of the National
Guard and Reserves), duty during deployment of the member with the Armed Forces to a
foreign country under a call or order to active duty in support of a contingency operation.
“Covered servicemember” means either:
1. A current member of the Armed Forces (including a member of the National Guard or
Reserves) who is undergoing medical treatment, recuperation, or therapy, is in outpatient
status, or is on the temporary disability retired list, for a serious injury or illness.
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2. A veteran of the Armed Forces (including the National Guard or Reserves) discharged
within the five-year period before the family member first takes military caregiver leave
to care for the veteran and who is undergoing medical treatment, recuperation, or therapy
for a qualifying serious injury or illness. A veteran who was dishonorably discharged
does not meet the FMLA definition of a covered servicemember.
“In loco parentis” means a person who provides day-to-day care or financial support for a child.
Employees with no biological or legal relationship to a child can stand in loco parentis to that
child, and are entitled to FMLA leave; e.g., an uncle who cares for his sister’s children while she
serves on active military duty.
“Next of kin” is the nearest blood relative, other than the current servicemember’s spouse,
parent, son, or daughter, in the following order of priority: (1) a blood relative who has been
designated in writing by the servicemember as the next of kin for FMLA purposes, (2) a blood
relative who has been granted legal custody of the servicemember, (3) brothers and sisters, (4)
grandparents, (5) aunts and uncles, and (6) first cousins.
“Parent” includes a biological parent (not parent-in-law) or someone who stood in loco parentis
when the employee was a child.
“Spouse” is a husband or wife, including a common-law or same-sex husband or wife, but does
not include a “significant other” or “domestic partner.”
“Serious health condition” is a condition that involves either an overnight stay in a medical care
facility or “continued treatment” by a health care provider for a condition that either prevents the
employee from performing the functions of the employee’s job.
“Teacher (or instructional employee)”, for the purposes of this policy, means an employee
employed principally in an instructional capacity by the district whose primary function is to
teach and instruct students in a class, a small group, or an individual setting, and includes athletic
coaches, driving instructors, and special education assistants such as signers for the hearing
impaired. The term does not include teacher assistants or aides who do not have as their principal
function actually teaching or instructing, nor auxiliary personnel such as counselors,
psychologists, curriculum specialists, cafeteria workers, maintenance workers, bus drivers, or
other primarily non-instructional employees.
ELIGIBLE EMPLOYEE
An eligible employee is defined as an individual who:
1. Has been employed by the district for at least twelve (12) months (need not be
consecutive months of employment); and
2. Has been employed for at least one thousand two hundred fifty (1,250) hours of service
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during the twelve-month (12-month) period immediately preceding the commencement
of the leave*; and
3. Is employed at a worksite where fifty (50) or more employees are employed by the
district within seventy-five (75) miles of the worksite.
*Full-time teachers are presumed to be eligible for FMLA leave, unless the district can clearly
demonstrate that the teacher did not work 1,250 hours during the previous twelve (12) months.
For the purpose of determining continuing eligibility for FMLA, this district will calculate the
“twelve-month (12-month) period immediately preceding the commencement of the leave” as
the calendar year.
LEAVE ENTITLEMENT
Eligible employees are entitled to up to twelve (12) workweeks of unpaid, job-protected leave in
a twelve-month (12-month) period for one (1) or more of the following reasons:
1. The birth of a child and to care for the newborn child within one (1) year of birth*;
2. The placement with the employee of a child for adoption or foster care and to care for the
newly placed child within one (1) year of placement*;
3. To provide care for the employee’s spouse, child, or parent, who has a serious health
condition; or
4. For a serious health condition that makes the employee unable to perform the employee’s
job.
5. For any qualifying exigency arising out of the fact that the employee’s spouse, son,
daughter, or parent is a military member on covered active duty or has been notified of an
impending call or order to covered active duty.
*If the district employs both spouses to whom this provision applies, the husband and wife are
limited to a total of twelve (12) workweeks during the twelve-month (12-month) period, which
can be divided any way they choose and can be overlapping. Both parents are eligible to take
their remaining weeks of FMLA leave for another FMLA-qualifying purpose, including but not
limited to, a serious health condition of the child, or to recover from a C-section or other birth
complications.
MILITARY CAREGIVER LEAVE
An eligible employee who is the spouse, son, daughter, parent, or next of kin of a covered
servicemember is entitled to a total of twenty-six (26) workweeks of leave during a twelvemonth (12-month) period to care for the servicemember who is recovering from a serious illness
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or injury sustained in or aggravated by service in the line of duty while on active duty in the
Armed Forces. The servicemember must either be currently in the Armed Forces and unable to
perform regular duties, or was in the Armed Forces and was discharged under other than
dishonorable conditions within five (5) years of receiving the medical treatment, recuperation or
therapy prompting the employee's leave request. Such leave shall only be available during a
single twelve-month (12-month) period.
During the single twelve-month (12-month) period, an eligible employee shall be entitled to a
combined total of twenty-six (26) workweeks of leave, including the twelve (12) weeks for a
“qualified exigency.” However, there is no limitation on the availability of leave during any
other twelve-month (12-month) period. If the district employs both spouses to whom this section
applies, the husband and wife are limited to a total of twenty-six (26) workweeks during the
twelve-month (12-month) period for all types of FMLA leave.
REQUESTING LEAVE
Employees must comply with the district’s usual and customary requirements for requesting
leave and provide enough information for the district to reasonably determine whether the
FMLA may apply to the leave request. Employees generally must request leave thirty (30) days
in advance when the need for leave is foreseeable. When the need for leave is foreseeable less
than thirty (30) days in advance or is unforeseeable, employees must provide notice as soon as
possible and practicable under the circumstances.
When an employee seeks leave for a FMLA-qualifying reason for the first time, the employee
need not expressly assert FMLA rights or even mention the FMLA. If an employee later requests
additional leave for the same qualifying condition, the employee must specifically reference
either the qualifying reason for leave or the need for FMLA leave.
USE OF ACCRUED PAID LEAVE
Once it has been determined that the leave is for an FMLA-qualifying reason, any accrued paid
leave, such as sick or vacation leave, used by an employee for absences which qualify for FMLA
coverage will be counted as FMLA leave, unless the district determines otherwise.
INTERMITTENT OR REDUCED LEAVE SCHEDULE
The district will comply with the mandates of FMLA, including any special rules which may
apply regarding the taking of intermittent leave or leave on a reduced leave schedule, or leave
near the end of an academic term by instructional employees. Intermittent leave means to take
leave for periods of a particular duration, not to exceed the duration of the planned medical
treatment; or to transfer temporarily to an available alternative position offered by the employer
for which the employee is qualified that has equivalent pay and benefits and better
accommodates recurring periods of leave than the regular employment position of the employee.
The district will consider requests by employees for intermittent leave or leave on a reduced
leave schedule on a case-by-case basis.
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LEAVE DURING PERIODS NEAR THE CONCLUSION OF THE ACADEMIC TERM
The following special rules apply with respect to periods of leave near the conclusion of an
academic term in the case of any eligible employee employed principally in an instructional
capacity by the district or school:
1. Leave more than five (5) weeks prior to end of term. If the eligible employee begins
leave more than five (5) weeks prior to the end of the academic term, the district or
school may require the employee to continue taking leave until the end of the term if the
leave is at least three (3) weeks in duration and the return to employment would occur
during the 3-week period of the term.
2. Leave less than five (5) weeks prior to end of term. If the eligible employee begins leave
less than five (5) weeks prior to the end of the academic term, the district or school may
require the employee to continue taking leave until the end of the term if the leave is of
greater than two (2) weeks duration and the return to employment would occur during the
2-week period before the end of the term.
3. Leave less than three (3) weeks prior to end of term. If the eligible employee begins
leave less than three (3) weeks prior to the end of the academic term and the duration of the
leave is greater than five (5) working days, the district or school may require the employee to
continue to take leave until the end of the term.
HEALTH INSURANCE COVERAGE
The district will continue group health insurance coverage for an employee on FMLA leave
under the same terms and conditions as if the employee had not taken leave and will provide any
necessary notice of termination of such insurance coverage due to the employee’s failure to pay
his/her portion of the premium or the employee’s request for termination of coverage. Such
notice will be provided at least fifteen (15) days prior to the termination of coverage.
CERTIFICATION
When an employee requests FMLA leave due to his or her own serious health condition or a
covered family member’s serious health condition the district may require certification in support
of the leave from a health care provider. The district may also require periodic recertification of a
serious health condition.
JOB RESTORATION
Upon return from FMLA leave, the employee will be restored to his or her original job or to an
equivalent job with equivalent pay, benefits, and other terms and conditions of employment. An
employee’s use of FMLA leave will not be counted against the employee under a “no-fault”
attendance policy.
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NOTICE
This district will post a notice approved by the U.S. Secretary of Labor explaining the rights and
responsibilities under the FMLA at the district offices.

♦♦♦♦♦♦♦
LEGAL REFERENCE:
Family and Medical Leave Act of 1993
29 USC § 2611
29 USC § 2654
29 CFR §§ 825.600 – 825.604
Idaho Code Section 33-1216 – Sick and Other Leave
ADOPTED: March 27, 1997
AMENDED: December 21, 2006
October 23, 2008
January 21, 2016
May 14, 2018
ATTACHMENTS:
Employee Rights and Responsibilities under the Family and Medical Leave Act
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EMPLOYEE RIGHTS AND RESPONSIBILITIES
UNDER THE FAMILY AND MEDICAL LEAVE ACT
Basic Leave Entitlement

a regimen of continuing treatment, or incapacity due to pregnancy, or
incapacity due to a chronic condition. Other conditions may meet the
definition of continuing treatment.

• for incapacity due to pregnancy, prenatal medical care or child birth;
• to care for the employee’s child after birth, or placement for adoption
or foster care;
• to care for the employee’s spouse, son, daughter or parent, who has
a serious health condition; or
• for a serious health condition that makes the employee unable to
perform the employee’s job.

Use of Leave

Military Family Leave Entitlements

Substitution of Paid Leave for Unpaid Leave

FMLA requires covered employers to provide up to 12 weeks of unpaid,
job-protected leave to eligible employees for the following reasons:

Eligible employees whose spouse, son, daughter or parent is on covered
active duty or call to covered active duty status may use their 12-week
leave entitlement to address certain qualifying exigencies. Qualifying
exigencies may include attending certain military events, arranging for
alternative childcare, addressing certain financial and legal arrangements,
attending certain counseling sessions, and attending post-deployment
reintegration briefings.
FMLA also includes a special leave entitlement that permits eligible
employees to take up to 26 weeks of leave to care for a covered servicemember during a single 12-month period. A covered servicemember is:
(1) a current member of the Armed Forces, including a member of the
National Guard or Reserves, who is undergoing medical treatment,
recuperation or therapy, is otherwise in outpatient status, or is otherwise
on the temporary disability retired list, for a serious injury or illness*;
or (2) a veteran who was discharged or released under conditions other
than dishonorable at any time during the five-year period prior to the
first date the eligible employee takes FMLA leave to care for the covered
veteran, and who is undergoing medical treatment, recuperation, or
therapy for a serious injury or illness.*

*The FMLA definitions of “serious injury or illness” for
current servicemembers and veterans are distinct from
the FMLA definition of “serious health condition”.
Benefits and Protections

During FMLA leave, the employer must maintain the employee’s health
coverage under any “group health plan” on the same terms as if the
employee had continued to work. Upon return from FMLA leave, most
employees must be restored to their original or equivalent positions
with equivalent pay, benefits, and other employment terms.
Use of FMLA leave cannot result in the loss of any employment benefit
that accrued prior to the start of an employee’s leave.

An employee does not need to use this leave entitlement in one block.
Leave can be taken intermittently or on a reduced leave schedule when
medically necessary. Employees must make reasonable efforts to schedule
leave for planned medical treatment so as not to unduly disrupt the
employer’s operations. Leave due to qualifying exigencies may also be
taken on an intermittent basis.
Employees may choose or employers may require use of accrued paid
leave while taking FMLA leave. In order to use paid leave for FMLA
leave, employees must comply with the employer’s normal paid leave
policies.

Employee Responsibilities

Employees must provide 30 days advance notice of the need to take
FMLA leave when the need is foreseeable. When 30 days notice is not
possible, the employee must provide notice as soon as practicable and
generally must comply with an employer’s normal call-in procedures.
Employees must provide sufficient information for the employer to determine
if the leave may qualify for FMLA protection and the anticipated timing
and duration of the leave. Sufficient information may include that the
employee is unable to perform job functions, the family member is unable
to perform daily activities, the need for hospitalization or continuing
treatment by a health care provider, or circumstances supporting the need
for military family leave. Employees also must inform the employer if
the requested leave is for a reason for which FMLA leave was previously
taken or certified. Employees also may be required to provide a certification
and periodic recertification supporting the need for leave.

Employer Responsibilities

Covered employers must inform employees requesting leave whether
they are eligible under FMLA. If they are, the notice must specify any
additional information required as well as the employees’ rights and
responsibilities. If they are not eligible, the employer must provide a
reason for the ineligibility.
Covered employers must inform employees if leave will be designated
as FMLA-protected and the amount of leave counted against the employee’s
leave entitlement. If the employer determines that the leave is not
FMLA-protected, the employer must notify the employee.

Unlawful Acts by Employers

FMLA makes it unlawful for any employer to:

Eligibility Requirements

Employees are eligible if they have worked for a covered employer for at
least 12 months, have 1,250 hours of service in the previous 12 months*,
and if at least 50 employees are employed by the employer within 75 miles.

*Special hours of service eligibility requirements apply to
airline flight crew employees.

• interfere with, restrain, or deny the exercise of any right provided
under FMLA; and
• discharge or discriminate against any person for opposing any practice
made unlawful by FMLA or for involvement in any proceeding under
or relating to FMLA.

Enforcement

Definition of Serious Health Condition

A serious health condition is an illness, injury, impairment, or physical
or mental condition that involves either an overnight stay in a medical
care facility, or continuing treatment by a health care provider for a
condition that either prevents the employee from performing the functions
of the employee’s job, or prevents the qualified family member from
participating in school or other daily activities.
Subject to certain conditions, the continuing treatment requirement may
be met by a period of incapacity of more than 3 consecutive calendar days
combined with at least two visits to a health care provider or one visit and

An employee may file a complaint with the U.S. Department of Labor
or may bring a private lawsuit against an employer.
FMLA does not affect any Federal or State law prohibiting discrimination,
or supersede any State or local law or collective bargaining agreement
which provides greater family or medical leave rights.

FMLA section 109 (29 U.S.C. § 2619) requires FMLA
covered employers to post the text of this notice. Regulation
29 C.F.R. § 825.300(a) may require additional disclosures.

For additional information:
1-866-4US-WAGE (1-866-487-9243) TTY: 1-877-889-5627

WWW.WAGEHOUR.DOL.GOV

U.S. Department of Labor Wage and Hour Division

WHD Publication 1420 · Revised February 2013

POLICY TITLE:

Sick Leave

POLICY NO: 407.50
PAGE 1 of 2

At the beginning of the employment year, all non-certificated employees of this district, who
regularly work twenty (20) hours or more per week, and all certificated employees, who work
half-time or more per week, will be entitled to sick leave with full pay at a calculated rate of
0.0619 per day. Employees who work more than 20 hours per week, but less than full-time, will
have the sick leave prorated by the full-time equivalent (FTE) worked.
“Employment year” is defined as beginning July 1 and continuing through June 30 of the
following year.
“Days of service” is the individual employee’s scheduled number of days for which they are
hired to work.
CALCULATION OF SICK LEAVE
Sick leave will be calculated pursuant to the employee’s “days of service.”
Certificated Employees: Sick leave for certificated employees will be calculated by the day at
the rate of 0.0619 per day, or percentage thereof, as defined in the individual employee’s
contract. Additional sick leave may be provided to certificated personnel when the negotiated
agreement between the district and the local education association so specifies.
Classified, Full-Time Employees: Classified, full-time employees will be credited sick leave at
the rate of 0.0619 per day. Classified employees who work less than full-time, but more than 20
hours per week, will be credited sick leave at a rate calculated proportionate to the average hours
worked per day.
NOTICE OF CREDITED SICK LEAVE
Each employee will be credited sick leave for the employment year, and notified of the sick
leave benefits to which he/she is entitled, at the beginning of the employment year, or first day of
employment if employment commences during the employment year.
MEDICAL DOCUMENTATION
To protect the district against malingering and false claim of illness, an employee may be
required to provide proof of illness, at the discretion of the superintendent or designee. The
superintendent or designee may require proof of the employee’s ability to return to work
following an illness.
ACCUMULATION OF SICK LEAVE
Unused sick leave will be accumulated from year to year as provided in the negotiated agreement
and Idaho Code 33-1281, as long as an employee remains continually in the service of this
district.
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If a new employee has been employed by another district or state educational agency during the
year immediately preceding, that individual’s accumulated sick leave, up to a maximum of
ninety (90) days, will be secured for, and credited to, that new employee.
In no event will the board compensate an employee for unused sick leave, but the ability of the
board of trustees to approve retirement severance pay is not limited or prohibited by this policy.
♦♦♦♦♦♦♦
LEGAL REFERENCE:
Idaho Code Sections
33-1216 through 33-1218
Family Medical Leave Act
29 USC Section 2654
58 CFR 31812 through 31839
Porter, et al. v. Bd. of Trustees, Preston School District No. 201, 105 P.3d 671 (Idaho 2004).
ADOPTED: March 27, 1997
AMENDED: December 14, 2005
December 21, 2006
October 23, 2008
March 19, 2009
January 21, 2016

Note: If the school district board of trustees or the charter school board of directors does
not approve a policy identifying the amount of sick leave that may be accumulated, the
accumulation is limited by statute to no more than ninety (90) days. Retiring employees
will be limited by the accumulation policy on the amount of sick leave that can be
determined available to convert for payment of continuing health insurance premiums.
Idaho Code expressly states that employees cannot be compensated for unused sick leave,
but retirement severance pay is not prohibited.
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POLICY TITLE:

Jury Duty

POLICY NO: 408
PAGE 1 of 1

Any employee called for jury duty shall submit a copy of the notification letter to his or
her supervisor. All employees serving on jury duty shall receive paid leave from the
district. In return, the employee shall give the jury duty stipend to the district.
♦♦♦♦♦♦♦
LEGAL REFERENCE:
Idaho Code Section 2-201, et seq.
ADOPTED: March 27, 1997
AMENDED: January 21, 2016
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POLICY TITLE:

Military Leave

POLICY NO: 409
PAGE 1 of 4

The district is committed to protecting the rights of its employees who voluntarily or
involuntarily leave employment to undertake military service or certain types of service in the
National Disaster Medical System. This policy and the attached Notice of Rights sets forth
district obligations and employee rights under the Uniformed Services Employment and
Reemployment Rights Act of 1994 (“USERRA”). A notice containing the rights and benefits
available to employees on military duty under USERRA will be posted in the district office or
other location(s) where such notices are customarily placed.
DEFINITIONS
“Employee” means any person employed by a district, including a person who is a citizen,
national, or permanent resident alien.
“Military duty,” also referred to as “service in the uniformed services,” means the performance
of duty on a voluntary or involuntary basis in a uniformed service under competent authority and
includes active duty, active duty for training, initial active duty for training, inactive duty
training, full-time National Guard duty, a period for which a person is absent from a position of
employment for the purpose of an examination to determine the fitness of the person to perform
any such duty, and a period for which a person is absent from employment for the purpose of
performing funeral honors duty.
“Notice” means any written or verbal advance notification by an employee to the district of an
obligation or intention to perform service in the uniformed services.
“Veteran,” for the purposes of Idaho law provisions, means any person who has served in the
active service of the armed forces of the United States during any period of war recognized by
the United States Department of Veterans Affairs for the purpose of awarding federal veterans
benefits, and who has been honorably discharged from service.
“Uniformed services” means the Armed Forces (active and reserve components of the United
States Army, Navy, Marine Corps, Coast Guard, and Air Force); the Army National Guard and
the Air National Guard when engaged in active duty for training, inactive duty training, or fulltime National Guard duty; the commissioned corps of the Public Health Service; and any other
category of persons designated by the President of the United States in time of war or national
emergency.
MILITARY ORDERS AND DISTRICT BENEFITS
Any employee who begins military duty pursuant to valid military orders will be placed on leave
without pay, except to the extent an employee elects to use accrued vacation or personal leave.
An employee called to military duty may elect to continue group health care coverage for the
employee and dependents for the lesser of:
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1. The eighteen (18) month period beginning on the date the leave begins;
2. A period of twenty-four (24) months beginning on the date the leave begins, for those
employees called to military duty who make such election to continue coverage on or
after December 10, 2004; or
3. The day after the date on which the person fails to apply for or return to a position of
employment with the district.
The employee may be required to pay not more than one hundred two percent (102%) of the full
premium of the plan, except in the case the military duty was less than thirty-one (31) days, in
which case the employee shall only be responsible for the employee’s share of the coverage.
Any employee called to military duty and reemployed by the district after the military duty
ceased may elect to make contributions to any employer pension benefit plan, not to exceed the
amount the employee would have been permitted or required to contribute had the employee
remained continuously employed by this district throughout the period of military duty. Military
duty will not be counted as time away from the district for retirement purposes.
REEMPLOYMENT RIGHTS
Reemployment rights occur whenever an employee:
1. Leaves his or her position, whether voluntarily or involuntarily, to perform military duty;
2. Has given the district prior notice of the military duty, unless prior notice is precluded by
military necessity or is otherwise impossible or unreasonable;
3. Is relieved or discharged from such duty under honorable conditions; and
4. The employee makes application for reemployment as follows:
a. For military duty which lasted no more than thirty (30) days, the employee must be
available to begin work at the first regularly scheduled work day or eight (8) hours
after the end of the military duty, plus reasonable commuting time from the military
duty state to home.
b. For military duty that lasted between thirty-one (31) and one hundred eighty (180)
days, the employee’s application for reinstatement must be submitted to the district
not later than fourteen (14) days after completion of military duty.
c. For military duty that lasted between one hundred eighty-one (181) days and up to
five (5) years, the employee’s application for reinstatement must be submitted not
later than ninety (90) days after he or she is relieved from military duty.
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(1) The timelines set forth above may be extended for up to two (2) years in the event
the employee is convalescing due to a disability incurred or aggravated during
military service.
(2) The two-year period shall be extended by the minimum time required to
accommodate circumstances beyond the employee’s control that make reporting
within the ninety (90) days impossible or unreasonable.
An employee who fails to report or apply for employment or reemployment within the
appropriate time period specified above shall not automatically forfeit the employee’s
entitlement to the rights and benefits but shall be subject to the conduct rules, established policy,
and general practices of the district pertaining to explanations and discipline with respect to
absence from scheduled work.
The cumulative length of the current absence and of all previous absences from employment
with the district for military duty may not exceed five (5) years, unless an exception applies.
Employees who meet the above criteria for reemployment will be given the reemployment
positions as required by USERRA.
Any employee who is restored to a former position will be considered to have been on leave of
absence during his or her period of military duty and will not be discharged from that position
without cause as follows:
1. Within one (1) year after the date of such reemployment, if the person’s period of military
duty before the reemployment was more than one hundred eighty (180) days; or
2. Within one hundred eighty (180) days after the date of reemployment, if the person’s
period of military duty before the reemployment was more than thirty (30) days but less
than one hundred eighty-one (181) days.
An employee will not be reinstated if the district is able to show that:
1. The district’s circumstances have so changed as to make reemployment impossible or
unreasonable;
2. Reemployment would impose an undue hardship (as defined by federal law) on the
district;
3. The prior employment with the district was for a brief, nonrecurrent period and there is
no reasonable expectation that such employment will continue indefinitely or for a
significant period;
4. Any reemployment is impossible or unreasonable because of a change in the district’s
circumstances; or
5. Any accommodation, training, or effort would impose an undue hardship on the district.
SECTION 400: PERSONNEL
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♦♦♦♦♦♦♦
LEGAL REFERENCE:
Uniformed Services Employment and Reemployment Rights Act of 1994
38 USC §§4301-4334, as amended by the Veterans Benefits Improvement Act of 2004
(PL 108-454, § 201(a))
20 CFR §1002 et seq.
ADOPTED: March 27, 1997
AMENDED: September 26, 2002
September 23, 2004
October 27, 2005
October 23, 2008
January 21, 2016
May 14, 2018

Note: Eligible veterans are entitled to preference in the initial hiring process. See Policy 400.10,
entitled “Idaho State Veteran Employment Preference,” for details regarding the district’s
obligation in such cases.
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POLICY TITLE:

Administrative Leave

POLICY NO: 409.50
PAGE 1 of 2

Recognizing the need for administrators to make personnel management decisions in a timely
manner and to provide for the efficient operation of this district, the board of trustees of
Blackfoot School District No. 55 delegates to the superintendent or designee the ongoing
authority to immediately suspend or temporarily place district employees on administrative leave
with pay.
INVOLUNTARY LEAVE WITH PAY
The superintendent or designee will have ongoing authority to place any employee on a period of
temporary involuntary leave of absence should he or she believe that such action is in the best
interest of the district. Circumstances supporting a temporary administrative leave with pay
include, but are not limited to those in which the employee has or is alleged to have: (1) violated
the Idaho Code of Ethics; (2) created an immediate or imminent threat to the safety and
wellbeing of a student or other district employee; (3) violated a district policy or policies; (4)
when such leave is necessary to conduct an investigation involving alleged misconduct by the
employee; or (5) the presence of the employee may unduly influence or undermine an
investigation.
The superintendent or designee shall have the authority to suspend with pay the employee
pending the next regularly scheduled board meeting or twenty-one (21) business days, whichever
comes first. The board reserves the right to continue or discontinue the administrative leave with
pay.
INVOLUNTARY LEAVE WITHOUT PAY DUE TO COURT ORDER
A certificated employee's involuntary leave of absence will be without pay where there is a
criminal court order preventing the certificated employee from being in the presence of minors or
students, preventing the employee from being in the presence of any other adult individual
employed at the school, or detaining the employee in prison or jail due to the certificated
employee's inability to perform the essential functions of the employee's position. If there are
dual court orders preventing more than one (1) employee from being in the presence of one (1)
or more other employees, all employees subject to the court order will be excluded from the
school.
During the period of unpaid leave, the district will continue to pay the district’s portion of
monthly costs associated with the certificated employee’s health insurance benefits and maintain
the certificated employee’s salary in a district account. Should the certificated employee return
to the district for active employment subsequent to the removal or dismissal of the court order,
acquittal or adjudication of innocence, the district will remit the salary funds, less the cost
incurred by the district for the substitute hired to replace the employee, and will arrange to have
the employee credited with the public employee retirement system of Idaho (PERSI) for the
employee’s time away from work during the period of leave of absence.
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TIMELINE FOR INVESTIGATION
In the event a certificated employee is placed on involuntary leave of absence based on the
district’s need to conduct an investigation into the employee’s conduct, and no related criminal
investigation or charges are pending, the investigation will be completed by the superintendent or
designee within sixty (60) working days. On or before the sixtieth (60th) working day, the
administrative leave will either cease and the employee will be returned to his position of
employment, or the superintendent or designee will advance a personnel recommendation to the
board. If a recommendation is advanced, the involuntary leave of absence will continue until the
board has made its decision in regard to the personnel recommendation with the decision
effectively concluding the involuntary leave of absence.
No timeline for involuntary leave will apply if a criminal investigation is ongoing and/or
criminal charges are pending, or if waived by mutual agreement.
This policy is not intended to limit the authority of the superintendent or designee to hire,
suspend, discipline, terminate or initiate any other action related to the employment of classified
employees, subject to the right of grievance set forth in Idaho Code §33-517.

♦♦♦♦♦♦♦
LEGAL REFERENCE:
Idaho Code §33-506(3)(a) – Organization and Government of Board of Trustees
Idaho Code §33-513 – Professional Personnel
Idaho Code §33-517 – Noncertificated Personnel
ADOPTED: February 22, 2007
AMENDED: December 8, 2011
January 15, 2015
January 21, 2016
October 22, 2020
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POLICY TITLE:

Personnel Files

POLICY NO: 411
PAGE 1 of 2

This district will maintain a personnel file for each employee. Each personnel file will contain
any and all job-related conduct and performance materials relevant to the evaluation of the
employee. The personnel records of all district employees will be maintained in the district’s
central office. In addition to records relating to job performance or job-related conduct set forth
below, personnel records will include completed application forms, recommendations, college
transcripts, and other information deemed necessary by the district or administration.
Timely notice will be given to the employee of all materials placed in the personnel file. The
employee will have the right to attach a rebuttal to any materials that are objected to by the
employee within thirty (30) days of receipt of notice of such placement.
Personnel files are confidential with the exception of information contained in the file pertaining
to public service or employment history, classification, pay grade and step, longevity, gross
salary and salary history, including bonuses, severance packages, other compensation or
vouchered and unvouchered expenses for which reimbursement was paid, status, workplace, and
employing agency. Disclosure of information in personnel files by the district will comply with
the Idaho Public Records Law, Idaho Code §74-101 et seq.
Within twenty (20) business days after receipt of a statement signed by an employee or former
employee, any and all material contained in the personnel file related to job performance or job
related conduct of an employee may be disclosed in good faith to another Idaho district, so long
as the statement provides the appropriate consent for the release of documents and further
releases this school district and its employees from any liability for providing the requested
information.
Documentation relating to the job performance or job-related conduct of an employee includes
the following:


All annual evaluations;



Letters of reprimand or direction;



Letters of commendation or award;



Disciplinary actions and documentation of disciplinary investigations;



Recommendations for probation, notices of probation, and notices of removal from
probation;



Recommendations for termination or nonrenewal;



Notices of termination or nonrenewal;



Notices from the Idaho Professional Standards Commission or other similar state agency
of action taken against an individual's certificate; and



Any rebuttal documentation filed by the employee related to any of the above documents.

An employee has the right to access his or her own personnel file upon request and will be
provided copies of materials contained in the file. However, an employee is not entitled to
access letters of recommendation or material used to screen and test for employment.
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Upon separation from employment with the district, all documents from any other file, including
an investigative file, will be moved into the former employee’s personnel file. The requirement
to submit investigative files to the personnel file will not be construed to be a waiver of the
attorney client privilege. Names of any student, fellow employees or complainants, other than
the employee’s administrative supervisor or administrative author of a document, will be
redacted prior to the record being moved into the personnel file.
The former employee will be provided a copy of the documents and written notice of the
inclusion of the information into his or her personnel file to the former employee’s last known
address. The former employee will be permitted the opportunity to file a rebuttal to the new
documents placed into the personnel file. If an ongoing personnel investigation was taking
place, the contents of the district's investigative file will be forwarded to the professional
standards commission when the district submits the report required pursuant to Idaho Code §331208A.
In the event the district elects to enter into a resignation or severance agreement with an
employee, no provision in the agreement will allow for the suppressing of information
concerning negative job performance, or allow for expunging information regarding unethical
conduct from the district’s personnel, investigative, or other files regarding the employee. This
does not, however, restrict the expungement of information from a personnel file about alleged
verbal or physical abuse or sexual misconduct that has not been substantiated.
♦♦♦♦♦♦♦
LEGAL REFERENCE:
Idaho Code Sections
74-106(1) – Records Exempt from Disclosure – Personnel Records, Personal
Information, Health Records, Professional Discipline
33-517 – Noncertificated Personnel
33-518 – Employee Personnel Files
33-1210 – Information on Past Job Performance
ADOPTED: March 27, 1997
AMENDED: January 23, 2014
January 21, 2016
March 15, 2018
September 20, 2018
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POLICY TITLE:

General Personnel Regulations

POLICY NO: 412
PAGE 1 of 1

All employees shall at all times be subject to the authority and control of the superintendent and
to such rules and regulations as he or she may from time to time issue with the consent of the
board.
No administrator or teacher employed in Blackfoot School District No. 55 shall be in a position
of direct supervision of his or her spouse or sibling.
No direct relation (spouse, brother, sister, or children) of the district staff (assistant
superintendents, business manager, or superintendent) shall be hired within the school district.
♦♦♦♦♦♦♦
LEGAL REFERENCE:
Idaho Code Section 33-506
ADOPTED: March 27, 1997
AMENDED: January 21, 2016
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POLICY TITLE:

Political Activities

POLICY NO: 413
PAGE 1 of 1

The board of trustees recognizes that school employees have the right, as do other citizens, to
seek public office. The board of trustees does not, however, encourage school personnel to seek
public office if it interferes in any way with the performance of the duties for which they were
employed. Principals, teachers, and other school employees are employed to perform certain
duties for the school district. If the board of trustees judges that holding any office results in an
unsatisfactory performance of an employee's duties or in excess criticism, it shall reserve the
right to ask the employee to choose between jobs. If an employee plans to run for office, the
following guidelines shall be observed:
1. Before filing for any office, the employee must first notify and consult with the
superintendent and the board of trustees.
2. No electioneering or politics shall be brought into the schools.
3. No school time shall be used for electioneering or for the performance of any duties of the
office.
4. If there should be any released time from school duties for the office in any way, the terms of
the negotiated agreement shall be followed.
5. Since it will be necessary, in some cases, to ask for extended periods of leave, the employee
should be aware that this may result in the lessening of his effectiveness and could result in a
lowering of the evaluation of his job performance.
6. Employees may take a non-paid leave-of-absence to run for public office or to hold public
office. This applies to classified and certificated employees pursuant to the terms of the
negotiated agreement.
No partisan or political activities shall be permitted on the part of any school employee at any
time during regular school hours.
♦♦♦♦♦♦♦
LEGAL REFERENCE:
Idaho Code Section 33-506(1)
ADOPTED: March 27, 1997
AMENDED: January 21, 2016
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POLICY TITLE:

Sexual Harassment

POLICY NO: 414
PAGE 1 of 4

It is the policy of this district to maintain an environment that is free from sexual harassment.
Every employee has the right to work in an atmosphere that promotes equal opportunities, free
from all forms of discrimination and conduct that could be harassing, coercive, or disruptive.
Likewise, every student has the right to attend school and access educational opportunities and
benefits, free from all forms of discrimination and conduct that could be harassing, coercive, or
disruptive.
District employees are:
1.

Prohibited from sexually harassing other employees, students, or visitors of the district;

2.

Required to report to his/her supervisor, the superintendent, or the discrimination
compliance officer, sexual harassment of which the employee becomes aware; and

3.

Required to take immediate action to discipline and/or report students who engage in
conduct which may be reasonably considered to constitute harassment of another student.

This policy applies to all conduct on the district’s premises and to conduct off the district’s
premises that has an effect upon an employee’s work environment or a student’s educational
environment.
As deemed appropriate, the district will provide training to employees regarding sexual
harassment and will take reasonable steps to take remedial action to stop harassment and prevent
its recurrence. This policy should be reviewed by each employee on a periodic basis.
DEFINITION OF SEXUAL HARASSMENT
Sexual harassment is a form of misconduct that includes unwelcome sexual advances, requests
for sexual favors, sexually motivated physical conduct, or other verbal or physical conduct of a
sexual nature when:
1.

Submission to such conduct is made either explicitly or implicitly a term or condition of
an individual’s employment or participation in the educational process;

2.

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

3.

Such conduct has the purpose or effect of unreasonably interfering with an individual’s
work performance or education, or creating an intimidating, hostile, or offensive work or
educational environment.

Examples of sexual harassment include, but are not limited to, the following:
1.

Unwelcome verbal statements of a sexual or abusive nature, including requests or
demands for sexual activity, sexual jokes, and obscene comments, etc.;
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2.

Unwelcome, sexually motivated or inappropriate touching, pinching, or other physical
contact;

3.

Unwelcome sexual behavior or communications, accompanied by implied or overt threats
concerning an individual’s employment or education;

4.

Unwelcome behavior or communications directed at an individual because of his or her
gender; and

5.

Stalking or unwelcome sexually motivated attention.

REPORTING A COMPLAINT
Individuals who believe they are being sexually harassed should firmly and promptly notify the
offender that his or her behavior is unwelcome. Additionally, the complainant has the right to
file a written complaint. The following steps should be followed when reporting a sexual
harassment complaint:
1.

The individual may report the complaint to his or her supervisor or building principal. If
the supervisor successfully resolves the complaint in an informal manner, a confidential
report will be made to the superintendent about the complaint and resolution so that the
district may determine if any pattern of sexual harassment by any particular individual
exists. If the supervisor is unable to resolve the complaint, the complaint will be referred
to the superintendent.

2.

If the individual chooses not to report the complaint to his or her supervisor, the
individual may report the incident directly to the superintendent. If the complaint in any
manner involves the superintendent, the individual should report the complaint to the
discrimination compliance officer for this district. The discrimination compliance officer
will be designated by the superintendent.

An employee, at any time, may file a sexual discrimination or harassment claim with the Idaho
Human Rights Commission (IHRC) and/or the Equal Employment Opportunity Commission
(EEOC). The addresses of these organizations are set forth in the policy entitled Civil Rights
Grievance Procedure (Policy 294P1).
INVESTIGATION OF A SEXUAL HARASSMENT COMPLAINT
1.

Any allegation of sexual harassment will be promptly investigated. Unless impracticable,
the investigation will begin within five (5) working days of the date the complaint is
filed.

2.

At the discretion of the superintendent or designee, and after consultation with legal
counsel for the district, the alleged offender may be suspended, with pay, pending
completion of the investigation and review of the investigation report.

3.

Confidentiality will be maintained throughout the investigatory process to the extent
practical and appropriate under the circumstances. The complainant and alleged offender
will be interviewed, as well as other individuals who may have knowledge regarding the
allegations.
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4.

Complaints will be investigated by the district superintendent, the district’s
discrimination compliance officer, or other designee.

5.

Upon completion of the investigation, the investigator will prepare a written report that
contains factual findings regarding the allegations and the investigator’s conclusion as to
whether or not sexual harassment occurred.

6.

If the investigation is inconclusive or it is determined that there has been no unlawful
sexual harassment or retaliation, but some potentially problematic conduct is revealed,
the superintendent may recommend a corrective action plan to the board and the board
may impose such corrective action plan.

7.

Promptly after the investigation is concluded, the superintendent and/or the
discrimination compliance officer will separately meet with the complainant and the
person alleged to have committed the offenses to notify them in person of the findings of
the investigation.

8.

The complainant and the person alleged to have committed the offenses may submit
statements to the superintendent and/or discrimination compliance officer challenging the
factual basis of the findings. Any such statement must be submitted no later than five (5)
working days after the meeting in which the findings of the investigation are discussed.

9.

Promptly after the superintendent and/or discrimination compliance officer have met with
both parties and reviewed any written statements challenging the findings of the
investigation, and after consultation with legal counsel for the district, a decision will be
made as to what action, if any, should be recommended to the board.

DISCIPLINARY ACTIONS
If the investigator determines that an employee has sexually harassed another employee or a
student, filed false allegations of harassment, or retaliated against a complainant or other
individual participating in the investigation of a sexual harassment complaint, the superintendent
will inform and recommend disciplinary action to the board. The board will impose disciplinary
action consistent with the requirements of applicable state law, district policies and/or collective
bargaining agreements. Such disciplinary action may include, but is not limited to, dismissal
from employment, suspension, and reassignment.
If deemed appropriate, the superintendent or board will refer the complaint to local law
enforcement at any time prior to, during, or after the investigation.
RECORDKEEPING
1.

Documentation of disciplinary action related to any violation of this policy, including
false allegations and retaliatory actions, will be placed in the employee’s personnel file.

2.

If there is insufficient evidence to support the allegations, the complaint and investigation
report will not be placed in the employee’s personnel file.

3.

This district will keep and maintain a confidential, written record of all written sexual
harassment complaints, including, but not limited to, witness statements, investigative
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reports, and correspondence, from the date any allegation of harassment is reported to
district personnel. The information in the written record will also include the action
taken by the district in response to each allegation. The written record will be kept in the
district’s administrative offices and will not, at any time, be purged by district personnel.
PROTECTION AGAINST RETALIATION
This district will not retaliate in any way against an individual who makes a report of sexual
harassment, in good faith, nor will it permit any district employee to do so. Any person found to
have retaliated against another individual for reporting an incident of harassment, in good faith,
may be subject to the same disciplinary action provided for sexual harassment offenders.
Individuals who are not complainants but who assist individuals who believe they have been
subjected to sexual harassment or who assist or participate in an harassment investigation are
also protected from retaliation.
FALSE COMPLAINTS
Discipline will result, up to and including termination, when it is conclusively determined that an
employee made a complaint of sexual harassment or retaliation knowing it to be false and/or
knowingly participated in the falsehood. This section is not intended to discourage employees
from making complaints regarding unlawful employment-based behavior. An employee will not
be disciplined for reporting actual behavior that in good faith the employee believed was
unlawful employment-based behavior. However, false complaints adversely impact the
workplace and the career of the accused, even when disproved, and will not be tolerated.
PREVENTATIVE ACTIONS
The superintendent or designee shall ensure that appropriate periodic sexual harassment
awareness training or information is provided to all staff members and students. Copies of this
policy and the names and contact information of those individuals to whom an employee or
student may file a complaint shall be posted at all district buildings.
♦♦♦♦♦♦♦
LEGAL REFERENCE:
Title VII of the Civil Rights Act of 1964, 42 U.S.C. 2000e-2(a)
Gebser v. Lago Vista Independent School District, 188 S. Ct. 1989 (1998)
Mentor Savings Bank v. Winson, 477 U.S. 57 (1986)
Elison v. Brandy, 924 F.2d 872 (9th Cir. 1991)
Davis v. Monroe County Board of Education, 119 S. Ct. 1661 (1999)
ADOPTED: March 27, 1997
AMENDED: February 24, 2000
August 26, 2004
December 8, 2011
January 21, 2016
March 15, 2018
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BLACKFOOT SCHOOL DISTRICT NO. 55
SEXUAL HARASSMENT REPORT FORM
(Form 414F1)
General Statement of Policy Prohibiting Sexual Harassment
Blackfoot School District No. 55 maintains a firm policy against all forms of discrimination
based upon sex. Sexual harassment against students or employees is sex discrimination. All
persons are to be treated with respect and dignity. Sexual advances or other forms of personal
harassment by any person, male or female, which create an intimidating, hostile, or offensive
environment, will not be tolerated under any circumstances.
Complainant ___________________________________________________________
Home Address _________________________________________________________
Work Address _________________________________________________________
Home Phone _____________________ Work Phone __________________________
Date of alleged incident(s) ________________________________________________
_____________________________________________________________________
Name of person you believe sexually harassed you ____________________________
List any witnesses that were present ________________________________________
_____________________________________________________________________
_____________________________________________________________________
Where did the incident(s) occur? ___________________________________________
_____________________________________________________________________
_____________________________________________________________________
Describe the incident(s) as clearly as possible, including such things as: what force, if any, was
used; any verbal statements (i.e., threats, requests, demands, comments, etc.); what, if any,
physical contact was involved; what did you do to avoid the situation, etc. (Attach additional
pages if necessary.)
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
This complaint is filed based on my honest belief that I have been sexually harassed by
________________________________. 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 Signature

_________________________________
Date

_____________________________________
Received By

_________________________________
Date
Reviewed 1/21/2016

SEXUAL HARASSMENT GRIEVANCE FORM
(Form 414F2)
_________________________________
Date of Filing Grievance
Name of Grievant ____________________________________________________________
Position of Grievant __________________________________________________________
Name of Principal/Immediate Supervisor __________________________________________
Building in Which Grievant Works or Attends School _______________________________
Date of Incident from Which Grievance Arises _____________________________________
Statement of Grievance:
Explain in the space provided here and on attached pages, if necessary, your grievance in detail
and why you feel your situation is unfair or otherwise adversely affects your
employment/education.

Statement of Requested Relief:
Please state below in detail the relief which you are requesting in this grievance and why you
think that such would provide a fair disposition of this matter.

I knowingly represent the above facts to be true and correct.

_________________________________
Signature of Grievant
Reviewed 1/21/2016

POLICY TITLE:

Staff Protection

POLICY NO: 415
PAGE 1 of 1

The board shall support, protect, and aid any school employee who suffers physical assault by a
student or other person while any school employee is acting within the course and scope of his or
her employment and within the scope of the district's policies.
If a student or other person physically assaults a school employee, the incident shall immediately
be reported to the building principal. The building principal will notify the superintendent and
other proper authorities as per the district discipline policy.
♦♦♦♦♦♦♦
LEGAL REFERENCE:
Idaho Code Sections
6-901, et seq.
18-916
33-1222
ADOPTED: March 27, 1997
AMENDED: January 21, 2016
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POLICY TITLE:

Whistle Blower

POLICY NO: 416
PAGE 1 of 1

DEFINITIONS
“Adverse action” means to discharge, threaten or otherwise discriminate against an employee in
any manner that affects the employee’s employment, including compensation, terms, conditions,
location, rights, immunities, promotions or privileges.
“Communicate” means a verbal or written report.
“Employee” means a person who performs a service for wages or other remuneration.
“Good faith” means a reasonable basis in fact for a communication, or for the participation or
provision of information in an investigation, hearing, court, proceeding, legislative or other
inquiry, or other form of administrative review. Good faith is lacking where the employee knew
or reasonably ought to have known that the employee’s report, or participation or information
provided is malicious, false, or frivolous.
EMPLOYEE PROTECTIONS
In accordance with Idaho law, all district employees are protected from adverse action for
reporting waste or violations of any law, rule, or regulation so long as the employee:
1. Reports in good faith his or her belief that there is waste of public funds;
2. Reports in good faith the violation or suspected violation of a law, rule, or regulation;
3. Participates in good faith in or gives information in an investigation, hearing, court
proceeding, legislative, or other inquiry, or other form of administrative review; or
4. Objects to or refuses to carry out a directive that the employee reasonably believes
violates a law, rule, or regulation.
An employee who alleges a violation of this policy may bring a civil action in district court
within one hundred eighty (180) days after the occurrence of the alleged violation.

♦♦♦♦♦♦♦
LEGAL REFERENCE:
Idaho Code §§6-2101 et seq.
ADOPTED: March 27, 1997
AMENDED: January 21, 2016
December 13, 2018

SECTION 400: PERSONNEL

© 2018 MSBT Law, Chtd.
D2/12/98-M10/20/99-SC0/0/0

POLICY TITLE:

Employee Volunteers

POLICY NO: 417
PAGE 1 of 1

Non-exempt employees may not volunteer their time and service with this school district when
the volunteer hours involve the same type of service which the employee is employed to
perform. In other words, employees may not volunteer to do what they are otherwise paid to do.
Factors to consider in determining whether this policy is being complied with include:
1.

The duties of the employee; and

2.

The facts and circumstances in each particular case, including whether the volunteer
service is closely related to the actual duties performed by or responsibilities assigned to
an employee.

“Non-exempt employees” means those employees included in the overtime provisions of the Fair
Labor Standards Act. Additional compensation or compensatory time off will be provided for
hours over forty (40) worked during the workweek. Most non-certificated employees are nonexempt employees.
♦♦♦♦♦♦♦
LEGAL REFERENCE:
Fair Labor Standards Act
29 USC Section 203(e)(4)(a)
29 CFR Section 553.103(a)
ADOPTED: March 27, 1997
AMENDED: October 27, 2005
January 21, 2016
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POLICY TITLE: Personnel Conflict of Interest

POLICY NO: 418
PAGE 1 of 3

Public employees are held to a high standard and are expected to avoid any conflict of interest,
especially when public funds are at issue. Conflicts of interest generally require employees and
officers to disqualify themselves from participating in a decision when a financial or personal
interest is present. Accordingly, it is the policy of this district that none of its employees or officers
shall engage in any activities that place them in a conflict of interest between their official activities
and any other interest or obligation.
Idaho law prohibits local public officials, including public school district employees, from taking
any official action or making any decision or recommendation which would be to the private
financial benefit of the person or member of the person’s household, or to the benefit of a business
with which the person is associated, unless the private financial benefit arises out of (i) an interest
or membership in a particular business, industry, occupation or class required by law as a
prerequisite to the holding of the person’s position; (ii) any action in the person’s official capacity
which would affect to the same degree a class consisting of an industry or occupation group in
which the person, or member of the person’s household or business with which the person is
associated, is a member; or (iii) any interest which a person has by virtue of his profession, trade
or occupation where his or her interest would be affected to the same degree as that of a substantial
group or class of others similarly engaged. For purposes of this policy, “member of a person’s
household” means the spouse and dependent children of the person and/or persons whom the
public employee is legally obligated to support.
PURCHASING AND CONTRACTS
No employee or member of the employee’s household will make any purchase or incur any
obligations for or on behalf of the district from any private business or venture in which or with
which the employee or relative has a direct or indirect financial or ownership interest except as
allowed by law.
The board may accept and award district contracts in which an employee, or his or her spouse or
relative, has a direct or indirect interest if the requirements of Idaho Code §18-1361 are satisfied,
which generally requires that less than three (3) suppliers of a good or service exist within a fifteen
(15) mile radius of the district and the purchase is either (i) necessary to respond to a disaster or
(ii) the contract is competitively bid, the employee did not assist in the preparation of the bid
specifications, the employee makes full written disclosure to the board of his/her interest, and no
public bidding laws were violated.
In addition to the provisions of this policy, any purchase of property and services with funds from
a Federal award shall follow the provisions set forth in Policy 850 and the District’s Policies and
Procedures Manual for the Administration of Federal Education Programs (“Federal Programs
Manual.”
GIFTS
No employee will accept any gifts, prizes, awards, or merchandise, or commission as a result of
ordering any items with a vendor on behalf of the district. This prohibition does not include trivial
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benefits not to exceed a value of fifty dollars ($50) incidental to personal, professional or business
contacts and involves no substantial risk of undermining official impartiality.
An employee may accept an award of five hundred dollars ($500) or less given to the employee
by a nonprofit organization whose membership is limited to public servants as part of a public
servant recognition program that is designed to recognize innovation and achievement in the
workplace, provided that the organization awarding the funds discloses in advance on its website
the nature of the program, the amount of the award, the names of any persons or entities that
contributed to the award and the recipient of the award.
CONFLICTING RELATIONSHIPS
The board recognizes that conflicts of interests and concerns regarding relationships in which a
power differential exists may arise under other circumstances as well. It is in the interest of the
district that the board provide clear direction regarding the professional risks associated with either
familial relationships or romantic/sexual relationships where a definite power differential exists
between the parties.
Conflicts of interest may arise in connection with familial relationships or romantic/sexual
relationships between supervisors and subordinates. General ethical principles preclude
individuals from evaluating the work of others with whom they have familial relationships, or from
making hiring, salary, or similar financial decisions concerning such persons. The same principles
apply to romantic and/or sexual relationships, and require, at a minimum, that appropriate
arrangements be made for objective decision-making.
In a romantic and/or sexual relationship involving power differential, the potential for serious
consequences also exists. Individuals entering into such relationships must recognize that:
1. Reasons for entering into such a relationship may be a function of the power differential;
2. Even in a seemingly consensual relationship where power differentials exist, circumstances
may change, and conduct that was previously welcome may become unwelcome. Even
when both parties have consented at the outset to a romantic involvement, this past consent
does not remove grounds for a charge based upon subsequent unwelcome conduct.
3. Such a relationship may affect the educational or employment environment for others by
creating an appearance of improper, unprofessional or discriminatory conduct and may
provide grounds for complaint by third parties when the relationship gives undue access or
advantage, restricts opportunities, or creates a perception of these problems.
For the above reasons, the district discourages employees from entering into romantic and/or
sexual relationships with other district employees, particularly where a power differential exists.
Because of the potential for conflict of interest, exploitation, favoritism, and bias, where familial
relationships or romantic and/or sexual relationships exist between supervisors and subordinates,
the persons involved in those relationships shall adhere to the following rules:
1. If a supervisor and an employee who is in the direct line of authority of the supervisor
become related or become involved in a romantic/sexual relationship, both employees shall
have the obligation to notify the Human Resources Director, or the Superintendent, if it is
the Human Resources Director who is involved in such relationship, within ten (10)
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working days after the supervisor and employee become related or involved in a
romantic/sexual relationship. If the Superintendent is involved in the familial or
romantic/sexual relationship, the Board Chairman shall be notified of such relationship as
provided in this section.
2. A person serving in a supervisory position may not participate in decisions regarding
hiring, placement, evaluation, salary, promotion, or other personal interest for a relative
employed by the district or a person with whom the supervisor is involved in a
romantic/sexual relationship, even when the supervisor is not in the direct line of authority.
In the event such a relationship exists, the Superintendent or his/her designee (or the board
if the Superintendent is the supervisor involved in the relationship) shall assign an alternate
supervisor. Other options available to alleviate actual or potential conflicts include
transferring one or both employees to other available positions in the district (assuming all
necessary qualifications for such position are satisfied) or allowing one or both employees
the option to resign.
3. Where such a relationship exists, the person in the position of greater power will bear the
primary burden of accountability, and must ensure that he or she does not exercise any
supervisory or evaluative function over the other person in the relationship.
If a violation of this policy is found, including failure to disclose facts regarding the existence of
such relationship, the board may take whatever action appears appropriate according to the
circumstances, up to and including termination.
Nothing in this policy shall be construed to prohibit any employee from teaching, grading,
disciplining or otherwise performing his or her duties with respect to his or her own child who
attends the school in which the employee works. This policy shall not be construed to prohibit the
employment of relatives of employees in the district or at the same work location so long as neither
employee is directly or indirectly supervised by the other, or has any authority for making
recommendations or decisions relating to salary, discipline or termination.
Unwelcome behavior, including retaliation, may be a violation of the district’s Bullying,
Intimidation and Harassment Policy (Policy 423) and the Code of Ethics (Policies 442 – Certified
Staff and 470.20 – Classified Staff).
♦♦♦♦♦♦♦
LEGAL REFERENCE:
Idaho Code Sections
18-1351 et seq. – Bribery and Corrupt Influence Act
74-401 et seq. – Ethics in Government Act
ADOPTED: March 27, 1997
AMENDED: January 21, 2016
March 16, 2017
February 25, 2021
September 16, 2021
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BLACKFOOT SCHOOL DISTRICT NO. 55
WAIVER FORM – SCHOOL BOARD POLICY 418F1
“CONFLICT OF PECUNIARY INTEREST”
______________________________________________

I, the undersigned, hereby apply for approval from the board of trustees for either myself or the
relative denoted below to be compensated for providing the product(s) and/or the service(s)
specifically stated below for the current fiscal year which ends June 30, _______.

___________________________________
Employee Name

___________________________________
Business Name

___________________________________
Employee’s Relative

___________________________________
Specific Product(s) or Service(s)

Relationship of employee to business _______________________________________________
Relationship of relative to employee _______________________________________________

___________________________________
Employee Signature

___________________________________
Date

___________________________________
Board Approval

___________________________________
Date

Notice:

This form should be filed with the board of trustees prior to August 10 of the year in
which waiver is sought.
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POLICY TITLE:

Supplementation of Worker’s
Compensation Benefits

POLICY NO: 419
PAGE 1 of 3

As required by Idaho law, all employees of Blackfoot School District #55 are covered by
Workers Compensation Insurance for bodily injury, disease or death caused by an accident
arising out of and in the course of their employment with the district. Employees must report
any injury to his or her immediate supervisor and file a report of any injuries received on the job
as soon as possible, but no later than ten (10) days after the accident. The district will forward
the claim to the State Insurance Fund for approval. Except in the case of a life threatening
situation or emergency requiring immediate attention, all district employees who require medical
attention in the event of a workplace injury must visit one of the occupational health facilities
and providers designated by the district. Following any emergency procedures, follow-up visits
should be made with the district’s occupational health providers.
Employees that choose to
visit their personal providers may be denied Workers Compensation benefits. A list of the
district’s chosen occupational health facilities and providers can be obtained from the Blackfoot
School District Business Office located at 270 E. Bridge Street. Phone (208) 785-8800.
Any employee who is unable to work due to a work-related accident will not receive
compensation from the district for those days the employee is unable to work. Such
compensation will come from the State Insurance Fund and will be paid directly to the injured
employee after meeting the required waiting period of five (5) days. Where the amount paid is
less than what the employee would otherwise have earned, the employee may elect to use
accumulated sick leave, vacation leave or earned compensatory time (if the employee has leave
to use) to compensate for the difference. Sick leave bank days are not available to employees
receiving worker’s compensation.
Any employee who is absent from work for more than five (5) days as a result of a work-related
injury or illness resulting in a disability shall be entitled to compensation under either option A
or B set forth below:
Option A – Worker’s Compensation Benefits Only
Employees may elect to receive worker’s compensation benefits only and retain his/her accrued
sick and vacation leave or earned compensatory time, if any, for future use. Employees will not
receive retirement credit during his/her period of disability. Employees will be placed on a
temporary leave of absence without pay to ensure that no payments will be made until the
employee returns to work.
Option B – Worker’s Compensation Benefits Supplemented by Accrued Leave
The employee will receive workers compensation benefits with supplemental payments from
accrued sick or vacation leave or earned compensatory time in an amount that is not greater than
the difference between the worker’s compensation benefits and the salary the employee would
have received if not absent from work. In no event shall said worker’s compensation income
benefits plus the supplemental payment exceed the amount of the salary the employee would
have been otherwise entitled to receive. Under this option, supplemental compensation benefits
will be available only so long as the employee has unused sick or vacation leave benefits, or
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earned compensatory time. Accrued sick or vacation leave, or earned compensatory time, will
be reduced in an amount equal to the supplemental benefits received under this option.

Procedures
1.
The employee must immediately report an accident or injury in the workplace, whether
medical attention is needed or not, to their immediate supervisor. The supervisor and employee
will fill out an accident report form as provided by the district and send it to the Blackfoot
School District Business Office.
2.
If medical attention is required beyond first aid, the employee must go to the district’s
preferred occupational health facilities/providers: Bingham Memorial 1st Choice Urgent Care. If
the employee chooses to go to a physician or facility other than the one assigned by the district,
the State Insurance Fund may deny the employee’s claim. The employee would then be
responsible for those charges.
3.
When filling out a timecard for an absence due to a work-related accident, place the
abbreviation “WC” in the appropriate box(es). No wages will be paid for those days. For shortterm absences that will not be compensated by the State Insurance Fund, the employee has the
choice of using their accrued sick leave. If sick leave is used, a notation should be made at the
bottom of the timecard.
4.
For a time-loss accident, a “return to work authorization” from the physician must be
submitted to [identify office: the business office, human resources] before an employee returns
to work. The supervisor cannot allow the employee to work if a return to work authorization has
not been received.
5.
When an employee receives compensation from the State Insurance Fund and when said
compensation is less than what normally would have been received, the employee may use
accumulated sick or vacation leave, or earned compensatory time, to make up the difference.
However, the employee must submit the workers compensation benefits option form and
evidence to the [identify office: business office, human resources] of the amount of worker’s
compensation benefits received before the sick or vacation leave payment can be made or the
earned compensatory time approved for use. The sick or vacation leave payment will not go
beyond the time period covered by the last payment made by the State Insurance Fund.
6.
For employees eligible for district benefits, the district will continue to pay its share of
employee’s life, health and dental insurance premiums during the period of disability. The
employee will have his/her self-paid premiums withheld from his/her paycheck provided funds
are available to the employee from accrued sick or vacation leave. If self-paid premiums are
beyond that level, arrangements to pay those premiums must be made with the district business
office.
7.
If the employee is a member of the Public Employee Retirement System (PERSI), he/she
may continue to earn service credit if he/she is receiving some salary through the use of sick or
vacation leave while drawing workers’ compensation benefits.
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8.
The employee’s income maintenance and retirement credit will continue as long as he/she
has sick leave available, unless the employee has been laid off or resigned due to his/her inability
to return to the position and perform assignments as required by the job description. If the
employee has depleted all available sick or vacation leave, or earned compensatory time, Option
B becomes unavailable.
9.
If the employee does not have a sufficient amount of accumulated sick or vacation leave,
or earned compensatory time, to cover the initial five (5) days of absence, the employee will not
receive any compensation.
10.
During the period of disability, the district’s share of disability payment cannot extend
beyond the scheduled or contracted working days. The employee is not to receive more than one
hundred percent (100%) of his/her regular salary.
♦♦♦♦♦♦♦
LEGAL REFERENCE:
Idaho Code Section 33-1216(c)
Idaho Code §§72-101 et seq.
ADOPTED: October 27, 2005
AMENDED: January 21, 2016
July 26, 2018
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It is the policy of this district to promote a safe work environment for all employees and to take
reasonable preventative measures to avoid accidents or injuries to employees.
All district buildings will be equipped with alarm systems, fire extinguishers and other safety
devices required by state and federal laws. All district employees will receive training regarding
the use of such devices.
ALL DISTRICT EMPLOYEES
All district employees are required to analyze all work assignments and the work environment
for hazards. Employees shall:
•

Understand and observe the safety rules and measures outlined in the district safety
policy.

•

Follow specific safety instructions that may be given them by their supervisor.

•

Be responsible for their own safe conduct and do everything possible to safeguard others
in the area, or with whom they are working.

•

Be constantly alert to unsafe conditions and report them immediately to their supervisor.

•

Use common sense in all their daily activities and at no time take any action that could
result in an accident or injury to themselves or others.

•

Refrain from attempting to carry out their job responsibilities when conditions do not
permit safe performance of such responsibilities.

•

Refrain from operating or attempting to operate, repair, or otherwise tamper with tools,
equipment, or vehicles without specific authorization.

•

Refrain from engaging in horseplay or other actions which may jeopardize the safety of
themselves or others.

Any employee who engages in horseplay and/or violates the requirements of this policy may be
disciplined, up to and including termination of employment.
MAINTENANCE AND FOOD SERVICES EMPLOYEES
All maintenance and food services employees shall comply with the additional safety standards:
•

Dress appropriately for the job. Wear closed toe shoes. Refrain from wearing lose fitting
clothing or jewelry.
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•

When operating power tools or other machinery, wear safety glasses or shields and tie
back or cover long hair or beards.

•

Wear respirators or face masks when working in dusty environments or as recommended
by the manufacturer of chemical(s) or equipment.

•

Wear hearing protection when subject to loud noises or high frequency power machinery.

•

When handling or moving heavy objects, take precautions to avoid injury, including, but
not limited to, using a hoist, dolly, or other equipment, and wearing a back support belt.

•

Operate machinery, tools, and equipment in strict compliance with manufacturer’s
instructions. Do not operate machinery, tools, or equipment unless properly trained
regarding their use.

•

Utilize chemicals and other products in strict compliance with manufacturer’s
instructions. Do not use chemicals or other products unless properly trained regarding
their use.

•

Comply with state and federal requirements regarding food safety.

•

Refrain from using defective tools or equipment, or using tools or equipment for any
purpose that it is not suited.

•

Refrain from removing, defacing, or destroying any warning, danger sign, or barricade or
interfering with the use of any other form of accident prevention device.

•

Refrain from horseplay or other conduct that could endanger the employee or others.

•

Obey all danger and safety signs.

•

Obey all reasonable directives from supervisor regarding the performance of job
responsibilities.

•

Notify supervisor immediately regarding any concern or safety issue.

•

Notify supervisor and/or administrator if unable to perform any assigned task due to
health or safety concerns.

•

Report injuries to supervisor or administrator immediately.

SUPERVISORS
Supervisors are required to provide a safe work environment for employees and to enforce safety
standards as set forth in this policy. Supervisors shall:
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•

Provide safety training for employees to promote safe work habits, and discuss specific
job hazards and expectations of safe employee behavior outlined in the district policy.

•

Distribute protective gear to employees, as appropriate.

•

Inspect work areas daily; observe employees performing daily tasks; and determine safe
or unsafe work habits, conditions, general housekeeping in work area. Take immediate
corrective action when it is determined that any aspect of the work environment is unsafe.

•

Report immediately to the administration any unsafe conditions beyond their ability to
correct.

•

Require that employees complete an incident report relative to any accident or injury
prior to the end of the work shift.

•

Investigate and submit a complete report of any accident or injury occurring within the
area under their supervision, for which an employee seeks medical treatment beyond first
aid.

•

Develop and implement a protocol for contacting emergency medical care, and for
providing employees first aid treatment, as appropriate.

•

Ascertain that the first aid kit in the job area is kept properly stocked and accessible at all
times and ensure that employees understand the fundamentals of its proper use.

•

Have knowledge of the location, accessibility, and use of all fire extinguishers and
firefighting equipment within the building.

•

Report and recommend disciplinary action relative to employees who engage in
horseplay and/or who violate this policy.
♦♦♦♦♦♦♦

LEGAL REFERENCE:
Idaho Code Section 33-512
ADOPTED: December 16, 2010
AMENDED: January 21, 2016
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Blackfoot School District No. 55 adopts this policy regarding the protection of employee privacy
rights in compliance with federal requirements under the Health Insurance Portability and
Accountability Act (HIPAA) Privacy Rule.
DEFINITIONS
“Privacy Officer” means the superintendent or the superintendent’s designee.
“HHS Privacy Regulations” or “Privacy Rule” means the Standards for Privacy of Individually
Identifiable Health Information as defined at 45 C.F.R. Parts 160 and 164, Subparts A and E.
“Protected Health Information” or “PHI” has the same meaning as the term “protected health
information” as defined in 45 U.S.C. Section 164.501, but is limited to any such information
created or received by Business Associate from or on behalf of Covered Entity.
“Business Associate” means a person or organization not a part of the district’s work force that
performs certain functions or activities, such as, but not limited to, claims processing, data
analysis, and billing, on behalf of the district that involves the use or disclosure of individually
identifiable health information.
“Covered Entity” means a district that acts as a “health plan,” including an employer-sponsored
group health plan. Exceptions to this definition are those health plans with less than fifty (50)
participants that are administered solely by the employer.
PRIVACY NOTICE
A notice of privacy practices regarding protected health information (PHI) and the use or
disclosure that may be made of PHI will be provided annually to employees who are covered by
the district’s health plan.
ACCESS TO PHI
Employees, or their personal representatives, have the right to inspect or copy their PHI. This
right to access includes access to the information held by a Business Associate of the district.
Requests to access PHI will be in writing and the Privacy Officer will respond within thirty (30)
days of the request. If the PHI is not readily available on site, the Privacy Officer will have an
additional sixty (60) days to respond. If the Privacy Officer is not able to respond within these
time limits, a written notification will be provided to the individual making the request.
Responses will be consistent with the requirements of the Privacy Rule.
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RIGHT TO REQUEST AMENDMENT OF PHI
An individual has the right to request the amendment of his or her PHI. All such requests are
required to be in writing and must provide a reason for the requested amendment. The Privacy
Officer will act and respond within sixty (60) days of receipt of the request. If the request is
denied, the following information will be provided:
1.

The basis for denial.

2.

How the person may submit a written statement disagreeing with the denial.

3.

A statement that, if the individual does not submit a statement of disagreement, the
individual may request that the district include the request for amendment and the denial
in any future disclosures of the PHI at issue.

4.

A description of how the individual may complain to the district, including contact
information.

All requests and related documentation will be maintained for six (6) years.
RIGHT TO ACCOUNTING
An individual has the right to an accounting of disclosures of PHI made by the district, except
disclosures made for payment, treatment, health care operations, disclosures to the subject
individual, incidental disclosures, or disclosures made pursuant to a valid authorization. Such
request must be in writing.
Accounting of disclosures will include:
1.

The date of disclosure, name of the entity or person who received the PHI and a brief
statement of the purpose, or a copy of the individual’s authorization or written request for
disclosure.

2.

For multiple disclosures of PHI to the same person or entity, the following may be
provided in the accounting: the time of the first disclosure, a full accounting with all
elements described above, the frequency period, periodicity or number of disclosures
made during the accounting period, and the date of the last disclosure in the accounting
period.

3.

The first accounting within a 12-month period will be at no cost to the individual. A
reasonable cost-based fee will be charged for all subsequent accountings of disclosures
during the 12-month period.

RIGHT TO RESTRICT USE OR DISCLOSURE
An individual has the right to request in writing that the district restrict the use or disclosure of
PHI for purposes of treatment, payment, or health care operations. The district will honor any
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restriction, except in the case of an emergency. Any agreement to restrict disclosure will be
retained for a period of six (6) years from the date of its creation. Any termination of such
restriction will be documented.
Individuals have the right to restrict the manner and method of communication regarding PHI.
Reasonable requests as determined by the Privacy Officer will be accommodated. Such requests
or agreements for confidential communication will be reduced to writing.
DISCLOSURES WITHOUT CONSENT/AUTHORIZATION
In compliance with the Privacy Rule, the district will disclose PHI upon request to the individual
who is the subject of the PHI and to the Secretary of the U.S. Department of Health and Human
Services.
At the discretion of the Privacy Officer, the district may disclose PHI for treatment, payment,
and health care operations without a signed authorization from the subject individual and as
otherwise may be permitted under the Privacy Rule.
Disclosures for worker’s compensation purposes are excluded from coverage by HIPAA and are
covered by state law.
DISCLOSURE OF PHI WITH AUTHORIZATION
A signed authorization is required for disclosure of PHI unless an exception applies. The
authorization must comply with the requirements of the Privacy Rule and the disclosure will be
consistent with the terms of the authorization. The signed authorization form must be retained
for six (6) years and the individual who signed the authorization must be given a copy.
AUTHORIZATION CONTENT
The authorization form will contain, at a minimum, the following:
1.

The specific and meaningful description of the information.

2.

The name or other specific identification of the person(s) or class of persons (such as a
personal representative) authorized to make the requested use or disclosure.

3.

The name or specific identification of the person(s) or class of persons to whom the
district may make the requested use or disclosure.

4.

An expiration date or event that relates to the individual or the use or disclosure purpose,
but in no case will the expiration date be more than one (1) year after the date of the
signature.

5.

A statement of the individual’s right to revoke the authorization in writing and the
procedure to do so.
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6.

A statement that any PHI used or disclosed based on the authorization may be subject to
redisclosure by the recipient and may no longer be protected by the Privacy Rule.

7.

A statement of the inability to condition treatment, payment, enrollment, or eligibility for
benefits on the authorization.

8.

The individual’s dated signature.

9.

If an individual’s personal representative signs the authorization, a description of that
representative’s authority to act on the individual’s behalf.

HEALTH INFORMATION FOR EMPLOYMENT PURPOSES
Health information regarding employees provided to the district as the employer for a specific
employment purpose is not PHI and will be kept in the employee’s personnel record. PHI will
not be made part of an employee’s personnel record without the signed authorization of the
employee or personal representative, as required by the Privacy Rule.
PRIVACY OFFICER
The superintendent or designee is appointed as the Privacy Officer for the district. All
complaints should be addressed to:
Superintendent
Blackfoot School District No.55
270 East Bridge Street
Blackfoot, ID 83221
Phone: (208) 785-8800
Fax: (208) 785-8809
♦♦♦♦♦♦♦
LEGAL REFERENCES:
PL 104-191
42 USC Section 1320d-2(d)
45 CFR Sections 160-164
ADOPTED: January 21, 2016
AMENDED:
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[DISTRICT LETTERHEAD]

[Date]

[Employee Name]
[Address]
[Address]
RE: HIPAA Privacy Rule
Dear [Name or Employee]:
The ____________ School District No. ___ reimburses certain medical costs of employees
consisting of ______________________________ (describe what costs the school district
reimburses under its plan) OR provides an employer-sponsored group health plan to its
employees. Under the Health Insurance Portability and Accountability Act (HIPAA), the district
must maintain the confidentiality of protected health information (PHI) regarding employees
received in the course of providing a healthcare plan. Enclosed for your review is a notice
(similar to a notice received from a healthcare provider), which provides an overview of the
district’s practices and procedures and sets forth your rights to access the protected health
information about you and your family members maintained by the district.
Please review this information. If you have any questions, please contact me at (208) ___-____.
Sincerely,

[Name]
HIPAA Privacy Officer
Enclosure:
Policy No. 421F2, HIPAA Privacy Rule: Notice of Privacy Practices
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Blackfoot School District No. 55
NOTICE OF HIPAA PRIVACY PRACTICES
This notice describes how medical information about you may be used or disclosed and how you
can get access to this information. Please review it carefully.
I.

Privacy Obligations:
Blackfoot School District No. 55 (hereinafter “School District”) is considered to be a
Health Plan under the Health Insurance Portability and Accountability Act and receives
Protected Health Information regarding employees in the course of making
reimbursement to those employees for deductibles paid in conjunction with insurance
coverage for employees and their family members. Accordingly, we are required to
maintain the privacy of certain financial, personal, and health information (Protected
Health Information, PHI) and to provide you with this notice of our legal duties and
privacy practices with respect to PHI. When we use or disclose PHI, we are required to
abide by the terms of this notice or any subsequent notice in effect at the time of the use
or disclosure.
The School District utilizes a private business entity, ____________________________
(hereinafter “Business Associate”), to implement the reimbursement payments for
employees. Statement of Benefits documents may be disclosed to our Business Associate
for this purpose. This disclosure will be made without the signed authorization of the
employee. Other disclosures may be made for purposes of treatment, payment, or health
care operations without the authorization of the employee. The School District shall
comply with the requirements of the federal Privacy Rule.

II.

Uses and Disclosures of PHI based upon on your written authorization:
Other uses and disclosures of your PHI will be made only with your written
authorization, unless otherwise permitted or required by law, as described below. This
authorization will describe how the information will be used, and a copy of this Privacy
Notice will accompany each request for authorization that is made by a third party or by
the School District and sent to you. You may revoke your written authorization at any
time, in writing, except to the extent that your physician or the physician’s practice had
taken an action in reliance on the use or disclosure indicated in the authorization.
Uses and Disclosure for Research: No PHI will be released for clinical research unless
you agreed to participate in a specific research program and have provided written
consent at the time of your enrollment in that research program.

III.

Permitted and Required Uses and Disclosure that may be made without your
consent or authorization or opportunity to object:
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There are occasional circumstances in which we may use or disclose your PHI without
obtaining your authorization to do so. Generally speaking, you have the right to agree to
and authorize the disclosure of your PHI, then we may, in these limited circumstances
using professional judgment, determine whether the disclosure is in your best interest. In
this case, only the PHI that is relevant to your health care will be disclosed.

IV.

A.

Emergency Circumstances. Unless you object, we may use or disclose some or
all of the PHI in an emergency situation because of an individual’s incapacity or
an emergency treatment circumstance.

B.

Compliance with Legal Authority. We may use or disclose your PHI when we
are required to do so, as in the case of reporting abuse or neglect to appropriate
federal or state law enforcement agencies.

C.

Others Involved in Your Health Care. Unless you object, we may disclose to a
member of your family, a relative, a close friend, or any other person you identify,
your PHI that directly relates to that person’s involvement in your health care, or
to notify or assist in notifying a family member, personal representative, or any
other person that is responsible for your care, of your location, general condition,
or death. Finally, we may use or disclose your PHI to an authorized public or
private entity to assist in disaster relief efforts and to coordinate uses or disclosure
to family or other individuals involved in your health care.

Your Individual Rights:
A.

Right to Request Additional Restrictions. You may request a restriction on our
use or disclosure of PHI for treatment, payment, and operations. We will consider
additional restrictions carefully, but we may not and are not required to agree to a
requested restriction. If agreed, we will abide by the restriction.

B.

Right to Receive Confidential Communications. We will accommodate any
reasonable written request for you to receive PHI by alternative means of
communication or at alternate locations.

C.

Right to Inspect and Copy Your Records. You may request, in writing, access
to your PHI in order to inspect or request copies of the records. You may be
charged a fee for each copy. Under limited circumstances, as permitted by law,
we may deny you access to a portion of your records, for example when a
licensed health care professional feels that such disclosure may cause harm.

D.

Right to Request an Amendment of Your Records. You have the right to
request that your PHI maintained by the School District be amended in cases
where information is erroneous or incomplete and the information originated with
the School District or its Business Associate.
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E.

Right to Receive Accounting of Disclosures. You have the right to receive an
accounting of disclosures of your information and to whom those disclosures have
been made.

F.

Right to Receive a Paper Copy of this Notice. Upon request, you may obtain a
copy of this notice, even if you agreed to receive such notice electronically.

Terms of Notice.
We may change the terms of this notice from time to time as may be deemed necessary.
If we change this notice, a copy will be posted in the business office of the School
District. You will receive a copy of the current notice any time the School District’s
obligations under your health insurance coverage changes.

If you desire further information regarding your privacy rights or are concerned that your rights
have been violated, you may contact our Privacy Officer at
______________________________, ____________, Idaho ________, or you may contact the
Office of Civil Rights, U.S. Department of Health and Human Services, 2201 Sixth Avenue,
Mail Stop RX-11, Seattle, Washington 98121, (206) 615-2290 (telephone); (206) 615-2296
(TDD); (206) 615-2297 (facsimile).
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Blackfoot School District No. 55
HIPAA Authorization Form
for the Release of Protected Health Information (PHI)
At my request, I authorize Blackfoot School District No. 55 (hereinafter “School District”) to
disclose protected health information (PHI) as described below.
Name:

Date of Birth:

Street Address:
City/State/Zip:
Telephone Number:
Person or Organization Receiving the Information:
Name:
Street Address:
City/State/Zip:
Telephone Number:
Description of specific information to be disclosed:

The date or event when this authorization expires:
(If not specified, this authorization will expire one year from the date of signature.)
I understand that if the person or organization that receives the information is not a health care
provider or health plan covered by federal privacy regulations, the person or organization may
not be obligated by state or federal law to protect it.
I understand that I may cancel this authorization in writing at any time by sending a written
request to the School District offices. My cancellation of this authorization will not affect any
action the School District took prior to receiving my cancellation request.
This authorization is voluntary. The School District will not condition my enrollment in the
health plan or eligibility for payment of benefits on receiving this authorization.
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Date:
Signature:
(If signed by a personal representative of the employee, please complete the following.)
Personal Representative’s name:
Relationship to Employee:
(i.e., parent, legal guardian, holder of power of attorney. Please attach legal documentation of
relationship other than parent.)
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It is the policy of this district to maintain a work environment that is free from unlawful
discrimination, harassment and retaliation. Each employee has the right to attend work in an
atmosphere that promotes equal opportunities and that is free from all forms of discrimination
and conduct that can be considered harassing, coercive, or disruptive. It is important that all
employees treat all other employees with respect and in a lawful and civil manner. It is the
responsibility of all district employees to deter inappropriate behavior in the workplace.
Discriminatory harassing behavior, including bullying and intimidation, that impacts, or has the
potential to impact, the workplace will not be tolerated.
District Employees are:
1.

Prohibited from engaging in or conspiring to engage in any conduct which could
reasonably be construed as constituting harassment on the basis of sex (including sexual
orientation), race, color, national origin, age, religious beliefs, ethnic background, or
disability;

2.

Required to report to the building principal or designee, or superintendent or designee,
harassment of which the employee becomes aware.

DEFINITIONS
“Harassment” is defined to include verbal, written, graphic, photographic, audio or video
depictions of any kind, or physical conduct of a harassing nature relating to an individual’s sex
or sexual orientation, race, color, national origin, age (40 and over), religious beliefs, ethnic
background, or disability that is unwelcome and sufficiently severe, pervasive, or persistent so as
to alter the conditions of the employee’s employment and create an abusive working
environment. Harassment, intimidation and bullying includes, but is not limited to:
1.

Physical acts of aggression or assault (e.g. hitting, kicking, pushing, tripping,
blocking or restraining another’s movement), damage to property, or intimidation
and implied or overt threats of violence motivated by the victim’s sex or sexual
orientation, race, color, national origin, age, religious beliefs, ethnic background,
or disability;

2.

Demeaning jokes, taunting, slurs, and derogatory “nicknames,” innuendos, or
other negative remarks relating to the victim’s sex or sexual orientation, race,
color, national origin, age, religious beliefs, ethnic background, or disability;

3.

Graffiti and/or slogans or visual displays such as cartoons or posters depicting
slurs or derogatory sentiments related to the victim’s sex or sexual orientation,
race, color, national origin, age, religious beliefs, ethnic background, or disability;
and

4.

Criminal offenses directed at persons because of their sex or sexual orientation,
race, color, national origin, age, religious beliefs, ethnic background, or disability;
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5.

Cyberbullying, e.g., using any electronic communication device to convey a
message in any format (audio, video, text, graphics, photographs, or any
combination thereof) that intimidates, harasses, or is otherwise harmful to another
individual.

6.

An act of retaliation taken against (a) any person bringing a complaint of
harassment, (b) any person assisting another person in bringing a complaint of
harassment, or (c) any person participating in an investigation of an act of
harassment.

The “Three-Point Criteria” used to evaluate a harassment, intimidation or bullying complaint
under this policy is as follows:
1.

2.

Criterion One: Did harm or threat of harm occur?
a.

Did the conduct involve an imbalance of power between the offender and
the victim?

b.

What effect did the conduct have on the victim? Did the conduct create or
have the potential to create a hostile or intimidating environment for the
victim?

c.

Was there an intentional act that caused physical or emotional pain?
(Note: an intentional act refers to the individual’s choice to engage in a
behavior(s); it does not refer to the intent of the individual to hurt the
victim.)

d.

Is the behavior related to a protected class: race or ancestry; color;
national origin or ethnic group identification; marital status; sex; sexual
orientation; genetic information; religion; age; mental or physical
disability; or military or veteran’s status.

Criterion Two: Is the action unwelcome?
a.

3.

Was the conduct unwelcome by the recipient? Consent does not mean that
the action is welcome (i.e. hazing).

Criterion Three: Is the action severe, persistent or pervasive?
a.

Severe behavior can be established with a single action (i.e. physical
assault).

b.

Persistent behavior occurs repeatedly. If the victim asks the offender to
stop but the act(s) continue, this is persistent behavior.

c.

Pervasive behavior is when the behavior is rampant throughout the school.
Generally, there is not one specific offender in these cases.
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If the answer to any of the questions that make up the Three-Point Criteria is no, then the
incident does not involve bullying/harassment.
REPORTING PROCEDURES
1.

Employees who believe they are being harassed, intimidated or bullied in violation of this
policy should firmly and promptly notify the offender that his/her behavior is
unwelcome. The employee may report the complaint verbally or in writing to the lowest
level administrator/supervisor or human resources administrator who is not involved in
the alleged harassment and has the authority to remedy the alleged issues.

2.

If the employee chooses not to report the complaint to his/her supervisor/building
principal, the employee may report the incident directly to the superintendent. If the
complaint in any manner involves the superintendent, the employee should report the
complaint to the discrimination compliance officer for the district. The discrimination
compliance officer will be designated by the superintendent.

3.

It is a violation of the law and this policy to retaliate against any individual filing a
complaint. Any employee experiencing retaliation because they filed a harassment
complaint should file a separate complaint regarding the alleged retaliation.

4.

An employee, at any time, may file a discrimination or harassment claim with the Idaho
Human Rights Commission (IHRC) and/or the Equal Employment Opportunity
Commission (EEOC). The addresses of these organizations are set forth in the district’s
Civil Rights Grievance Procedure (Policy 294P1).

COMPLAINT REVIEW, INVESTIGATION AND REPORT
Any allegation of harassment, intimidation or bullying will be promptly reviewed and
investigated, as appropriate. Confidentiality will be maintained throughout the investigatory
process to the extent practical and appropriate under the circumstances. At the discretion of the
superintendent or designee, and after consultation with legal counsel for the district, the alleged
offender may be suspended, with pay, pending completion of the investigation and review of the
investigation report.
Upon receiving a complaint of alleged harassment, the administrator/supervisor or
superintendent shall:
1.

Take any immediate necessary action to ensure the safety and well-being of the
involved staff member(s); and

2.

Make a preliminary assessment applying a Three-Point Criteria, as defined herein,
to determine whether harassment is actually alleged and/or whether there is
enough information available to make that determination.

If, upon initial examination of the complaint, the administrator/supervisor or superintendent
determines that the complaint does not meet the Three-Point Criteria, a harassment
investigation shall not be initiated. However, other disciplinary interventions may still be
necessary depending on the facts and circumstances of the incident(s).
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If, upon initial examination of the complaint, the administrator/supervisor or superintendent
determines that the complaint does meet the Three-Point Criteria and that harassment may have
occurred or there is not adequate information to make an initial determination, an investigation
shall be initiated. The investigation will follow the procedure set forth below.
When a report of harassment, intimidation or bullying, or retaliation for making or providing
information relating to such report, is received by the principal or the superintendent, immediate
steps will be taken to do the following:
1.

The complainant and alleged offender will be interviewed, as well as other individuals
who may have knowledge regarding the allegations. The investigator may also obtain
written statements from these individuals.

2.

Complaints will be investigated by the superintendent, the district’s discrimination
compliance officer, or other designee.

3.

Upon completion of the investigation, the investigator will prepare a written report that
contains factual findings regarding the allegations and the investigator’s conclusion as to
whether or not harassment, intimidation, bullying or retaliation occurred, based on the
Three-Point Criteria. If bullying is found to have occurred, the report shall make
recommendations regarding any disciplinary action or other measures to be imposed.
The written report should also include a summary of the witnesses interviewed and the
evidence considered.

4.

If the investigation is inconclusive or it is determined that there has been no unlawful
harassment or retaliation, but some potentially problematic conduct is revealed, the
superintendent may recommend a corrective action plan to the board and the board may
impose such corrective action plan.

5.

Promptly after the investigation is concluded, the superintendent and/or the
discrimination compliance officer will separately meet with the complainant and the
person alleged to have committed the offenses to notify them in person of the findings of
the investigation. If harassment is found, the complainant will only be advised that the
district is taking appropriate steps to ensure that the harassment will not re-occur.

6.

The complainant and the person alleged to have committed the offenses may submit
statements to the superintendent and/or discrimination compliance officer challenging the
factual basis of the findings. Any such statement must be submitted no later than five (5)
working days after the meeting in which the findings of the investigation are discussed.

7.

Promptly after the superintendent and/or discrimination compliance officer have met with
both parties and reviewed any written statements challenging the findings of the
investigation, and after consultation with legal counsel for the district, a decision will be
made as to what action, if any, should be recommended to the board.

DISCIPLINARY ACTION
If the allegation of harassment involves a teacher or other school employee, the principal will
submit the report of the investigation to the superintendent. If there is sufficient evidence to
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support the allegation, disciplinary action, up to and including dismissal, may be taken against
the offender, consistent with the requirements of applicable state law, district policies and/or
collective bargaining agreements.
If deemed appropriate, the superintendent or board will refer the complaint to local law
enforcement at any time prior to, during, or after the investigation.
PROTECTION AGAINST RETALIATION
Retaliation in any manner against a person for filing or initiating in good faith a charge or
complaint of discrimination or harassment, testifying in an investigation, providing information
or assisting in an investigation is expressly prohibited. Any person found to have retaliated
against another individual for reporting an incident of harassment, testifying in an investigation
or providing information or assisting in an investigation may be subject to the same disciplinary
action provided for harassment offenders. Those persons who assist or participate in an
investigation of harassment are also protected from retaliation under this policy. The
superintendent and the board will endeavor to take reasonable steps to protect the victim and
other potential victims from further harassment or related consequences.
FALSE COMPLAINTS
Discipline will result, up to and including termination, when it is conclusively determined that an
employee made a complaint of harassment or retaliation knowing it to be false and/or knowingly
participated in the falsehood. This section is not intended to discourage employees from making
complaints regarding unlawful employment-based behavior. An employee will not be
disciplined for reporting actual behavior that in good faith the employee believed was unlawful
employment-based behavior. However, false complaints adversely impact the workplace and the
career of the accused, even when disproved, and will not be tolerated.
CONFIDENTIALITY
Any investigation will be conducted, to the maximum extent possible, in a manner that protects
the privacy of both the complainant and the accused. However, the district’s obligation to
investigate, provide a safe environment and take corrective action may supersede an individual’s
right to privacy. Pending the completion of the investigation, the district may take any action
necessary to protect the safety and well-being of its students, employees and property.
RECORD OF ALLEGATIONS
1.

Documentation of disciplinary action related to any violation of this policy, including
false allegations and retaliatory actions, will be placed in the employee’s personnel file.

2.

If there is insufficient evidence to support the allegation, no record will be made of the
allegation in the accused employee’s personnel record.

3.

The district will keep and maintain a written record, including, but not limited to, witness
statements, investigative reports, and correspondence, from the date any allegation of
harassment is reported to district personnel. The information in the written record will
also include the action taken by the district in response to each allegation. The written
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record will be kept in the district’s administrative offices and will not, at any time, be
purged by district personnel.
♦♦♦♦♦♦♦
LEGAL REFERENCE:
Idaho Code Sections
33-513
33-518
33-1210
Title VII of the Civil Rights Act of 1964, 42 U.S.C. §2000e-2(a)
Title II of the Americans with Disabilities Act as amended (ADAA), 42 U.S.C. §12101, and 28
CFR Part 35 (comprehensive civil rights protections for “qualified individuals with disabilities”)
Section 504 of the Rehabilitation Act of 1973
Age Discrimination in Employment Act (ADEA) of 1967, 29 U.S.C. §621
Age Discrimination Act of 1975, 29 U.S.C. §6101
ADOPTED: March 15, 2018
AMENDED:
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POLICY NO: 430
PAGE 1 of 1

Paraprofessionals are non-certificated individuals who are employed by this district to support
educational programming. Paraprofessionals employed by this school district must work under
the direct supervision of a properly certificated staff member for the areas in which they are
providing support. Paraprofessionals cannot serve as the teacher of record and may not provide
direct instruction to a student unless the paraprofessional is working under the direct supervision
of a teacher. In order to serve as an instructional paraprofessional in this school district,
individuals must meet the requirements set forth below. Individuals who do not meet the
qualification requirements will be considered school or classroom aides.
Duties of paraprofessionals include, but are not limited to, one-on-one tutoring; assisting in
classroom management; assisting in computer instruction; conducting parent involvement
activities; providing instructional support in a library or media center; acting as a translator in
instructional matters; and providing instructional support services.
QUALIFICATIONS OF INSTRUCTIONAL PARAPROFESSIONALS
Every instructional paraprofessional hired by the district must have a high school diploma or
general equivalency diploma (GED) and:
1. Demonstrate through a state board approved academic assessment knowledge of and the
ability to assist in instructing or preparing students to be instructed as applicable to the
academic areas they are providing support in; or
2. Have completed at least two (2) years of study at an accredited postsecondary educational
institution; or
3. Obtained an associate’s or higher postsecondary degree and demonstrate through a state
board approved academic assessment knowledge of and the ability to assist in instructing
or preparing students to be instructed as applicable to the academic areas they are
providing support in.
The district will train all paraprofessionals based on Idaho paraprofessional standards adopted by
the State Department of Education.
EXCEPTION FOR NON-INSTRUCTIONAL PARAPROFESSIONALS
The requirements set forth in this policy do not apply to paraprofessionals performing noninstructional duties, including, but not limited to, providing technical support for computers,
providing personal care services or clerical duties.
♦♦♦♦♦♦♦
LEGAL REFERENCE:
34 CFR 200.58
IDAPA 08.02.02.007.11
ADOPTED: April 24, 2003
AMENDED: December 14, 2005
January 21, 2016
December 13, 2018
February 25, 2021
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POLICY TITLE:

Salary Payments

POLICY NO: 431
PAGE 1 of 1

Certificated and classified personnel of the Blackfoot School District No. 55 shall be paid in 12
equal monthly installments. Pay periods shall be the 20th of each month.
♦♦♦♦♦♦♦
LEGAL REFERENCE:
Idaho Code Section 33-506
ADOPTED:

March 27, 1997

REVIEWED: January 21, 2016
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POLICY TITLE:

Salary Deductions

POLICY NO: 432
PAGE 1 of 1

Mandatory salary deductions are made under Federal and State laws. These mandatory
deductions are:
1.

F.I.C.A. (Social Security)

2.

Federal income tax

3.

State income tax

4.

Idaho State Public Employees Retirement System

Voluntary salary deductions may be me for the following:
1.

Blackfoot Teachers Credit Union

2.

Tax sheltered annuities

3.

Health and accident insurance for dependents

4.

Insured income insurance

The necessary forms for mandatory and voluntary salary deductions are provided through the
district office.
It is essential that all salary deduction information be in the hands of the district office as early as
possible at the beginning of each school year.
Requested changes by employees in the amount of deductions should be given to the payroll
office at the earliest possible time. Changes requested during the .time the payroll is being
processed will not be considered until the following month.
♦♦♦♦♦♦♦
LEGAL REFERENCE:
Idaho Code Section 33-506
ADOPTED: March 27, 1997
REVIEWED: January 21, 2016
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POLICY TITLE:

Personnel Stipends

POLICY NO: 433
PAGE 1 of 1

The pay schedule for stipends for personnel who teach classes and programs not connected with
the regular teaching contract will be set by the superintendent and approved by the Board of
Trustees.
♦♦♦♦♦♦♦
LEGAL REFERENCE:
Idaho Code Section 33-506
ADOPTED: March 27, 1997
REVIEWED: January 21, 2016
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POLICY TITLE:

Reimbursements for Additional
Compensation

POLICY NO: 434
PAGE 1 of 1

District No. 55 employees must pay to District No. 55 any Worker's Compensation, stipend for
jury duty or a stipend for a court summons when the employee does not lose any salary or fringe
benefits as a result of a job related injury or illness that results in Worker's Compensation, or
absences necessitated by jury duty or a court summons. An amount paid to an employee by the
court for travel or meals does not need to be repaid to District No. 55. This board policy requires
that the employee repay the school district the amount of the Worker's Compensation or the
stipend within 20 working days after the court, state, county, city, insurance company or paying
agency has issued the check.
Sick leave will be deducted from an employee's accumulated sick leave in the inverse
proportional amount as the Worker's Compensation payment has to the regular salary of the
employee.
♦♦♦♦♦♦♦
LEGAL REFERENCE:
Idaho Code Section 33-506
ADOPTED: March 27, 1997
REVIEWED: January 21, 2016
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POLICY TITLE:

School Closure Work Policy

POLICY NO: 435
PAGE 1 of 1

All district personnel, certificated and classified who are eligible for fringe benefits, will be
allowed leave without any pay deduction when schools are closed due to emergency situations
such as weather-related closed roads, floods, or for other emergencies. This same policy applies
to an individual school and staff when the school is closed for an emergency.
The provisions of this policy only apply within guidelines and regulations prescribed by
legislation, State Department of Education regulations, and/or board of trustees' directives. Any
make-up of time required by legislation, the State Department of Education, and/or the board of
trustees shall be done without additional pay.
Because of the need to check and protect buildings and prepare facilities for the next school day,
maintenance personnel are expected to be at work as soon as possible and will be given
compensatory time. Such time shall be used during holiday or vacation periods as approved by
the building and grounds supervisor. These same operational guidelines apply to the
administrative office of the district which includes district level administration and their staff
members.
♦♦♦♦♦♦♦
LEGAL REFERENCE:
Idaho Code Sections
33-506
33-512(1)
ADOPTED: March 27, 1997
REVIEWED: January 21, 2016
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POLICY TITLE:

Vandalism/Theft

POLICY NO: 436
PAGE 1 of 1

The board shall budget an amount of not less than $10,000 per year for the purpose of
reimbursing any employee whose personal property is stolen or damaged while the employee is
acting in the course of his or her employment. Reimbursement shall be subject to the following
conditions:
1. Damage must be caused by vandalism.
2. Employee must report the theft or vandalism to the appropriate police officials and also the
building administrator in writing within five (5) working days of knowledge of the incident.
3. Employees must complete a statement for district records explaining the circumstances
surrounding the theft or vandalism and attach any receipts or cost estimates from a reputable
repair or insurance company detailing the repair or replacement costs, and a copy of their
insurance policy which shows the amount of their deductible. The statement, together with
all supporting documents, must be submitted within ten (I0) working days after the employee
learns of the incident.
4. The repair or replacement costs shall be based on the most current and available rates and/or
prices.
5. Reimbursement shall be limited to the amount of the employee's insurance deductible or
$500 whichever is less. Damage claims must show damage in excess of $10.
6. The building administrator and employee will complete a district claim/expense voucher and
submit it, along with supporting documentation, to the school district's business office.
Provided the claim satisfies the requirements of this article, the business office shall pay the
claim within thirty (30) days after its receipt.
7. No claims will be honored after the funds budgeted for this purpose have been exhausted.
♦♦♦♦♦♦♦
LEGAL REFERENCE:
Fair Labor Standards Act
29 USC Section 203(e)(4)(a)
29 CFR Section 553.103(a)
ADOPTED: March 27, 1997
AMENDED: October 27, 2005
June 29, 2006
January 21, 2016
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POLICY TITLE:

Definition of Certificated Employee

POLICY NO: 440
PAGE 1 of 1

A certificated employee means any person employed in a teaching, instructional,
supervisory, educational administrative, or educational and scientific capacity in this
school district.
Every person who is employed to serve in this district's elementary or secondary schools in
the capacity of teacher, supervisor, administrator, education specialist, school nurse or
school librarian is required to have and to hold a certificate issued under authority of the
Idaho State Board of Education. The certificate must be endorsed for the grade, grades or
subjects the employee is hired to teach unless a provisional certificate is received from the
Idaho State Board of Education.
Each certificated employee is personally responsible for maintaining and renewing his or
her teaching certificate and endorsements.
♦♦♦♦♦♦♦
LEGAL REFERENCE:
Idaho Code Sections
33-1001(13)
33-1201
33-1202
33-1204
ADOPTED: March 27, 1997
AMENDED: January 21, 2016
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POLICY TITLE:

Teacher Salary Schedule

POLICY NO: 440.5
PAGE 1 of 1

It shall be the policy of Blackfoot School District No. 55 to employ certificated employees in
compliance with certification standards as set forth by the Idaho State Department of Education.
The provisions of the district teacher salary schedule are the basis of this policy.
1. The salary schedule for Blackfoot School District No. 55 certificated employees shall be as
agreed upon in the negotiation process between the board of trustees and the organization
representing the certificated employees of the district. The teacher salary schedule provides
compensation for educational credit above the bachelor degree level as an incentive for
continuing education.
2. Certificated employees will be granted credit for previous teaching or supervisory experience
as set for in Idaho Code Section 33-1004A Experience and Education Multiplier. The
previous experience must be verified and documented in writing in order to be considered.
Placement in the educational lane will be based on a transcript review of credits and/or
advanced degree earned beyond both the bachelor degree and initial certification in a subject
or grade level. Certificated employees of Blackfoot School District No. 55 who were
employed prior to the 1994-95 school year, will be placed on the educational lane based on a
transcript review of credits beyond the bachelor degree. Credit reviews will be conducted
after receiving a written request from certificated employees who are anticipating a salary
status change. Certificated employees will be required to submit official transcripts verifying
successful completion of the course. Changes in status will be made only at the beginning of
the contract year.
3. Movement to succeeding academic lanes on the salary schedule will be allowed only if
courses of both graduate and undergraduate level is not a direct duplication of courses that
were previously taken.
4. All credits required for advancement on the salary schedule are to be semester credits or their
equivalency.
5. In order to receive credit beyond the bachelor degree on the teacher salary schedule, such
credit must be earned following completion of course work necessary for initial certification.
No credit beyond the bachelor degree level will be given for courses that are required for
teachers to gain their initial certification in a subject or grade level.
6. When a request for a change of status on the salary schedule is denied, the teacher may
request further consideration. To review such cases, a district credit review committee
consisting of five (5) members will be formed. The superintendent, or his designee, will
serve as chairman of the committee. The administrative assistant to the superintendent for
personnel will serve on the credit review committee. One (l) school principal and two (2)
teachers will complete the organization of the committee. Teacher members will be
certificated employees of the district. The school principal and teacher members will be
appointed from the same organizational level as that of the teacher making application for
approval change of status, i.e., elementary, middle school, or high school level. A separate
district credit review committee will be formed for each of the three (3) identified
organizational levels.
♦♦♦♦♦♦♦
LEGAL REFERENCE:
Idaho Code Section
33-506
33-1004A
ADOPTED: March 27, 1997
REVIEWED: January 21, 2016
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POLICY TITLE:

Assignment and Transfer of Certificated
Employees

POLICY NO: 441
PAGE 1 of 1

The superintendent is authorized to transfer or assign certificated employees to any position for
which the employee is qualified. Assignments will be based on the qualifications of the
employee, availability of other qualified personnel, the desires of the employee, as well as the
philosophy and needs of the district.
Transfers and changes in assignment may be made at the initiative of the superintendent of
schools, other administrative staff members, or at the request of the employee. The change will
be contingent upon approval by the building principal or superintendent.
If a change of assignment was not requested by the employee, the employee will be notified as
soon as possible and have an opportunity to express his or her preferences. The superintendent’s
decision regarding the assignment will be final.
♦♦♦♦♦♦♦
LEGAL REFERENCE:
Idaho Code Section
33-506

ADOPTED: March 27, 1997
AMENDED: September 27, 2001
December 8, 2011
January 23, 2014
January 21, 2016
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POLICY TITLE:

Code of Ethics for Certificated Employees

POLICY NO: 442
PAGE 1 of 7

It is the policy of Blackfoot School District No. 55 that all certificated employees adhere to the
Code of Ethics for Idaho Professional Educators, as adopted by the Idaho State Board of
Education (SBOE), effective March 20, 2004, and any amendments thereto.
DEFINITIONS
The following definitions are for use with the Code of Ethics for Idaho Professional Educators.
1. Administrative Complaint. A document outlining the specific, purported violations of
Idaho Code §33-1208, or the Code of Ethics for Idaho Professional Educators.
2. Allegation. A purported violation of the Code of Ethics for Idaho Professional Educators
or Idaho Code.
3. Certificate Denial. The refusal of the state to grant a certificate for an initial or
reinstatement application.
4. Certificate Suspension. A time-certain invalidation of any Idaho certificate.
5.

Conditioned Certificate. Stated certificate conditions as determined by the Professional
Standards Commission (Idaho Code §33-1209(02).

6. Educator. A person who held, holds or applies for an Idaho certificate (Idaho Code §§3333-1201).
7. Education Official. An individual identified by local school board policy, including, but
not limited to, a superintendent, principal, assistant principal, or school resource officer
(SRO).
8. Executive Committee. A decision-making body comprised of members of the
Professional Standards Commission, including the chair and vice-chair of the
Commission. A prime duty of the Committee is to review alleged violations of the Code
of Ethics for Idaho Professional Educators to determine probable cause and recommend
possible disciplinary action.
9. Hearing. A formal review proceeding that ensures the respondent due process. The
request for a hearing is initiated by the respondent and is conducted by a panel of peers.
10. Hearing Panel. A minimum of three (3) educators appointed by the chair of the
Professional Standards Commission and charged with the responsibility to make a final
determination regarding the charges specifically defined in the administrative complaint.
11. Investigation. The process of gathering factual information concerning a valid, written
complaint in preparation for review by the Professional Standards Commission Executive
Committee, or following review by the Executive Committee at the request of the deputy
attorney general assigned to the Professional Standards Commission.
12. No Probable Cause. A determination by the Executive Committee that there is not
sufficient evidence to take action against an educator’s certificate.

SECTION 400: PERSONNEL

© 2021 Holinka Law, P.C.
09L-04L-97SBE-D2/12/98-M8/31/09-M08/01/14-M09/27/18-M06/30/21

Code of Ethics for Certificated Employees—continued

Page 2 of 7

13. Principles. Guiding behaviors that reflect what is expected of professional educators in
the state of Idaho while performing duties as educators in both the private and public
sectors.
14. Probable Cause. A determination by the Executive Committee that sufficient evidence
exists to issue an administrative complaint.
15. Reprimand. A written letter admonishing the certificate holder for their conduct.
16. Respondent. The legal term for the professional educator who is under investigation for a
purported violation of the Code of Ethics for Idaho Professional Educators.
17. Revocation. The invalidation of any certificate held by the educator.
18. Stipulated Agreement. A written agreement between the respondent and the Professional
Standards Commission to resolve matters arising from an allegation of unethical conduct
following a complaint or an investigation. The stipulated agreement is binding to both
parties and is enforceable under its own terms.
CODE OF ETHICS FOR IDAHO PROFESSIONAL EDUCATORS
Believing in the worth and dignity of each human being, the professional educator recognizes the
supreme importance of pursuing truth, striving toward excellence, nurturing democratic
citizenship, and safeguarding the freedom to learn and to teach while guaranteeing equal
educational opportunity for all. The professional educator accepts the responsibility to practice
the profession according to the highest ethical principles. The Code of Ethics for Idaho
Professional Educators symbolizes the commitment of all Idaho educators and provides
principles by which to judge conduct.
Aspirations and Commitments:
a. The professional educator aspires to stimulate the spirit of inquiry in students and to
provide opportunities in the school setting that will help them acquire viable knowledge,
skills, and understanding that will meet their needs now and in the future.
b. The professional educator provides an environment that is safe to the cognitive, physical,
and psychological well-being of students, and provides opportunities for each student to
move toward the realization of his/her goals and potential as an effective citizen.
c. The professional educator, recognizing that students need role models, will act, speak,
and teach in such a manner as to exemplify nondiscriminatory behavior, and encourage
respect for other cultures and beliefs.
d. The professional educator is committed to the public good and will help preserve and
promote the principles of democracy. He/she will provide input to the local school board
to assist in the board’s mission of developing and implementing sound educational
policy, while promoting a climate in which the exercise of professional judgment is
encouraged.
e. The professional educator believes the quality of services rendered by the education
profession directly influences the nation and its citizens. He/she strives, therefore, to
establish and maintain the highest set of professional principles of behavior, to improve
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educational practice, and to achieve conditions that attract highly qualified persons to the
profession.
f. The professional educator regards the employment agreement as a pledge to be executed
in a manner consistent with the highest ideals of professional service. He/she believes
that sound professional personal relationships with colleagues, governing boards, and
community members are built upon integrity, dignity, and mutual respect. The
professional educator encourages the practice of the profession only by qualified persons.
Principle I—Professional Conduct:
A professional educator abides by all federal, state, and local laws and statutes. Unethical
conduct may include the conviction of any felony or misdemeanor offense as set forth in Idaho
Code §33-1208.
Principle II—Educator/Student Relationship:
A professional educator maintains a professional relationship with all students, both inside and
outside the classroom. Unethical conduct includes, but is not limited to:
a. Committing any act of child abuse, including physical and/or emotional abuse;
b. Committing any act of cruelty to children or any act of child endangerment;
c. Committing or soliciting any sexual act from any minor or any student regardless of age;
d. Committing any act of harassment as defined by district policy;
e. Soliciting, encouraging, or consummating a romantic or inappropriate relationship
(whether written, verbal, virtual, or physical) with a student, regardless of age;
f. Soliciting or encouraging any form of personal relationship with a student that a
reasonable educator would view as undermining the professional boundaries necessary to
sustain an effective educator-student relationship.
g. Using inappropriate language, including, but not limited to, swearing and improper
sexual comments (e.g., sexual innuendoes or sexual idiomatic phrases);
h. Taking or possessing inappropriate images (digital, photographic, or video) of students of
a harassing, confidential or sexual nature;
i. Inappropriate contact with any minor or any student regardless of age using electronic
media;
j. Furnishing alcohol or illegal or unauthorized drugs to any student, or allowing or
encouraging a student to consume alcohol or unauthorized drugs except in a medical
emergency;
k. Conduct that is detrimental to the health and welfare of students; and
l. Deliberately falsifying information presented to students.
Principle III—Alcohol and Drugs Use or Possession:
A professional educator refrains from the abuse of alcohol or drugs during the course of
professional practice. Unethical conduct includes, but is not limited to:
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a. Being on school premises or at any school-sponsored activity, home or away, involving
students while possessing, using, or consuming illegal or unauthorized drugs;
b. Being on school premises or at any school-sponsored activity, home or away, involving
students while possessing, using, or consuming alcohol;
c. Inappropriate or illegal use of prescription medications on school premises or at any
school-sponsored events, home or away;
d. Inappropriate or illegal use of drugs or alcohol that impairs the individual’s ability to
function; and
e. Possession of an illegal drug as defined in Chapter 27, Idaho Code, Uniform Controlled
Substances.
Principle IV—Professional Integrity:
A professional educator exemplifies honesty and integrity in the course of professional practice.
Unethical conduct includes, but is not limited to:
a. Fraudulently altering or preparing materials for licensure or employment;
b. Falsifying or deliberately misrepresenting professional qualifications, degrees, academic
awards, and related employment history when applying for employment or licensure;
c. Failure to notify the state at the time of application for licensure of past revocations or
suspensions of a certificate or license from another state;
d. Failure to notify the state at the time of application for licensure of past criminal
convictions of any crime violating the statutes or rules governing teacher certification;
e. Falsifying, deliberately misrepresenting, or deliberately omitting information regarding
the evaluation of students and/or personnel, including improper administration of any
standardized tests (changing test answers, copying, or teaching identified test items,
unauthorized reading of the test to students, etc.);
f. Falsifying, deliberately misrepresenting, or deliberately omitting reasons for absences or
leaves;
g. Falsifying, deliberately misrepresenting, or deliberately omitting information submitted
in the course of an official inquiry and/or investigation;
h. Falsifying, deliberately misrepresenting, or deliberately omitting material information on
an official evaluation of colleagues; and
i. Failure to notify the state of any criminal conviction of a crime violating the statutes or
rules governing teacher certification.
Principle V—Funds and Property:
A professional educator entrusted with public funds and property honors that trust with a high
level of honesty, accuracy, and responsibility. Unethical conduct includes, but is not limited to:
a. Misuse, or unauthorized use, of public or school-related funds or property;
b. Failure to account for school funds collected from students, parents, or patrons, or other
donors from all sources, including online donation platforms;
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c. Submitting fraudulent requests for reimbursement of expenses or for pay;
d. Co-mingling of public or school-related funds in personal bank account(s);
e. Using of school property for private financial gain;
f. Using of school computers to deliberately view or print pornography; and
g. Deliberate use of poor budgeting or accounting practices.
Principle VI—Compensation:
A professional educator maintains integrity with students, colleagues, parents, patrons, or
business personnel when accepting gifts, gratuities, favors, and additional compensation.
Unethical conduct includes, but is not limited to:
a. Unauthorized solicitation of students and/or parents of students to purchase equipment,
supplies, or services from the educator who will directly benefit;
b. Accepting gifts from vendors or potential vendors for personal use or gain where there
may be the appearance of a conflict of interest;
c. Tutoring students assigned to the educator for remuneration unless approved by the local
board of education; and
d. Soliciting, accepting, or receiving a financial benefit greater than fifty dollars ($50) as
defined in Idaho Code §18-1359(b).
e. Keeping for oneself donations, whether money or items, that were solicited or accepted
for the benefit of a student, class, classroom or school.
Principle VII—Confidentiality:
A professional educator complies with state and federal laws and local school board policies
relating to the confidentiality of student and employee records, unless disclosure is required or
permitted by law. Unethical conduct includes, but is not limited to:
a. Sharing of confidential information concerning student academic and disciplinary
records, personal confidences, health and medical information, family status or income,
and assessment or testing results with inappropriate individuals or entities; and
b. Sharing of confidential information about colleagues obtained through employment
practices with inappropriate individuals or entities.
Principle VIII—Breach of Contract or Abandonment of Employment:
A professional educator fulfills all terms and obligations detailed in the contract with the local
board of education or education agency for the duration of the contract. Unethical conduct
includes, but is not limited to:
a. Abandoning any contract for professional services without the prior written release from
the contract by the employing school district;
b. Willfully refusing to perform the services required by a contract; and
c. Abandonment of classroom or failure to provide appropriate supervision of students at
school or school-sponsored activities to ensure the safety and well-being of students.
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Principle IX—Duty to Report:
A professional educator reports breaches of the Code of Ethics for Idaho Professional Educators,
and submits reports as required by Idaho Code. Unethical conduct includes, but is not limited to:
a. Failure to comply with Idaho Code §33-1208A (reporting requirements and immunity);
b. Failure to comply with Idaho Code §16-1605 (reporting of child abuse, abandonment, or
neglect);
c. Failure to comply with Idaho Code §33-512B (suicidal tendencies and duty to warn); and
d. Having knowledge of a violation of the Code of Ethics for Idaho Professional Educators
and failing to report the violation to an appropriate education official.
Principle X—Professionalism:
A professional educator ensures just and equitable treatment for all members of the profession in
the exercise of academic freedom, professional rights and responsibilities while following
generally recognized professional principles. Unethical conduct includes, but is not limited to:
a. Any conduct that seriously impairs the certificate holder’s ability to teach or perform
his/her professional duties;
b. Committing any act of harassment toward a colleague;
c. Failure to cooperate with the Professional Standards Commission in inquiries,
investigations, or hearings;
d. Using institutional privileges for the promotion of political candidates or for political
activities, except for local, state, or national education association elections;
e. Willfully interfering with the free participation of colleagues in professional associations;
and
f. Taking or possessing inappropriate images (digital, photographic or video) of colleagues
of a harassing, confidential or sexual nature.
VIOLATION OF THE CODE OF ETHICS FOR IDAHO PROFESSIONAL
EDUCATORS
A violation of the Code of Ethics for Idaho Professional Educators is grounds to deny, suspend,
revoke, or place reasonable conditions on one’s teaching certificate. An allegation of ethical
misconduct may be brought by the board of trustees or by any individual - other than a student of
an Idaho public school - who has substantial interest in the matter.
The board of trustees will report to the chief officer of teacher certification the circumstances and
the name of any educator who is dismissed, resigns, or is otherwise severed from employment
for reasons that could constitute grounds for revocation, suspension, or denial of a certificate
within ten (10) days of the date employment is severed.
Upon receipt of a written and signed allegation of unethical conduct, the Executive Committee of
the Professional Standards Commission reviews the circumstances of the case and determines
whether sufficient grounds exist to warrant filing an administrative complaint against the
individual accused of misconduct. If sufficient grounds are determined to exist, the chief
certification officer of the Professional Standards Commission files an administrative complaint
SECTION 400: PERSONNEL

© 2021 Holinka Law, P.C.
09L-04L-97SBE-D2/12/98-M8/31/09-M08/01/14-M09/27/18-M06/30/21

Code of Ethics for Certificated Employees—continued

Page 7 of 7

against the accused. Upon request, a hearing will be held, and a recommendation will be made
to the Professional Standards Commission. The final decision of the Professional Standards
Commission is subject to judicial review. Such hearings are held in compliance with Idaho Code
§33-1209.
♦♦♦♦♦♦♦
LEGAL REFERENCE:
Idaho Code Sections
33-513 – Professional Personnel
33-1208(1)(j) – Revocation, Suspension, Denial or Place Reasonable Conditions on
Certificate – Grounds
33-1208A – Reporting Requirements and Immunity
33-1209 – Proceedings to Revoke, Suspend, Deny or Place Reasonable Conditions on a
Certificate – Letters of Reprimand – Complaint – Subpoena Power – Hearing
IDAPA
08.02.02.076 – Code of Ethics for Idaho Professional Educators
08.02.02.077 – Definitions for Use with the Code of Ethics for Idaho Professional
Educators
ADOPTED: March 27, 1997
AMENDED: October 27, 2007
December 17, 2009
January 15, 2015
January 21, 2016
December 13, 2018
September 16, 2021

NOTE: The Code of Ethics for Idaho Professional Educators has been adopted by the Idaho State
Board of Education (SBOE) and sets forth the minimum ethical responsibilities for educators. The
district may supplement the Code of Ethics but may not, in any way, diminish the educator’s
responsibilities under the Code of Ethics for Idaho Professional Educators.
School districts must be careful, if adding to the Code of Ethics for Idaho Professional Educators, to
ensure that educators’ constitutional rights are not violated. School districts may wish to seek legal
guidance before supplementing this Code of Ethics. While a school district’s supplemental ethical
obligations may result in suspension, leave of absence, probation, or discharge from employment,
only violations of the Code of Ethics for Idaho Professional Educators may result in revocation or
suspension of an Idaho educator’s certificate, or a letter of reprimand.
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POLICY TITLE: Code of Ethics for Certificated Employees:
Acknowledgment of Receipt

POLICY NO: 442F1
PAGE 1 of 1

Code of Ethics for Idaho Professional Educators
Acknowledgment of Receipt

I understand that it is the policy of Blackfoot School District No. 55 that all certificated
employees adhere to the Code of Ethics for Idaho Professional Educators, as adopted by the
Idaho State Board of Education (SBOE), effective March 20, 2004, and any amendments thereto.
I acknowledge that I have received a copy of the Code of Ethics for Idaho Professional Educators
as outlined in Policy No. 442, Code of Ethics for Certificated Employees and agree to abide by
its principals in carrying out my duties as an educator.
I understand that a violation of the Code of Ethics for Idaho Professional Educators is grounds to
deny, suspend, revoke, or place reasonable conditions on my teaching certificate.
I further understand that failure to comply with the Code of Ethics for Idaho Professional
Educators may also result in district disciplinary action up to and including termination. The
superintendent or designee may also report a violation to law enforcement where appropriate.

Employee Signature

Date

Employee’s Printed Name
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POLICY TITLE: Certificated Employee Evaluations

POLICY NO: 443
PAGE 1 of 8

Effective evaluation systems recognize, promote and help develop effective and successful
educators. Therefore, Blackfoot School District No. 55 adopts this policy for certificated staff
performance evaluations to ensure that all certificated personnel are evaluated fairly and
consistently. Multiple measures are utilized in which the evaluation criteria and procedures for
the evaluation of certificated personnel are research based. For pupil service staff, standards are
aligned with the profession’s national standards. For instructional staff, standards are aligned to
Charlotte Danielson Framework for Teaching Second Edition domains and components of
instruction and are based on professional practice.
DEFINITIONS
For the purposes of this policy, the following definitions apply:
“Certificated instructional staff,” also referred to as teachers, are those employees who are either
involved in the direct instruction of a student or group of students or who serve in a mentor or
teacher leader position for individuals who hold an Idaho certificate issued under Idaho Code §331201, and hold a valid Idaho certificate.
“Measurable student achievement” means the measurement of student academic achievement or
growth within a given interval of instruction for those students who have been enrolled in and
attended eighty percent (80%) of the interval of instruction. Measures and targets shall be chosen
at the school level in collaboration with the staff member impacted by the measures and applicable
district staff and approved by the school board. Measures and targets must also align with the
performance measures and benchmarks in the continuous improvement plan approved by the
school board. The most effective measures and targets are those generated as close to the actual
work as possible. Targets may be based on grade- or department-level achievement or growth
goals that create collaboration within groups. Individual measurable student achievement targets
and the percentage of students meeting individual targets must be reported annually to the state.
Assessment tools that may be used for measuring student achievement and growth include:
(a)
(b)
(c)
(d)
(e)
(f)
(g)
(h)
(i)
(j)

Idaho standards achievement test (ISAT), including interim ISAT assessments;
Student learning objectives;
Teacher-constructed assessments of student growth;
Pre- and post-tests, including district-adopted tests;
Performance-based assessments;
Idaho reading indicator, which will be one of the required assessment tools for
applicable staff;
College entrance exams or preliminary college entrance exams such as PSAT, SAT,
PACT, and ACT;
Advanced placement exams;
Career technical exams;
Number of business or industry certificates or credentials earned by students in an
approved career technical education program;
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(k) Number of students completing career technical education capstone courses; and
(l) Number of students enrolled in career technical education courses that are part of a
program that culminates with business or industry certificates or credentials.
“Pupil service staff” means those who provide services to students, but are not involved in direct
instruction of those students, and hold a pupil personnel services certificate.
“Renewable contract personnel” are those certificated individuals who have been employed by this
district for four (4) or more continuous years.
“Student success indicators” means measurable indicators of student achievement or growth, other
than academic, within a predefined interval of time for a specified group of students. Measures
and targets shall be chose at the district or school level in collaboration with the pupil service staff
member impacted by the measures and applicable district staff. Individual measurable student
achievement targets and the percentage of students meeting each target must be reported annually
to the state. Student success indicators include:
(a) Quantifiable goals stated in a student’s 504 plan or individualized education plan.
(b) Quantifiable goals stated in a student’s behavior improvement plan.
(c) School- or district-identified measurable student objectives for a specified student
group or population.
(d) The percentage of students who create student learning plans in grade 8 or who
annually update their student learning plans thereafter.
(e) The percentage of students who satisfactorily complete one or more advanced
opportunities options as specified in Idaho Code §33-4602, or who earn business or
industry certificates or credentials. This indicator shall be one of the required indicators
for applicable staff.
PURPOSE OF EVALUATIONS
The purpose for conducting employee evaluations is to improve student achievement by
supporting teacher development. Evaluations assist in identifying employee strengths and
weaknesses while providing direction and support for continued learning and professional
development. Evaluations may also be used to document areas of improvement and to make
decisions regarding personnel actions.
EVALUATOR
The Superintendent or designee will be responsible for evaluating certificated instructional staff
and pupil personnel performance. All individuals responsible for evaluating certificated
instructional staff and pupil service staff performance shall have received training in conducting
evaluations based on the statewide framework for evaluations within the immediate previous five
(5) years of conducting any evaluations.

SECTION 400: PERSONNEL

© 2021 Holinka Law, P.C.
D12/01/13-M06/05/14-M08/01/14-M07/05/16-M08/15/17-M06/14/21

Certificated Employee Evaluations—continued

Page 3 of 8

EVALUATION CRITERIA
The professional practice standards used in the evaluation model shall be aligned with minimum
State standards and based on Charlotte Danielson Framework for Teaching Second Edition.
Individual domain and component ratings shall be determined based on a combination of
professional practice and student achievement and, at a minimum, will include:
1. Domain 1: Planning and Preparation
a.

Demonstrating knowledge of content and pedagogy.

b.

Demonstrating knowledge of students.

c.

Setting instructional outcomes.

d.

Demonstrating knowledge of resources.

e.

Designing coherent instruction.

f.

Designing student assessments.

2. Domain 2: The Classroom Environment
a.

Creating an environment of respect and rapport.

b.

Establishing a culture for learning.

c.

Managing classroom procedures.

d.

Managing student behavior.

e.

Organizing physical space.

3. Domain 3: Instruction and Use of Assessment
a.

Communicating with students.

b.

Using questions and discussion techniques.

c.

Engaging students in learning.

d.

Using assessment in instruction.

e.

Demonstrating flexibility and responsiveness.

4. Domain 4: Professional Responsibilities
a.

Reflecting on teaching.

b.

Maintaining accurate records.

c.

Communicating with families.

d.

Participating in a professional community.

e.

Growing and developing professionally.

f.

Showing professionalism.
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MEASURES/SOURCES OF DATA
Professional Practice – Majority of the Evaluation Ratings
At least a majority of the evaluation rating in the evaluation for all certificated instructional
employees will consist of evaluation results based on Professional Practice standards and will be
aligned to the Charlotte Danielson Framework for Teaching Second Edition domains and
components. The Professional Practice portion for instructional staff will also include a minimum
of two (2) documented observations annually, with at least one (1) observation being completed
by January 1 of each year. In situations where certificated personnel are unavailable for two (2)
documented classroom observations, due to situations such as long-term illness, late year hire, etc.,
one (1) documented classroom observation is acceptable. At least one (1) documented summative
evaluation must include a rating for all components of the applicable professional standards used
for evaluation of certified personnel. At least one of the following measures will be included to
inform the Professional Practice portion of all certificated instructional employee evaluations:
1. Parent/guardian input;
2. Student input; and/or
3. Portfolios.
Student Achievement – Part of the Evaluation Ratings
Instructional staff evaluations will include “measurable student achievement,” as defined in this
policy, as applicable to the subjects and grade ranges taught by the instructional staff. All other
certificated staff evaluations must include measurable student achievement or student success
indicators, as defined in this policy, as applicable to the position. This portion of the evaluation
may be calculated using current and/or the immediate past year’s data and may use one (1) year or
both years’ data. Growth in student achievement will also be considered as an optional measure
for all other school based and district based staff.
EVALUATION PROCEDURES
Prior to the start of the school year, the certificated instructional employee will fill out a selfassessment and create a professional growth plan. The self-assessment and professional growth
plan will be submitted to the evaluator prior to beginning of the year conference. At the beginning
of the year conference, the evaluator will review and discuss the employee’s self-assessment and
professional growth plan, previous student growth measures and expected student growth
measures for the upcoming year, previous student achievement data, and parent/guardian input.
The evaluator will notify the employee of factors that will be utilized in measuring effectiveness.
Prior to January 1, the evaluator will conduct a documented observation and provide feedback on
the employee’s performance for the year thus far.
At the end of the year, the evaluator and employee will review and discuss the employee’s
professional growth plan and the achievement of set goals, student achievement data, and
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parent/guardian input. The evaluator will provide feedback on the employee’s performance for
the year and assign a final effectiveness rating.
No contract shall be issued for the next ensuing year until such time as the employee’s formal
written performance evaluation has been completed.
COMMUNICATION OF RESULTS
A copy of each written evaluation will be submitted to the certified employee within five (5) school
days following the formal evaluation. The certified employee will have the opportunity to attach
a response to his or her evaluation within twenty-one (21) calendar days.
Certificated personnel evaluations will be considered permanent records and will be maintained in
each employee’s personnel file. All evaluation records will be kept confidential as required by
state and federal law.
PERSONNEL ACTIONS
The following actions may result from the evaluation process if determined to be appropriate:
1. A letter of reprimand;
2. Renewal of employment contract;
3. A period of probation;
4. Reassignment;
5. Immediate discharge;
6. Renewal of the employment contract under a continued probationary status; and/or
7. Non-renewal of employment contract.
A letter of reprimand may be issued at any time, with or without a formal evaluation. Any
recommendation to place an employee on a period of probation, discharge the employee
immediately, discharge the employee upon termination of the current contract, or reemploy the
employee at the end of the contract term under a continued probationary status contract must be
approved by the board of trustees.
Nothing in this policy shall be read to impact the district’s right to immediately, without an
evaluation or period of probation, discipline an employee up to and including immediate discharge
for reasons other than unsatisfactory performance.
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PROBATION
The district is not required to establish a period of probation for Category 1 or Category 2
employees whose performance is unsatisfactory.
When any Category 3 employee’s work is found to be unsatisfactory, a defined period of probation
of not less than eight (8) weeks will be established by the board.
For renewable contract employees, the board will establish a reasonable period of probation before
determining that it will not renew a contract due to a report of unsatisfactory performance. The
period of probation will not affect the employee’s renewable contract status.
Notwithstanding the open meeting law, the board will make decisions regarding placing a
certificated employee on probation in executive session. The individual on probation will not be
named in the minutes of the meeting, but a record of the board’s decision will be placed in the
employee’s personnel file.
Prior to the commencement of the probationary period, the board will provide written notice to the
employee, stating the reasons for the probation, including areas of deficiency, and the conditions
of probation, including provisions for adequate supervision and evaluation of the employee’s
performance during the probationary period.
After the probationary period, action will be taken by the board as to whether the employee is to
be retained, immediately discharged, discharged upon termination of the current contract or
reemployed at the end of the contract term under a continued probationary status.
REMEDIATION
Employees placed on probation will receive remediation designed to provide direction and support
for improved employee performance. Additionally, employees who are placed on probation may
request and/or be assigned a peer mentor.
The evaluator will work with the employee to identify and address the areas of concern, the
remediation objectives, the criterion that will be used to measure the progress sought, support
resources, provisions for adequate supervision and evaluation of performance during the
probationary period, and timelines. Removal from probation will depend on the successful
achievement of the articulated goals.
During the probationary period, the evaluator will conduct additional observations as needed to
ensure the effectiveness of the remediation measures on the employee’s performance.
APPEAL
When disagreement exists regarding the results of the evaluation, the affected employee is entitled
to attach a rebuttal to his or her evaluation. The employee may also request an informal review of
the evaluation by the superintendent or designee.
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An employee who is placed on probation, immediately discharged, or not reemployed is entitled
to full due process rights as provided by Idaho Code §§33-513 through 33-515.
MONITORING AND EVALUATION
The superintendent or designee is responsible for ensuring that the evaluation process is in
compliance with state requirements and implemented consistently. The superintendent or designee
will continually review and develop the district’s personnel evaluation system taking into account
input from trustees, administrators, teachers, and parents where appropriate. Any changes to the
district’s evaluation model will be approved by the board of trustees and submitted to the SDE for
approval.
PROFESSIONAL DEVELOPMENT AND TRAINING
The district will provide ongoing training for evaluators/administrators and teachers regarding the
evaluation standards, tools, and processes. All individuals responsible for evaluating certificated
instructional staff and pupil personnel performance will receive training in conducting
observations and evaluating effective teacher performance.
Additional staff training and professional development opportunities will be provided throughout
the year on an as needed basis to provide certificated instructional staff with the tools necessary to
be effective educators. Funding will be allotted in the annual budget for the ongoing training and
professional development.
COLLECTING AND USING DATA
Aggregate data will be considered part of this district’s and its individual schools’ needs
assessment in determining professional development offerings. The district will report the ratings
of individual certificated personnel evaluations to the SDE annually for state and federal reporting
purposes. The SDE will ensure that the privacy of all certificated personnel is protected by not
releasing statistical data of evaluation ratings in local school districts with fewer than five (5)
teachers and by only reporting that information in the aggregate by local school district.
INDIVIDUALIZED TEACHER EVALUATION RATING SYSTEM
Evaluations will be used to identify employee proficiency and record professional growth over
time. The individualized teacher rating system will have a minimum of three (3) rankings used to
differentiate performance of teachers and pupil personnel certificate holders including:
a.

Unsatisfactory = 1

b.

Basic = 2

c.

Proficient = 3

d.

Distinguished = 4
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♦♦♦♦♦♦♦
LEGAL REFERENCE:
Idaho Code Sections
74-106 et seq. – Records Exempt from Disclosure
33-513 – Professional Personnel
33-514 – Issuance of Annual Contracts
33-515 – Issuance of Renewable Contracts
33-518 – Employee Personnel Files
33-1001 – Definitions
IDAPA – Rules Governing Uniformity
08.02.02.007 – Definitions
08.02.02.026 – Administrator Certificate
08.02.02.027 – Pupil Personnel Services Certificate
08.02.02.120 – Local District Evaluation Policy – Teacher and Pupil Personnel
ADOPTED:

January 21, 2016

AMENDED:

July 26, 2018
September 16, 2021
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Certificated personnel of Blackfoot School District No. 55 will be employed pursuant to a
written contract, on a form approved by the state superintendent of public instruction. The
employment contracts will state: (1) the length of time the contract is in force; (2) the total
compensation of the contract period; and (3) the employee’s full-time equivalent (FTE) status.
The district will only enter into employment contracts with individuals who hold a valid
certificate for the position they will be assigned on the date employment commences pursuant to
the contract unless a waiver has been requested and received from the Idaho State Department of
Education (SDE).
ANNUAL CONTRACTS
No contract will be issued for the next ensuing year until such time as the employee’s formal
written performance evaluation has been completed. There are three (3) categories of annual
contracts available to the district under which to employ certificated employees during their first
three (3) years of employment in the district:
Category 1: A limited one-year contract for certificated personnel specifically offered for the
duration of the ensuing school year to individuals hired after August 1 or the spouse of a board
member who meets the criteria set forth in Idaho Code §33-507(3). Such a contract is
specifically offered for the limited duration of the ensuing school year and no further notice is
required by the district to terminate the contract at the conclusion of the contract year.
Category 2: A contract for certificated personnel in the first or second year of continuous
employment with this district. If the board decides not to reemploy the certificated employee for
the following school year, the employee will be provided with a written statement of the reasons
for non-reemployment no later than July 1. The employee is not entitled to a review by the
board of the reasons or decision not to reemploy the individual.
Category 3: A contract for certificated personnel during the third year of continuous
employment with this district, provided that any employee who has not completed nontraditional route program requirements while on a three (3) year interim certificate will be held at
category 3 status, regardless of having been continuously employed by this district for more than
three years, until such time as the non-traditional route program requirements have been met and
a five (5) year renewable certificate has been issued. Each certificated employee on a Category 3
contract will be given written notice on or before July 1 whether he or she will be reemployed for
the following school year. If the employee will not be reemployed, the notice must contain a
statement of reasons for the decision and, upon submitting a written request, the employee will
be given the opportunity for an informal review of the board’s decision as set forth in Policy No:
460, Informal Review Procedure for Certificated Employees.
RENEWABLE CONTRACTS
Certificated employees, and school nurses, and school librarians who have obtained a
professional endorsement under Idaho Code §33-1201A, who have been employed by this
district for three (3) or more full years of continuous service will have the right to automatic
contract renewal upon signing and timely returning a contract for a fourth full year. Any
employee who has not successfully completed the three (3) year non-traditional route program
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while on a three (3) year interim certificate and has not yet been issued a five (5) year renewable
certificate will not be placed on a renewable contract. Such employee will remain on a category
3 contract, even after serving three (3) continuous years of employment with this district.
Renewable contracts will be issued on or before July 1 of each year. At the discretion of the
board, letters of intent for employment for the next ensuring school year may be issued to
renewable contract status employees during May of each school year. A letter of intent will not
state a specific duration of the contract or salary/benefits term for the next ensuing school year.
Any contract automatically renewed may be renewed for a shorter term, longer term, or the same
length of term as stated in the current contract and at a greater, lesser, or equal salary as stated in
the current contract. Any changes to a standard teacher contract will be uniformly applied to all
employees to the extent allowable in Idaho Code §33-1004E, unless the board enacts its
reduction in force policy. Unless otherwise negotiated, standard teacher contract renewals for
terms shorter in length than set forth in the existing contract will only occur after the board
determines that the estimated salary-based apportionment reimbursement it will receive for the
ensuing school year is less than the sum the district would otherwise be paying for salaries for
certificated employees.
The board may offer a renewed contract increasing the salary of any certificated person or
reassign an administrative employee to a nonadministrative position with appropriate reduction
of salary. In the event of reassignment, the board will give written notice to the employee with a
statement of the reasons for the reassignment. The employee, upon written request to the board,
will be entitled to an informal review of the decision as set forth in Policy No: 460, Informal
Review Procedure for Certificated Employees.
If the board, for reasons other than unsatisfactory service, for the following contract year,
decides to (1) change the length of the terms stated in the current contract, or (2) reduce the
salary of a certificated employee whose contract would otherwise be automatically renewed, an
individualized due process proceeding is not required. The board will hold a single informal
review for all impacted employees as set forth in Policy No: 460, Informal Review Procedure for
Certificated Employees. Furthermore, the board will notify the employee in writing whether
there is just and reasonable cause to change the length of the terms stated in the current contract
or reduce the salary of the affected employee, and if so, what reasons the board relied upon in
making its decision.
If the board takes action to (1) immediately discharge any certificated employee (annual or
renewable contract) for any reason during the current contract period, or (2) does not renew any
renewable contract employee at the end of the current contract period, the board will follow the
discharge procedures as set forth in Idaho Code §33-513(5), and Policy No: 454, Discharge of
Certificated Employees. Furthermore, the board will notify the employee in writing whether
there is just and reasonable cause not to renew the contract, and if so, what reasons the board
relied upon in making its decision.
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EMPLOYING INDIVIDUALS WITH RENEWABLE CONTRACT STATUS
The board reserves the right to hire a certificated employee who has been on a renewable
contract with another Idaho school district, or who has out-of-state experience that would qualify
the individual for renewable contract status in Idaho, by immediately granting renewable
contract status to the individual or placing the individual on a Category 3 annual contract. If the
employee is hired under a Category 3 contract, the board has the discretion to issue a Category 3
contract annually for one (1), two (2), or three (3) years.
DELIVERY AND RETURN
Delivery of a contract may be made in person, by certified mail, or electronically. When
delivery is made in person, delivery of the contract must be acknowledged by a signed receipt.
When delivery is made by certified mail or electronically, delivery must be acknowledged by the
return of the certified mail receipt or return of the electronic receipt from the person to whom the
contract was sent.
If the delivery of the contract is made electronically, with return electronic receipt, and the
district has not received a return of a signed contract and has not received an electronic read
receipt from the employee, the district will resend the original electronically delivered contract to
the employee via certified mail, return receipt requested, and provide the individual with a new
date for contract return. In the event an individual willfully refuses to acknowledge receipt of the
contract or the contract is not signed and returned to the board within the designated or default
period of time, the board or its designee may declare the position vacant.
The employee must return the signed contract within the time period set by the board, but in no
event less than ten (10) calendar days from the date of delivery. In the event the board does not
notify an individual as to how long he or she has to sign and return the contract, the default time
limit will be twenty-one (21) calendar days after the contract is delivered to the person.

♦♦♦♦♦♦♦
LEGAL REFERENCE:
Idaho Code Sections
33-513 – Professional Personnel
33-514 – Issuance of Annual Contacts – Support Programs – Categories of Contracts –
Optional Placement
33-514A – Issuance of Limited Contract – Category 1 Contract
33-515 – Issuance of Renewable Contracts
33-515A – Supplemental Contracts
33-522 – Financial Emergency
ADOPTED: March 27, 1997
AMENDED: February 24, 2000
March 22, 2001
May 17, 2011
January 23, 2014
January 21, 2016
September 16, 2021
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The district will adopt criteria and procedures for evaluation of certificated employees, with
input from those parties affected by the evaluation process (trustees, administrators, and
teachers). The criteria and procedures will be attached to this policy and will be communicated
to certificated employees.
EVALUATION OF ANNUAL CONTRACT EMPLOYEES
The district will evaluate annual contract employees if and as required by the employee’s
contract category:
Category 1: The district is not required to evaluate certificated personnel employed pursuant to
a Category 1 limited annual contract. The district will not place Category 1 employees on
probation.
Category 2: The employee will receive a minimum of two (2) written evaluations during the
school year, one of which will be completed before January 1. The district is not required to
establish a period of probation for Category 2 employees whose performance is unsatisfactory.
Category 3: The employee will receive a minimum of two (2) written evaluations during the
school year, one of which will be completed before January 1. If the employee’s performance is
found to be unsatisfactory, the board will establish a defined period of probation of not less than
eight (8) weeks. Upon completion of such probationary period, the board will determine whether
the employee will be retained; immediately discharged; discharged at the end of the current
contract; or reemployed at the end of the current contract on a continued probationary status.
Placing the Category 3 employee on probation does not preclude the district from later
determining, via evaluations, that the employee’s performance is unsatisfactory and establishing
a subsequent period of probation.
EVALUATION OF RENEWABLE CONTRACT EMPLOYEES
The performance of each certificated employee on a renewable contract will be evaluated at least
once annually by the employee’s building principal or other designated administrator. If the
employee’s performance is unsatisfactory, the superintendent or designee may recommend to the
board that the employee be placed on probation.
Prior to determining that it will not renew a contract for a renewable contract employee due to a
report of unsatisfactory performance, or to renew the contract at a reduced salary, the board will
establish a reasonable period of probation for the employee. The period of probation will not
affect the person’s renewable contract status.

SECTION 400: PERSONNEL

© 2013 Eberharter-Maki & Tappen, PA
10L-06L-00L-D2/12/98-M10/13/10-PropEEM01/10/13

Evaluation and Probation of Certificated Employees—continued

Page 2 of 4

EVALUATION STANDARDS FOR TEACHERS
The district’s evaluation model for teachers will be aligned to the State of Idaho’s minimum
standards that are based on Charlotte Danielson’s Framework for Teaching, Section Edition,
domains and components of instruction, as set forth below:
Domain 1—Planning and Preparation
a.
b.
c.
d.
e.
f.

Demonstrating Knowledge of Content and Pedagogy
Demonstrating Knowledge of Students
Setting Instructional Goals
Demonstrating Knowledge of Resources
Designing Coherent Instruction
Assessing Student Learning

Domain 2—Learning Environment
a.
b.
c.
d.
e.

Creating an Environment of Respect and Rapport
Establishing a Culture for Learning
Managing Classroom Procedures
Managing Student Behavior
Organizing Physical Space

Domain 3—Instruction and Use of Assessment
a.
b.
c.
d.
e.
f.

Communicating Clearly and Accurately
Using Questions and Discussion Techniques
Engaging Students in Learning
Providing Feedback to Students
Demonstrating Flexibility and Responsiveness
Using Assessment to Inform Instruction and Improve Student Achievement

Domain 4—Professional Responsibilities
a.
b.
c.
d.
e.
f.

Reflecting on Teaching
Maintaining Accurate Records
Communicating with Families
Contributing to the School and District
Growing and Developing Professionally
Showing Professionalism

EVALUATION PROCESS AND CONTENTS
The evaluation of each certificated employee will be in writing, based on observations of the
employee’s performance and other relevant factors, and will reflect whether or not the employee
is performing satisfactorily. Upon completion of the evaluation, the employee’s performance
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will be discussed with the employee and a signed copy of the written evaluation will be placed in
the employee’s personnel file. After reviewing the evaluation, the employee may file a rebuttal
statement in response to the evaluation. However, the employee has no right to appeal or file a
grievance regarding the content of the evaluation.
The evaluation for each certificated employee in this district will contain, at a minimum, the
following information:
1.

Purpose--Statements identifying the purpose or purposes for which the evaluation is
being conducted.

2.

Criteria--Statements of the general criteria upon which certificated personnel will be
evaluated.

3.

Evaluator--Identification of the individuals responsible for evaluating the employee’s
performance.

4.

Source of Data--Description of the data sources used in conducting certificated personnel
evaluations. For classroom teaching, classroom observation should be included as one
(1) source of data.

5.

Procedure--Description of the procedure used in conducting certificated personnel
evaluations.

6.

Communication of Results--The method by which certificated personnel are informed of
the results of evaluations.

7.

Personnel Actions--The action, if any, available to this district as a result of the
evaluation and the procedures for implementing these actions.

8.

Appeal--The procedure available to the individual for appeal or rebuttal when
disagreement exists regarding the results of the evaluation.

9.

Remediation--The procedure available to provide remediation in those instances where
remediation is determined to be an appropriate course of action.

10.

Monitoring and Evaluation--A description of the method used to monitor and evaluate the
district’s personnel evaluation system.

EVALUATION IMPROVEMENT PLAN
The superintendent will appoint a committee to develop, and review on an annual basis, a plan
for assessing and improving the evaluation process for certificated employees. The plan will
address the following issues:
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1.

Professional Development and Training—A plan for ongoing training for
evaluators/administrators and teachers on the district’s evaluation standards, tool, and
process.

2.

Funding—A plan for funding ongoing training and professional development for
administrators in evaluation.

3.

Collecting and Using Data—A plan for collecting and using data gathered from the
evaluation tool that will be used to inform professional development.

4.

Identifying Proficiency—A plan for how evaluations will be used to identify proficiency
and define a process that identifies and assists teachers in need of improvement.

5.

Stakeholder involvement—A plan for including all stakeholders, including, but not
limited to, teachers, trustees, and administrators, in the development and ongoing review
of the teacher evaluation criteria.

6.

Fairness and Consistency--A provision for evaluating all certificated personnel on a fair
and consistent basis.

PLACING A CERTIFICATED EMPLOYEE ON PROBATION
Notwithstanding the open meeting law, the board will make decisions regarding placing a
certificated employee on probation in executive session. The individual on probation will not be
named in the minutes of the meeting, but a record of the board’s decision will be placed in the
employee’s personnel file. Prior to the commencement of the probationary period, the board will
provide written notice to the employee, stating the reasons for the probation, including areas of
deficiency, and the conditions of probation, including provisions for adequate supervision and
evaluation of the employee’s performance during the probationary period.
♦♦♦♦♦♦♦
LEGAL REFERENCE:
Idaho Code Sections
33-514
33-514A
33-515
IDAPA 08.02.02.120
Gunter v. Board of Trustees, 123 Idaho 910 (1993)
ADOPTED: March 27, 1997
AMENDED: August 27, 1998
March 22, 2001
December 21, 2006
December 16, 2010
December 8, 2011
January 23, 2014
January 21, 2016

SECTION 400: PERSONNEL

© 2013 Eberharter-Maki & Tappen, PA
10L-06L-00L-D2/12/98-M10/13/10-PropEEM01/10/13

POLICY TITLE:

Negotiated Agreement Terms

POLICY NO: 446
PAGE 1 of 3

DEFINITIONS
“Benefits” means employee insurance, leave time, and sick leave benefits.
“Compensation” means salary and benefits for professional employees.
“Good faith” means honesty, fairness, and lawfulness of purpose with the absence of any intent
to defraud, act maliciously, or take unfair advantage; or the observance of reasonable standards
of fair dealing.
“Local education organization” means any organization duly chosen and selected by fifty percent
(50%) plus one (1) of the professional employees, as defined in Idaho Code §33-1272, excluding
administrative personnel, as their representative organization for negotiations.
“Majority of professional employees” means fifty percent (50%) plus one (1) of the professional
employees.
“Negotiations” means publicly meeting and conferring in good faith for the purpose of reaching
a negotiation agreement.
“Negotiation agreement” means the employment matters and conditions mutually agreed upon in
writing between the board of trustees and the local education organization.
“Professional employee” means any certificated employee of the school district, but excludes
administrative personnel including superintendents, supervisors, or principals for the purposes of
negotiations.
NEGOTATIONS PROCESS
Either the board or the local education organization may make a request for negotiations. At its
discretion, the board may request written evidence from the local education organization that it
represents the majority of the professional employees for negotiations. The board may further
request that the local education organization establish annually that it represents the majority of
professional employees for negotiations prior to the commencement of negotiations. In order to
establish a local education organization’s representative status, a local education organization
must show that within the last two (2) years, fifty percent (50%) plus one (1) of the professional
employees, as defined in Idaho Code §33-1272, indicated agreement to be represented by the
local education organization for negotiation purposes. Evidence of fifty percent (50%) plus one
(1) inconsistent with this provision shall not be counted in the establishment of representative
status.
The individual(s) selected to represent the local education organization will be a member(s) of
the organization designated to represent the professional employees and a professional
employee(s) of the district. At its discretion, the board may designate any individual(s) as its
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representative(s) for negotiations. However, in the event the board chooses to designate any
individual(s) other than the superintendent or elected trustee(s) of the school district, the local
education organization is authorized to designate any individual(s) of its choosing to represent
the organization for negotiations. Negotiations will only occur between the respective
designated representatives.
Negotiations will consist of meeting and conferring in good faith on those matters specified in
any such negotiation agreement between the board and the local education organization. In the
event a conflict exists between the negotiated agreement and state or federal law, state or federal
law will prevail unless a provision exists allowing the negotiated agreement to prevail. The
board may, without negotiation or reference to any negotiated agreement, take action that may be
necessary to carry out its responsibilities due to emergency situations or acts of God.
PUBLIC ACCESS
All negotiations with the local education organization will occur in public, provided, however,
that the board or its designated representatives may hold an executive session for the specific
purpose of:
a. Deliberating on a labor contract offer or to formulate a counteroffer; or
b. Receiving information about a specific employee, when the information has a direct
bearing on the issues being negotiated and a reasonable person would conclude that the
release of that information would violate that employee’s right to privacy.
Joint ratification of all final offers of settlement will be made in open meetings, and each party
must provide written evidence confirming to the other that majority ratification has occurred.
Accurate records or minutes will be kept and will be available for public inspection at the
district’s office during normal business hours. All documentation exchanged between the board,
or its designees, and the local education organization will be subject to the public records
disclosure laws, including all offers, counteroffers and meeting minutes.
At the earliest possible time practicable, the district will post notice of all negotiation sessions on
the front page of its website. If time permits, notices will also be posted within 24 hours of the
negotiation sessions at the district’s regular meeting physical posting locations. Public
testimony, if any, will be posted as an agenda item.
DURATION OF NEGOTIATED AGREEMENTS
All agreements entered into through the negotiation process will have a one (1) year duration of
July 1 through June 30 of the ensuing fiscal year. Neither the board nor the local education
organization has authority to enter into any agreement or provisions that are in any force or effect
for multiple years or indefinitely, or otherwise does not expire on its own terms on or before June
30 of the ensuing fiscal year, with the exception of certain negotiated provisions that meet the
criteria for a nonrolling two (2) year duration.
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Upon mutual ratification, the board may enter into negotiated provisions with a nonrolling two
(2) year duration for any item other than compensation and benefits. The nonrolling two (2) year
provision must have a designated start date and end date. The negotiated nonrolling two (2) year
provisions may not be renegotiated during the two (2) year term, but may be addressed by the
board and the local education organization at the expiration of the end date of the two (2) year
term.

♦♦♦♦♦♦♦
LEGAL REFERENCE:
Idaho Code Sections
33-1271 through 1276 – Professional Employee Negotiations
74 – 206 - Executive Sessions – When Authorized
74-206A – Negotiations in Open Session
ADOPTED: March 27, 1997
AMENDED: December 8, 2011
January 21, 2016
September 20, 2018
December 16, 2021
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Recruitment of certificated employees is the responsibility of the superintendent or designee. In
the discharge of this responsibility, the superintendent will make such use of other administrative
and supervisory staff members as may be both practical and effective. Recruitment practices
will be conducted in a professional and competent manner with utmost regard for the welfare of
the school district. Notification of position vacancies will be announced within the school
district as well as with teacher education agencies.
The basic purpose of personnel recruitment and selection shall be to fill existing vacancies with
individuals who meet established qualifications and who appear likely to succeed in the position
to which they are assigned. It shall be the duty of all building and district administrators, with the
advice and encouragement of the superintendent, to establish the necessary criteria and
procedures for the recruitment and selection of all permanent personnel.
The following criteria shall apply to the recruitment and selection process of all school district
personnel:
1. Highly qualified and desirable applicants shall be actively sought.
2. Selection shall be based solely on merit and eligibility. An applicant’s age; race, color,
or national origin; religion; sex; or disability shall not be considered.
RECRUITMENT
The superintendent, the assistant superintendent, and principals shall continually recruit
applicants for certificated positions from as wide a geographic area as possible.
APPLICATIONS
All letters of application, forms, and placement office credentials should come to the Blackfoot
School District No. 55 through the personnel office.
The superintendent or his or her designee will acknowledge all applications and file them
appropriately in the district office.
SCREENING
When a teaching vacancy occurs, the superintendent or assistant superintendent will make
available the papers of selected candidates to the principal of the school in which the vacancy
exists. The principal will interview promising candidates.
SELECTION
After screening candidates, the principal of the school where a vacancy exists shall consult with
the superintendent or the assistant superintendent to determine the teacher who will be
recommended for employment to the board for final action.
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QUALIFICATION
All certificated employees of the Blackfoot School District No. 55 must hold, or be eligible to
receive, valid certification as determined by the State Board of Education prior to their entry into
an assigned position. These certificates must remain inforce during the total term of
employment.
NOTIFICATION
When a teacher in the district resigns or does not renew his contract, notification of this opening
shall be given to all building principals through the superintendent's office.
The principal of each school shall then make available through bulletin board posting and faculty
memo information relative to the teaching vacancies which occur in the schools of the district.
♦♦♦♦♦♦♦
LEGAL REFERENCE:
Idaho Code Section 33-506
ADOPTED: March 27, 1997
REVIEWED: January 21, 2016
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A reduction in force may occur when the board, at its sole discretion, determines that it is in the
best interest of this district to reduce the number of contracted certificated employees for reasons
including but not limited to a financial emergency, decrease in enrollment, changes in
curriculum, reorganization, or consolidation. Nothing herein will prohibit the board from
eliminating particular courses or portions or all of an educational program, or otherwise
restructuring the course offerings to meet the educational needs of the students.
The district hereby adopts procedures to implement a Reduction in Force (RIF) without regard to
seniority or contract status attached as 448P. If the board determines that a RIF is necessary, the
board directs the superintendent to effect the reductions by implementing this policy after having
attempted to reduce the staff to a desired number through attrition and/or reassignment or other
means to preserve the staff’s employment that may be available at that time.
It is the intent of the board that the individual and cumulative effect of the procedures on the
education of students and the best long-term interest of the district be considered. It is further the
intent of the board that the primary consideration be the quality of instruction and the progress
that students are making throughout the course of the school year, as well as the district’s
obligation to comply with state and federal education requirements.
DEFINITIONS
“Reduction in force” means the elimination of a certificated staff position or positions or a
portion or percentage of a position or positions, when there is one or more of the following:
a. The elimination of an entire program or portions of a program;
b. The elimination of positions in certain grade levels only;
c. The elimination of positions in an overall review within a building;
d. The elimination of a position in an overall review of the district;
e. The elimination of positions through other considerations and implementation decisions;
f. The elimination of a portion or percentage of a position(s); or
g. Any combination of the above.
“Certificated Employee,” as used in this policy and accompanying procedures, shall mean any
employee defined by Idaho Code §33-1201, as now existing or hereafter amended, and applies to
any employee of the district who holds a certificate issued by the State Board of Education and
who is employed in an instructional or administrative position that requires such a certificate.
The Superintendent is exempt from such definition and this policy.
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RIF PROCEDURES
The district will follow the procedures set forth in Policy 448P1 when the board determines a
RIF is necessary. Certified staff reductions will be based on the teachers’ current teaching
assignment or, in the case of teachers on leave, it will be based on their last teaching assignment.
♦♦♦♦♦♦♦
LEGAL REFERENCE:
Idaho Code Sections
33-513 – Professional Personnel
33-514 – Issuance of Annual Contracts – Support Programs – Categories of Contracts –
Optional Placement
33-514A – Issuance of a Limited Contract – Category 1 Contract
33-515 – Issuance of Renewable Contracts
33-522 – Financial Emergency
33-522A – Reduction in Force
33-1201 – Certificate Required
Baker v. Independent School District, 107 Idaho 608 (1984)
ADOPTED: March 27, 1997
AMENDED: September 23, 1999
September 26, 2002
April 15, 2011
February 18, 2016
April 28, 2022
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Board Policy: Reduction in Force Form 448F1
Blackfoot School District No. 55
Teacher Profile for:
Subject of Instruction:
CRITERIA

Date Completed:
Completed by:
DOCUMENTATION

POINTS
ALLOWED

Evaluation
Received the lowest rating on any of the 4
domains on the last evaluation summary

Date of Evaluation:

-5 points per
lowest rating

Received highest rating in domains 1, 2, 3 and/or Date of Evaluation:
4 on the last evaluation summary.

+5 points per
top rating

#1 TOTAL POINTS

Professional Standards and Conduct
For a documented offense within the last three (3) Date of offense:
years to include: letter of reprimand, professional
assistance, probation, or violation of professional
standards.
For two (2) or more documented offenses within Date of offense:
the last ten (10) years to include: letters of
reprimand, professional assistance, probation, or
violation of professional standards
#2 TOTAL POINTS

Educational Certification and Credentials
Highly qualified in hard to fill position as
determined by board and Idaho State Department
of Education
Highly qualified in subject matters

MAXIMUM
20 POINTS
ALLOWED
-5 points per
offense

-15 points per
offense

MAXIMUM
O POINTS
ALLOWED

HQT & hard to fill
positions:

2 points

HQT subject matters:

2 points per
subject matter

Advanced Degree – MA/MS
Additional endorsements not included above

Yes or No:
Endorsements:

Advanced degree – Doctorate
National Board Certification

Yes or No:
Yes or No:
#3 TOTAL POINTS

2 points per
endorsement
2 points
2 points
MAXIMUM
10 POINTS
ALLOWED

TOTAL
POINTS
AWARDED

Professional Contributions (To be completed by building administrator or supervisor)
Regularly volunteers for school activities before Explain:
or after contract time

2 points

Regularly volunteers for leadership roles in the Explain:
building

2 points

Participation in building committee work

List committee(s):

2 points

Participation in district committee work

List committee(s):

2 points

Participation in state and/or national committees

List committee(s):

2 points

#4 TOTAL POINTS

MAXIMUM 6
POINTS
ALLOWED

Teacher’s Name:
Total points awarded:
For detailed information on the reduction in force (RIF) policy and procedures, please see policy 448
(Reduction in Force) and 448P1 (Reduction in Force Procedures), available at the district office, school
offices or on the district website at www.d55.k12.id.us.

POLICY TITLE:

REDUCTION IN FORCE PROCEDURES

POLICY NO: 448P1
PAGE 1 of 3

Staff reduction procedures will apply only to certificated employees as defined in Policy 448.
Employees reduced under this policy will be presumed to have been performing satisfactorily.
Prior to commencing action to terminate certified staff contracts under this procedure, the board
directs the superintendent to give due consideration to the ability to effectuate position
elimination and/or reduction in staff by: (a) voluntary retirements; (b) voluntary resignations; (c)
transfer/reassignment of existing staff members; and (d) voluntary leave of absence.
RIFs will be calculated at the building level. Staff identified for a RIF will be categorized by
grade level and building and, if applicable, by subject. For example, middle school/junior high
and high school teachers will be grouped by certification areas (e.g., language arts, math); career
technical education teachers will be grouped separately by certification areas (e.g., masonry, auto
body, horticulture); and K-12 teachers will be grouped separately by special subject certification
areas (e.g., physical education, health, music).
In the event a RIF is required, certified staff who are retained pursuant to this policy may be
reassigned if suitable position openings are available in instructional areas for which they are
endorsed and qualified and for which the principal has approved transfer as per Idaho Code
requirements. However, certified employees on the RIF list cannot transfer into a position that
would cause another employee (not on the RIF list) to lose their position. If the funding for
specially funded positions is reduced or eliminated, certified staff paid by the special funds may
be reduced or eliminated.
RANKING OF EMPLOYEES
In making a determination as to the individuals to be released pursuant to the RIF, consideration
(without reference to seniority) may be given to the following criteria:
1. Certified staff evaluation, including components required by state statute to be
encompassed in certified staff evaluation.
2. Educational certifications and credentials, including certification in areas considered by
the district as hard to fill.
3. Demonstrated professional leadership, including serving (i) as a mentor; (ii) on the
curriculum or assessment committees; (iii) as an athletic coach or activities advisor;
and/or (iv) an instructional specialist or instructional coach.
4. National certifications held.
5. Compliance with professional standards and conduct over the course of the last three (3)
consecutive years.
6. Graduate education degree or coursework.
7. Veteran’s status.
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The above criteria will be given a point value for consideration in the implementation of this
policy. The appended chart (448F1) identifies specific point values for each of these areas of
consideration. For each certified staff employee subject to RIF consideration, a certificated
employee profile shall be developed by the Personnel Department, applying the criterion to each
respective certificated employee.
Certified staff with a current evaluation will be given a priority in a RIF. Personnel returning
from leave will be ranked according to their most recent evaluation and placed after existing staff
according to that ranking. Certified employees on board-approved leaves of absence shall be
subject to all provisions of the RIF policy and procedures.
NOTICE
The Personnel Department shall provide notice to all certified staff who may be released of the
possible RIF of the school programs, certificated positions or categories of positions that may be
affected. The certified employee’s profile, utilizing the established point system, shall
accompany such notice, together with a copy of this policy and procedures. The notice shall also
include the steps the certified employee should take if they believe that there is an error in their
individual certified staff profile.
If a certified employee receiving a profile believes that there is an error that has been made on
their profile, the certificated employee shall notify the Personnel Department of his/her concern
of the error, in writing, by the close of the school day on the third school day after the certified
employee profile has been delivered to the certified employee. The written notice shall
specifically identify what element(s) of the profile are believed to be erroneous and explain
specifically why the element(s) is/are believed to be in error.
If the Personnel Department receives notice of possible error, each such written notice, timely
received, shall be individually reviewed for possible reconsideration or evaluation of the
information used to create the certified employee profile. This may include a member of the
district’s or school’s administration communicating directly with the certified employee to obtain
more information or documentation relating to the alleged error. The following options are
available upon receipt of an alleged error in a certified employee profile:
a. If the Personnel Department determines that an error was made, a new profile will be
created and forwarded to the certified employee in question.
b. If the Personnel Department determines that no error was made, the certified employee
shall be notified of the determination. The certified employee shall have a period of three
school days to file a written notice of appeal of the decision to the superintendent. The
superintendent or designee shall review the dispute, in whatever manner the
superintendent/designee deems appropriate for the circumstances, and make a final
decision on the issue of the appeal and questioned error of the certified employee profile.
The final decision is exempt from any grievance policy now in existence or hereafter
created or modified.
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IMPLEMENTATION
If the board determines that a RIF will be implemented, the superintendent shall submit a list of
the certified staff recommended for release, and shall make a recommendation to the board as to
what due process, if any, the board needs to implement for each individual personnel situation.
Certified employees who are affected by the implementation of the RIF will be promptly notified
in writing of the board’s decision and/or actions that need to be taken by the board relating to
applicable due process activities, if any.

♦♦♦♦♦♦♦
LEGAL REFERENCE:
Idaho Code Sections:
33-513 – Professional Personnel
33-514 – Issuance of Annual Contracts – Support Programs – Categories of Contracts –
Optional Placement
33-514A – Issuance of a Limited Contract – Category 1 Contract
33-515 – Issuance of Renewable Contracts
33-522 – Financial Emergency
33-522A – Reduction in Force
ADOPTED: April 28, 2022
AMENDED:
CROSS-REFERENCE: Reduction in Force Board Policy 448
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POLICY TITLE:

Release from Contract of Certificated
Employees

POLICY NO: 449
PAGE 1 of 1

RESIGNATION
A certificated employee must notify the superintendent in writing as soon as possible, in no case
later than July 1, if he or she intends to resign and not continue his or her employment with the
district for the next school year.
RELEASE FROM CONTRACT
A certificated employee wishing to be released from his or her contract after the contract has
been signed by the individual and received by the district, must notify the superintendent in
writing, specifying the reasons for the request.
The board may, in its discretion, vote to grant or deny the employee’s requested release. In
reviewing the request, the board may require additional information from the employee
regarding the reasons for the request. In arriving at its decision, the board will consider such
factors as:
1.
The timeliness of the request;
2.
The reasons given for the request;
3.
The difficulties that the board anticipates in hiring a qualified teacher to replace the
employee; and
4.
The extent to which granting or denying the requested release from the contract will
impact the district’s operations and educational program.
A resignation is not effective until acted upon by the board and the resignation may not be
withdrawn subsequent to the board granting the resignation.
Should any certificated employee vacate his or her position without specific release by the board,
the board may file a complaint with the Professional Standards Commission alleging unethical
conduct pertaining to the breach of the teaching contract.
♦♦♦♦♦♦♦
LEGAL REFERENCE:
Idaho Code Sections
33-513 – Professional Personnel
33-1208(1)(j) – Revocation, Suspension, Denial or Place Reasonable Conditions on
Certificate – Grounds
33-1208A – Reporting Requirements and Immunity
33-1209 – Proceedings to Revoke, Suspend, Deny or Place Reasonable Conditions on a
Certificate – Letters of Reprimand – Complaint – Subpoena Power – Hearing
IDAPA
08.02.02.076 – Code of Ethics for Idaho Professional Educators
08.02.02.077 – Definitions for Use with the Code of Ethics for Idaho Professional
Educators
ADOPTED: March 27, 1997
AMENDED: December 17, 1998
August 26, 2004
January 15, 2015
January 21, 2016
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POLICY TITLE:

Release Time for Certificated
Employees

POLICY NO: 450
PAGE 1 of 1

Each certificated employee of the district is entitled to release time for service on committees
and commissions established by the State of Idaho, or established by the Legislature, or
established by any of the departments or agencies of the State of Idaho.
Each certificated employee shall be entitled to five (5) days of release time, and additional time
would be allowed at the discretion of the board.
The certificated employee shall not lose any salary or other benefits because of release time for
service on any committee or commission. The employee shall not be required to make up any
release time spent in serving on any committee or commission. The amount of any honorarium
or compensation received for services on committees or commissions, except actual and
necessary expenses, shall be deducted from salary otherwise due the certificated employee.
♦♦♦♦♦♦♦
LEGAL REFERENCE:
Idaho Code Section 33-1279
ADOPTED: March 27, 1997
January 21, 2016
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POLICY TITLE:

Suspension of Teaching Certificate

POLICY NO: 452
PAGE 1 of 1

A certificated employee, whose teaching certificate is suspended by court order or by the
Professional Standards Commission, will be removed from the certificated employee salary
schedule and will be paid as a substitute teacher until the school district is notified that the
suspension no longer exists, or until the end of the current semester or term, whichever occurs
first.
Any certificated employee on an annual or renewable contract, whose teaching certificate has
been suspended by court order, or by the Professional Standards Commission, is in violation of
the terms of his/her teaching contract. The board of trustees will have the discretion to determine
whether to retain or dismiss the employee whose teaching certificate is suspended due to failure
to maintain a valid teaching certificate.
A certificated employee on an annual contract for the third full year of continuous employment,
whose certificate has been suspended, will no longer be considered for a renewable contract
since that employee did not have a valid certification in effect for the required duration of time.
If the employee remains employed with this district, and the suspension to his/her certificate is
lifted, the employee will be treated as a first-year employee for renewable contract purposes.
A certificated employee on a renewable contract, whose certificate has been suspended, may be
terminated from employment after receiving a due process hearing, as required by law. The
issue to be heard by the board of trustees at the due process hearing under this policy will pertain
to whether the employee has a suspended certificate and is, thus, not qualified to hold a
certificated position in this district.

♦♦♦♦♦♦♦
LEGAL REFERENCE:
Idaho Code Sections
7-1401 et seq. – Family Law License Suspensions
33-513(5) – Professional Personnel
33-514 – Issuance of Annual Contracts
33-515 – Issuance of Renewable Contracts
33-1201 et seq. - Teachers
ADOPTED: March 27, 1997
AMENDED: January 21, 2016
December 16, 2021
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POLICY TITLE:

Support Programs

POLICY NO: 453
PAGE 1 of 1

The board of trustees will establish a support program for certificated employees who are in their
first two (2) years of employment in the profession. The support program will be implemented
by the superintendent or designee and will address the following areas: administrative and
supervisory support, mentoring, peer assistance, and professional development.
♦♦♦♦♦♦♦
LEGAL REFERENCE:
Idaho Code Section 33-512(17)
ADOPTED: March 22, 2001
AMENDED: December 14, 2005
January 23, 2014
January 21, 2016
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POLICY TITLE:

Discharge of Certificated Employees

POLICY NO: 454
PAGE 1 of 3

DISCHARGE PROCEDURES
When the board: (1) discharges any certificated employee (renewable or annual contract) for any
reason during the current contract period, or (2) does not renew any renewable contract
employee at the end of the contract period, the following procedures will be followed:
1.

The superintendent or other authorized administrative officer may recommend the
discharge of any certificated employee by filing with the board written notice specifying
the alleged reasons for discharge.

2.

Upon receipt of the notice, the board, acting through its designee, will give the affected
employee written notice of the allegations and the recommendation of discharge, along
with a written notice of a hearing before the board prior to any determination by the
board.

3.

The hearing will be scheduled to take place not less than six (6) days nor more than
twenty-one (21) days after receipt of the notice by the employee. The date provided for
the hearing may be changed by mutual consent.

4.

The hearing will be public unless the employee requests in writing that it be in executive
session.

5.

All testimony at the hearing will be given under oath or affirmation. Any board member,
or the clerk of the board, may administer oaths to witnesses or affirmations by witnesses.

6.

The employee may be represented by legal counsel and/or by a representative of a local
or state teachers association.

7.

The chairman of the board or his or her designee will conduct the hearing.

8.

The board will cause an electronic record of the hearing to be made, or will employ a
competent reporter to take stenographic or stenotype notes of all the testimony at the
hearing. A transcript of the hearing will be provided at cost by the board upon request of
the employee.

9.

At the hearing, the superintendent or duly authorized administrative officer will present
evidence to substantiate the allegations contained in the notice received by the board.

10.

The employee may produce evidence to refute the allegations. Any witness presented by
the superintendent or by the employee will be subject to cross-examination. The board
may also examine witnesses and be represented by counsel.
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11.

The employee may file written briefs and arguments with the board within three (3) days
after the close of the hearing or such other time as may be agreed upon by the employee
and board.

12.

Within fifteen (15) days after the close of the hearing, the board will determine and,
acting through an authorized administrator, notify the employee in writing whether the
evidence presented at the hearing established the truth of the allegations and whether the
employee is to be retained, immediately discharged, or discharged upon termination of
the current contract.

13.

If the employee appeals the board’s decision, the district court may affirm the board’s
decision or set it aside and remand the matter to the board only upon the following
grounds:
a. The findings of fact are not base upon any substantial, competent evidence;
b. The board acted without jurisdiction or in excess of its authority; or
c. The findings by the board, as a matter of law, do not support the decision.

14.

The board’s determination will be affirmed by the court unless it finds that the action of
the board was:
a. In violation of the constitutional or statutory provisions;
b. In excess of the board’s statutory authority;
c. Made upon unlawful procedure; or
d. Arbitrary, capricious or an abuse of discretion.

AUGMENTATION OF THE RECORD ON APPEAL
If before the date set for any hearing at the district court, application is made to the court for
leave to present additional evidence and it is shown to the satisfaction of the court that the
additional evidence is material, relates to the validity of the board action, and that there was good
cause for failure to present it in the proceeding before the board, then the court may remand the
matter to the board with direction that the board receive additional evidence and conduct
additional fact-finding. If the board modifies its action by reason of the additional evidence it
will file any modifications, new findings, or decisions with the reviewing court.
Any party desiring to augment the transcript or record may file a motion in the same manner and
pursuant to the same procedure for augmentation of the record in appeals to the Idaho Supreme
Court.
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♦♦♦♦♦♦♦
LEGAL REFERENCE:
Idaho Code Sections
33-513 – Professional Personnel
33-514 – Issuance of Annual Contracts – Support Programs – Categories of Contracts –
Optional Placement
33-514A – Issuance of Limited Contract – Category 1 Contract
33-515 – Issuance of Renewable Contracts
ADOPTED: March 27, 1997
AMENDED: March 22, 2001
January 15, 2015
REVIEWED: January 21, 2016
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POLICY TITLE:

Master Teachers

POLICY NO: 455
PAGE 1 of 1

Any instructional staff member of this district who has been certified by the national board for
professional teaching standards by July 1 of each year will receive an additional $2,000 per year
for five (5) consecutive years from the year in which national board certification was earned.
The additional compensation will be paid in equal amounts on a monthly basis as part of the
monthly paycheck. Each staff member qualifying for the additional payment shall provide the
appropriate documentation to the superintendent and his/her building principal.
In accordance with Idaho law, no such payments shall be paid for the period July 1, 2010
through June 30, 2011, nor shall any liabilities accrue or payments be made in the future to any
individuals who would have otherwise qualified for a payment during this time period.

♦♦♦♦♦♦♦
LEGAL REFERENCE:
Idaho Code Section 33-1004E – District’s Salary-Based Apportionment
ADOPTED: February 24, 2000
AMENDED: January 21, 2016
December 16, 2021
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POLICY TITLE:

Reading Programs In-Service Training

POLICY NO: 456
PAGE 1 of 1

The superintendent or designee will develop an in-service training plan for board approval to
include course work covering reading skills development, including diagnostic tools to review
and adjust instruction continuously, and the ability to identify students who need special help in
reading. The district plan for in-service training in reading skills will be submitted to the Idaho
Department of Education for review and approval, in a format specified by the department.

♦♦♦♦♦♦♦
LEGAL REFERENCE:
Idaho Code §33-1207A
LEGAL REFERENCE:
Idaho Code Section 33-1207A
ADOPTED: February 24, 2000
AMENDED: January 21, 2016
September 16, 2021
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POLICY TITLE:

Supplemental Contracts

POLICY NO: 457
PAGE 1 of 2

This district may enter into supplemental contracts with certificated employees for extra duty or
extra day assignments.
EXTRA DUTY CONTRACTS
An extra duty assignment is, and extra duty supplemental contracts may be used by the district
for, an assignment which is not part of a certificated employee’s regular teaching duties. Extra
duty assignments include, but are not limited to, coaching, directing or otherwise advising
extracurricular activities.
Any extra-duty assignment will be made on an annual basis and is limited to the duration of the
school year or other relevant time period as set forth on the supplemental contract. The
supplemental contract is separate and apart from the certificated employee’s underlying contract
and must be in a form approved by the state superintendent of public instruction. Compensation
will be paid for the employee’s services as set forth on the supplemental contract and approved
by the board. Determining the qualifications for extra-duty assignments and selecting individuals
to fulfill each extra-duty assignment is the responsibility of the superintendent or designee.
Employees do not have a property right to an extra duty assignment and are not entitled to
automatic reappointment for the next year or season. If the board does not reissue a
supplemental extra duty contract to a certificated employee who was last appointed the extra
duty assignment, the board will give written notice to the employee describing reasons for the
decision not to reissue the contract. The employee, upon written request to the board, will be
entitled to an informal review.
The employee must request an informal review within ten (10) calendar days of the date notice
of the intent to not reissue the supplemental contract is mailed or hand delivered to the employee.
The employee will be given an opportunity to meet with the board in executive session within
fifteen (15) calendar days of the date the request for informal review is filed and explain why
he/she disagrees with the board’s decision. The employee does not have the right to be
represented by an attorney or a representative of the local or state teachers association, present
evidence and/or cross-examine witnesses. The board will notify the employee of its final
decision in the matter within fifteen (15) calendar days of the date of the informal review.
In the event no certificated employees apply and/or qualify for a particular extra-duty
assignment, the administrator may accept applications from non-certificated employees and/or
other individuals. Any individual who is assigned an extracurricular assignment shall be
required to comply with all applicable district policies and IHSAA regulations, and shall undergo
a criminal history check.
EXTRA DAY CONTRACTS
An extra day assignment is, and supplemental extra day contracts may be issued for, an
assignment of days of service in addition to the standard contract length used for the majority of
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certificated employees in the District. Such additional days may be in service of the same
activities as the certificated employee’s regular teaching duties. Any such extra day contracts
shall provide the same daily rate of pay and rights to due process and procedures as provided by
the certificated employee’s underlying contract (Category 1, 2, 3, or renewable contract). The
contract shall be in a form approved by the state superintendent of public instruction.
Supplemental day contracts are subject to state and federal law, board policy, and any applicable
terms in the Master Agreement between the district and the local education association.

♦♦♦♦♦♦♦
LEGAL REFERENCE:
Idaho Code Sections
33-511 – Maintenance
33-515A – Supplemental Contracts
ADOPTED: May 18, 1999
AMENDED: February 24, 2000
December 8, 2011
January 23, 2014
January 21, 2016
March 16, 2017
December 16, 2021
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POLICY TITLE:

Part-time Employment and Job-Sharing
For Certificated Employees

POLICY NO: 458
PAGE 1 of 1

The board of trustees, in its desire to maintain the best possible teaching and learning
environment for the students enrolled in this district, believes that a significant contribution can
be made by teachers wishing to job-share, on a part-time basis. To this end, the board may
employ a teacher on a continuing part-time job-sharing basis if such part-time status meets the
needs of the district.
Requests for continuing part-time job-sharing employment shall be considered as follows:
APPROVAL PROCESS
1. Job sharing status will be reviewed and approved or denied on an annual basis.
2. Requests to job share for the upcoming school year must be made in writing to
the superintendent no later than March 31. A teacher granted continuing part-time
job sharing status must inform the superintendent no later than March 31 of
his/her intent regarding employment at the beginning of the next school year.
Preference will be given to those applications which will enhance the learning
situation.
3. Arrangements for continuing part-time employment will be made by May 15 or as
soon thereafter as possible by the superintendent and the building principal. If the
result of the organization review of the school does not permit a continuing parttime job-sharing assignment the staff member will be requested to apply for
continuing full-time appointment or transfer to a continuing part-time position at
another school.
4. Teachers who job share shall have all benefits and salary pro-rated in relation to a fulltime equivalent position. In the event a teacher works less than 20 hours a month, no
benefits will be offered.
5. Preference will be given to applicants on the basis of years of employment with this
school district.
EXPECTATIONS
Teachers accepting continuing part-time employment shall be expected, as are all other
teachers, to:
a) Participate in appropriate professional development programs as necessary to
maintain certification;
b) Attend staff meetings required for the normal operation of the school;
c) Be available for parent and/or student conferences as required;
d) Attend school functions as required by the principal;
e) Fulfill other duties and responsibilities on a job-sharing basis;
f) Assume full-time continuing duty should suitable part-time placement not be available.
♦♦♦♦♦♦♦
LEGAL REFERENCE:
Idaho Code Section 33-506(1)
ADOPTED: November, 1999
AMENDED: January 20, 2000
January 21, 2016
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POLICY TITLE:

Certificated Employees:
Informal Review Procedure

POLICY NO: 460
PAGE 1 of 1

The district will use the following procedure when a certificated employee, or group of
employees, are entitled to an informal review procedure.
The employee or group of employees must request an informal review within ten (10) days of the
date notice is mailed or hand delivered to the employee. The employee or group of employees
will be given an opportunity to meet with the board in executive session at the next regularly
scheduled board meeting and explain the disagreement with the board’s decision. The employee
or group of employees do not have the right to be represented by an attorney or a representative
of the local or state teachers association, present evidence, and/or cross-examine witnesses unless
specifically agreed to by the board. The board will notify the employee or group of employees,
in writing, of its final decision in the matter within fifteen (15) days of the date of the informal
review.

♦♦♦♦♦♦♦
LEGAL REFERENCE:
Idaho Code Sections:
33-514(2)(c) – Issuance of Annual Contracts (category 3 contracts)
33-515(4) – Issuance of Renewable Contracts (reassignment of administrative
employees)
33-515(7) – Issuance of Renewable Contracts (financial emergency)
33-515A – Supplemental Contracts
33-522 – Financial Emergency
ADOPTED: March 22, 2011
AMENDED: December 8, 2011
January 23, 2014
January 21, 2016
December 16, 2021
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POLICY TITLE:

Placement on Salary Schedule

POLICY NO: 460.5
PAGE 1 of 1

An employee in District No. 55 will be given a full year of employment experience if the
employee successfully works at least 81 contiguous working days within Blackfoot School
District No. 55. The 81 day contiguous employment in-district shall apply to all 190 161 day
contract employees.
An employee in a one-half (1/2) time teaching position will receive a full year of experience as a
one-half (1/2) time teacher if he or she works at least 95 81 contiguous days in District No. 55 in
that position.
An employee will receive a full year of experience on the salary schedule when their
employment equals at least 81 contiguous days on a full-time equivalency basis. An employee in
a two-thirds (2/3) time position will receive a full year experience as a two-thirds (2/3) teacher if
he or she works at least 81 contiguous days in District No. 55 in that position.
Employees working more than 161 days shall work at least one-half of their scheduled contract
days in-district to receive credit for a full year of experience. District No. 55 will give a full year
of employment experience on the salary schedule for out-of-district experience only if the outofdistrict experience is a full year of experience for teachers (180 days); 10 months for
administrators (210 days}, nine months (190 days) for non-certificated positions, or 12 months
for full-time (12 months) non-certificated positions.
District No. 55 will not give a year of experience for in or out-of-district experience if the
employee is absent for sick leave 68 or more days of work in a given year.
Summer school teaching experience cannot count towards teaching experience applicable
towards movement on the salary schedule.
♦♦♦♦♦♦♦
LEGAL REFERENCE:
Idaho Code Section 33-506
ADOPTED: March 27, 1997
REVIEWED: January 21, 2016
July 28, 2022
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POLICY TITLE:

Staffing Patterns

POLICY NO: 462
PAGE 1 of 1

COMPARABLE SERVICES
Educational and other services provided in the district’s Title I schools will be comparable to
those services provided at the same grade levels in all other schools in the district. The district
will ensure substantial equivalence in qualifications and staffing patterns of teachers,
administrators, and other staff at the district schools, and use a district-wide salary schedule. The
district will provide substantially equivalent curriculum materials and instructional supplies at all
district schools serving the same grade levels.
The superintendent or designee shall develop procedures for compliance with this policy and
shall maintain records that are updated biennially documenting the district’s compliance with this
policy.

♦♦♦♦♦♦♦
LEGAL REFERENCE:
Elementary and Secondary Education Act, as amended by the Every Student Succeeds Act20
USC § 6321(c)
ADOPTED: July 29, 2004
AMENDED: January 21, 2016
February 19, 2020
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POLICY TITLE:

Title I Professional Development

POLICY NO: 463
PAGE 1 of 1

As this district receives Title I funds, it is required to develop a plan to ensure that all elementary
and secondary school teachers who teach core academic subjects (English, reading, language
arts, mathematics, science, foreign languages, civics and government, economics, arts, history,
and geography) are highly qualified by no later than the end of the 2005-2006 school year.
The district will provide teachers with high-quality professional development to enable them to
become highly effective classroom teachers. Each school shall establish a plan to achieve
compliance with the district goals.
The district shall ensure that minority students and students from low-income families are not
taught at higher rates than other students by unqualified, out-of-field, or inexperienced teachers
to assure compliance.
Paraprofessionals may also participate in professional development at the discretion of the
direction of the board of trustees.
FUNDING OF PROFESSIONAL DEVELOPMENT
The district will follow the funding guidelines set by the state and federal governments.
♦♦♦♦♦♦♦
LEGAL REFERENCE:
No Child Left Behind Act, Section 1111
20 USC 6319(h) and 7801(34)
34 CFR 200.57
ADOPTED: July 29, 2004
AMENDED: January 15, 2015
January 21, 2016
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POLICY TITLE:

FLSA: Exempt Employees

POLICY NO: 464
PAGE 1 of 3

This district will follow all requirements set forth in the Fair Labor Standards Act (FLSA) and its
implementing regulations. Pursuant to the FLSA, all exempt employees of the district shall be
paid on a salary basis, which means that the employee regularly receives a predetermined
amount of compensation each pay period. This predetermined amount may not be reduced
because of variations in the quality or quantity of the employee’s work. Exempt employees are
not subject to the minimum wage or the overtime requirements of the FLSA and will not be paid
for hours worked in excess of 40 in any workweek. The salary for an exempt employee will be
set forth in the annual employment contract.
DEFINITIONS
“Exempt Employees” means those employees excluded from the overtime provisions of the
FLSA, including all employees employed in a bona fide executive, administrative, or
professional capacity (including any employee employed in the capacity of academic
administrative personnel or teacher in elementary or secondary schools) or as computer systems
analysts, computer programmers, software engineers, and other similarly skilled computer
employees. Exempt employees are paid a monthly salary.
“Safety Rule of Major Significance” means those district policies relating to the prevention of
serious danger in the workplace or to other employees.
“Salary” means a predetermined monetary amount constituting all or part of an exempt
employee’s compensation.
“Teacher” means any employee with the primary duty of teaching, tutoring, instructing or
lecturing in the activity of imparting knowledge and who is employed and engaged in this
activity as a teacher in this district. Employees who are engaged as teachers but also spend a
considerable amount of their time in extracurricular activities such as coaching athletic teams or
acting as moderators or advisors in such areas as drama, speech, debate or journalism are
engaged in teaching.
“Workweek” consists of five consecutive days during a seven-day period. In this district, the
regular workweek begins at midnight Saturday and ends at midnight the following Saturday,
although a regular work schedule is generally based on a Monday through Friday week.
DEDUCTIONS IN SALARY
The district is authorized to take deductions from an exempt employee’s salary without
jeopardizing the employee’s exempt status. Deductions may occur under the following
circumstances:
1. An exempt employee is absent from work for one or more full days for personal reasons,
other than sickness or disability, and the employee has no accumulated personal leave.
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2. An exempt employee is absent for one or more full days due to sickness or disability
(including work-related accidents) if the deduction is made in accordance with a bona
fide plan, policy or practice of providing compensation for loss of salary occasioned by
such sickness or disability. Deductions for such full day absences may also be made
before the employee has qualified under the plan, policy or practice, and after the
employee has exhausted the leave allowance under such plan, policy or practice.
3. An exempt employee violates any safety rule of major significance and the board in good
faith imposes such a deduction in pay as a disciplinary action.
4. An exempt employee violates district rules or is otherwise disciplined pursuant to Idaho
Code §33-513, and the board imposes an unpaid disciplinary suspension of one or more
full days. Such suspensions will be imposed pursuant to written board policies applicable
to all district employees.
5. The district will not pay exempt employees for any workweek in which they perform no
work. The district will pay a proportionate share of an exempt employee’s full salary for
the time actually worked in the first and last week of employment, basing the payment on
an hourly or daily equivalent of the employee’s full salary for the time actually worked.
6. Exempt employees on unpaid leave, pursuant to the Family and Medical Leave Act, will
be paid a proportionate share of their full salary for time actually worked.
7. The district may offset any amounts received by an exempt employee for jury fees,
witness fees, or military pay against the salary due for that particular workweek.
8. The district will make other deductions from the exempt employee’s salary, as authorized
in writing by the employee or ordered by a court of competent jurisdiction.
When calculating the amount of a deduction, the district may use the hourly or daily equivalent
of the exempt employee’s full weekly salary or any other amount proportional to the time
actually missed by the employee. A deduction from pay as a penalty for violations of major
safety rules may be made in any amount.
In addition to the foregoing, exempt employees who accrue personal leave and sick leave may
have their pay reduced or may be placed on unpaid leave for absences due to personal reasons of
less than one (1) fully day when leave is not used by the employee because:
1. Permission for its use has not been sought or has been sought and denied;
2. The employee’s accrued leave has been exhausted; or
3. The employee chooses to use leave without pay.
The provisions provided in this policy do not require a deduction if an employee has applicable
leave available under the district’s leave policies.
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Deductions from the pay of a district employee for absences due to a budget-required furlough
shall not disqualify the employee from being paid on a salary basis except in the workweek in
which the furlough occurs and for which the employee’s pay is accordingly reduced.
It is the intent of this district that all salaried employees are properly compensated. The board
recognizes that with limited legally permissible exceptions as described herein, no deductions
should be taken from the salaries of exempt employees. In the event an exempt employee feels
that an improper pay deduction has occurred, the employee may file a written complaint with the
payroll office. The payroll office shall review the matter, and determine whether an improper
pay deduction occurred. In the event it is determined that an improper deduction did occur, the
employee shall be reimbursed the proper amount in his/her next regularly scheduled paycheck.
This policy shall be distributed to employees upon initial hire and to all employees on an annual
basis.

♦♦♦♦♦♦♦
LEGAL REFERENCE:
Fair Labor Standards Act
29 CFR §541 et seq.
ADOPTED: October 27, 2005
AMENDED: January 21, 2016
December 16, 2021
July 28, 2022
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POLICY TITLE:

Employing Retired Teachers

POLICY NO: 465
PAGE 1 of 1

School districts may employ certificated school teachers who are receiving retirement benefits
from the public employee retirement system of Idaho, except those who received benefits under
the early retirement program previously provided by the state in positions requiring such
certification, as at-will employees. Any employment contract between the retiree and the school
district will be separate and apart from the collective bargaining agreement of the school district.
Retirees employed will accrue one (1) day per month of sick leave, with no annual sick leave
accumulation unless additional sick leave is negotiated between the candidate and the school
district at the time of employment. No sick leave accrued while employed qualifies for unused
sick leave benefits under the public employee retirement system.
School districts are not required to provide health insurance or life insurance benefits to
reemployed retirees. Post-termination benefits may be negotiated between the school district and
the certificated employee at the time of rehiring but in no event can the parties affect or attempt
to affect the provisions governing the public employee retirement system.
A certificated teacher rehired under this policy must perform all teaching assignments made by
the district in accordance with the highest professional standards, and must have and maintain
the legal qualifications required to teach the assigned grades or subjects during all times that
performance is required.
♦♦♦♦♦♦♦
LEGAL REFERENCE:
Idaho Code §33-1004H – Employing Retired Teachers and Administrators
Retired Certified Personnel Contract (as updated and approved by the Idaho State Superintendent
of Public Instruction)
ADOPTED: January 21, 2016
AMENDED: February 19, 2020
December 16, 2021
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POLICY TITLE: Leadership Premiums for Instructional
Employees

POLICY NO: 466
PAGE 1 of 2

Blackfoot School District No. 55 may provide leadership premium payments to educators the
district identifies as serving in a leadership capacity requiring additional time and responsibilities
above and beyond their regular duties.
The decision as to whom and how many receive leadership premiums, and in what amounts, is
made at the sole discretion of the board and is not subject to collective bargaining. Leadership
premiums are a one-time bonus, valid only for the fiscal year in which the premiums are paid.
The board may provide multiple leadership premiums to an instructional or pupil service staff
employee. However, no employee may receive cumulative leadership premiums in excess of
twenty-five percent (25%) of the minimum salary as designated on the career ladder pursuant to
section 33-1004B, Idaho Code, nor less than nine hundred dollars ($900), regardless of such
employees’ full- or part-time status.
Duties for which leadership premiums may be paid must require that the employee work additional
time as a condition of the receipt of a leadership premium. Leadership premiums shall be paid to
instructional or pupil service staff employees for one (1) or more leadership activities identified
by the board of trustees as leadership priorities including, but not limited to, the following:
1. Teaching a course in which students earn both high school and college credit.
2. Teaching a course to middle school students in which the students earn both middle school
and high school credit.
3. Holding and providing service in multiple nonadministrative certificate or subject
endorsement areas.
4. Serving or being hired to serve in an instructional or pupil service position designated as
hard to fill by the board of trustees.
5. Serving or being hired to serve in a hard to fill instructional position in a career technical
education program;
6. Providing mentoring, peer assistance, or professional development pursuant to Idaho Code
§33-512(17).
7. Having received professional development in career and academic counseling, and then
providing career or academic counseling for students, with such services incorporated
within or provided in addition to the teacher's regular classroom instructional or pupil
service duties.
8. Other leadership duties designated by the board of trustees, exclusive of duties related to
student activities or athletics.
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♦♦♦♦♦♦♦
LEGAL REFERENCE:
Idaho Code Sections
33-512 – Governance of Schools
33-1002 – Educational Support Program
33-1004B – Career Ladder
33-1004F – Obligations to Retirement and Social Security Benefits
33-1004J – Leadership Premiums
ADOPTED: January 15, 2015
AMENDED: January 21, 2016
May 14, 2018
December 16, 2021
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POLICY TITLE:

Professional Growth

POLICY NO: 466.5
PAGE 1 of 1

PROFESSIONAL BOOKS AND PERIODICALS
Professional books and periodicals should be maintained in the libraries of the respective school
buildings for use by certificated personnel.
WORKSHOPS AND INSERVICE CLASSES
The district administration, in cooperation with principals and department heads, shall when
possible, provide workshops and classes throughout the year for their respective schools and
departments.
PROFESSIONAL LEAVE DAYS
Upon the recommendation and approval of the principal, teachers may be assigned to visit other
schools in the district or other districts or attend workshops or seminars for the purpose of
observing modes of disciplining, class organizations, methods of instruction, etc. No deduction
from salary shall be made for approved visits of this type. Travel and other authorized expenses
shall be paid by the district. The superintendent of schools has the final approval of professional
leave days. Professional leave days may be denied for financial reasons, educational reasons,
contractual reasons, etc.
TRIP REPORT
Any person accepting district funds for any convention, meeting or other educational activity
may be required to give a report of the workshop if deemed appropriate by that person's
immediate supervisor.
♦♦♦♦♦♦♦
LEGAL REFERENCE:
Idaho Code Section 33-506
ADOPTED: March 27, 1997
REVIEWED: January 21, 2016
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POLICY TITLE:

Administrative Internship

POLICY NO: 466.8
PAGE 1 of 1

The board of trustees recognizes that many school employees are interested in furthering their
career opportunities via the attainment of additional degrees and/or expanded certification. In
fact, the board of trustees encourages employees to participate in professional development
activities that will cu1minate in certification breadth and depth.
However, it is also recognized that people are employed by the district to perform certain duties
that will result in increased student learning. Thus, it must be recognized by all parties that
school personnel who are furthering their career opportunities must do so in a manner that will
not interfere with the performance of the duties for which they were employed.
It is recommended that a person who wishes to intern in the district take an academic leave-of
absence for that purpose. If, however, a classified or certificated employee plans an internship
and/or practicum while maintaining their employment, the following guidelines shall be
observed:
1. The employee must first notify, consult, and receive the approval of the superintendent of
schools and the board of trustees. Said notification will consist of the documents developed
to fulfill requirements listed in items 2 and 3 below.
2. The employee must develop an internship/practicum arrangement that fulfills the degree
requirements from an accredited institution without removing the employee from the duties
for which he or she is employed.
3. Inasmuch as an internship/practicum may require an employee to perform certain tasks
during his or her period of employment, the employee should make arrangements for his or
her duties to be performed by a qualified substitute at no cost to the district, and/or make
arrangements to compensate the district for the period(s) in which the employee is absent
from his or her duties, and for which no substitute is utilized. Said compensation may be in
the form of additional time or reduced remuneration, as determined by the board of trustees.
4. The board of trustees is the final authority to determine whether any proposal submitted by
an employee is in the best interest of the district and whether said proposal meets the terms
and conditions described herein. The action of the board of trustees is final.
♦♦♦♦♦♦♦
LEGAL REFERENCE:
Idaho Code Section 33-506
ADOPTED:

March 27, 1997

REVIEWED: January 21, 2016
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POLICY TITLE:

Provisions of Employment for
Certificated Employees

POLICY NO: 467
PAGE 1 of 1

The following regulations shall govern certificated personnel:
l . The yearly salary is based on one hundred ninety (190) days, or its equivalence, of service to
be paid in twelve (12) monthly installments, except for those persons who have an extended
contract.
2. Sick leave shall be accumulated according to the negotiated agreement.
3. All teachers shall be expected to perform extra duties as assigned by their respective
building principals.
4. A full-time teacher shall work 435 minutes per day and have an additional thirty (30) minutes
for a duty-free lunch. A one-half (1/2) time teacher shall work 218 minutes per day and have an
additional thirty (30) minutes for a duty free lunch. A one-third (1/3) time teacher shall work
145 minutes and have an additional thirty (30) minutes for a duty-free lunch. Extra
assignments, job descriptions, and sponsorships may require additional time for teachers and
administrators. Time not spent in performance of extra assignments and in class instruction
should be spent in teaching and work preparation. The official hours of the school day may be
adjusted according to the building and student needs with the approval of the superintendent of
schools. The official day for teachers will begin at least thirty (30) minutes prior to class
starting unless approved by the board of trustees.
5. All certificated personnel must possess a valid certificate and provide employment
verification of prior service, official college transcript of credits, resume, and a completed
official application form.

♦♦♦♦♦♦♦
LEGAL REFERENCE:
Idaho Code Sections
33-506 33-1216 et seq.
ADOPTED: March 27, 1997
January 21, 2016
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POLICY TITLE:

Tutoring

POLICY NO: 468
PAGE 1 of 1

No teacher employed by the Blackfoot School District No. 55 shall tutor in established
curriculum subject matter areas during the school year unless special permission to do tutoring
has been granted by the Superintendent.
Teachers may provide paid tutoring for students after school hours and during the summer
months providing no school facilities are used and providing no unfair conditions develop, or if it
is not interfering with proper performance of regular school instruction.
Extra time provided a student, where the teacher is receiving no pay, may be provided at the
school with permission from the building principal.
If a teacher desires to use school facilities for private lessons, where the teacher is receiving
private pay for the tutoring, he/she shall rent the facilities at the going rate.
♦♦♦♦♦♦♦
LEGAL REFERENCE:
Idaho Code Section 33-506
ADOPTED: March 27, 1997
AMENDED: January 21, 2016

SECTION 400: PERSONNEL

© 1997 Elaine Eberharter-Maki

POLICY TITLE: Definition of Non-Certificated Personnel

POLICY NO: 470
PAGE 1 of 1

Non-certificated personnel are those individuals employed by the district who are not required to
have a teaching certificate to qualify for the position. Non-certificated personnel include, but are
not be limited to, the following:
1. Educational assistants or paraprofessionals;
2. Custodial and maintenance employees;
3. Clerical employees;
4. Food/nutrition service employees;
5. Bus drivers;
6. Summer maintenance employees; and
7. Academic and college or career advisors and student mentors.
QUALIFICATIONS AND JOB DESCRIPTIONS
Minimum qualifications and job descriptions will be established by district administrators and
approved by the board for all non-certificated positions. The qualifications and job description
shall be in writing and made available to district employees and other persons seeking employment
through the local unemployment office. In addition, the district may advertise non-certificated
positions as necessary to attract qualified employees.

♦♦♦♦♦♦♦
LEGAL REFERENCE:
Idaho Code Sections
33-511 – Maintenance of Schools
33-517 – Noncertificated Personnel
33-1212A - College and Career Advisors and Student Mentors
ADOPTED: March 27, 1997
AMENDED: September 26, 2002
January 21, 2016
December 16, 2021

SECTION 400: PERSONNEL

© 2021 Holinka Law, P.C.
01L-D2/12/98-M8/23/04-M07/28/15-M10/08/21

POLICY TITLE:

Non-Certificated Employees:
At-Will Employment

POLICY NO: 471
PAGE 1 of 1

The board will annually review and determine its staffing needs for non-certificated employees.
The board authorizes the superintendent or designee to hire employees to fill open, noncertificated positions in the district, as needed, and create new positions when an emergency
arises. Non-certificated personnel will be hired based upon their qualifications for the position.
Non-certificated personnel are at-will employees with no property rights in their employment.
Non-certificated personnel are not entitled to any expectations of future employment with the
district.
At the time of initial employment, and annually thereafter, all non-certificated employees will
receive a letter of appointment. The letter of appointment does not alter the employee’s at-will
employment status. The letter of appointment is intended to set forth relevant information,
including, but not limited to, the non-certificated employee’s work schedule, rate of pay, and
other benefits; notify the non-certificated employee of the district’s requirement that he/she
comply with district policy; and notify the employee that the employment is at-will.

♦♦♦♦♦♦♦
LEGAL REFERENCE:
Idaho Code Sections
33-511 – Maintenance of Schools
33-517 – Noncertificated Personnel
ADOPTED: March 27, 1997
AMENDED: July 29, 2004
December 14, 2005
January 21, 2016
December 16, 2021
ATTACHMENTS:
Non-Certificated Employee Notice of At Will Employment
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NON-CERTIFICATED EMPLOYEE NOTICE OF AT-WILL EMPLOYMENT
BLACKFOOT SCHOOL DISTRICT NO. 55
TO:

Employee Name

FROM:

Name, Superintendent

DATE:
RE:

(school year) Work Assignment

The purpose of this memorandum is to formally notify you of your (school year) work assignment and
salary.
POSITION:

(position)

SALARY:

Base Salary
Extracurricular
Extended Contract
Total Salary

$
$
$
$

Hourly Rate
Hours Per Day

$

LOCATION:

______________ SCHOOL

WORK DATES:

____FTE ____ Days

Non-certificated employees are those persons employed by Blackfoot School District No. 55 (hereinafter
“School District”) who are not required to have a teaching certificate to qualify for the position. Noncertificated employees are at-will employees, are not entitled to any expectations of either continuing or
future employment with the district, and may be terminated without prior notice or cause at any time.
This Notice of At-Will Employment does not change the non-certificated employee’s at-will status;
rather, it is intended to provide information pertaining to the work schedule, rate of pay, and benefits, if
any. Prior to beginning employment with the School District, the above-named individual has signed
Attachment A addressing prior work experience and criminal background. The terms and duties of
employment set forth above may change or be terminated at any time.
Your salary will be paid on or before the 20th of each month.
Duties. The employee agrees to perform such duties at such times and places and in the manner as the
School District or its representatives determine, and as set forth in the applicable job description and/or
directed by his/her supervisor.
Leave and Holidays. Non-certificated, full-time employees will be credited sick leave at the rate of
0.0619 per day. Non-certificated employees who work less than full-time, but more than 20 hours per
week, will be credited sick leave at a rate calculated proportionate to the average hours worked per day,
pursuant to Board Policy 407.50 and Idaho Code § 33-1216. The employee may be entitled to paid and
unpaid leave as set forth in the School District’s policies.
Applicable Law, Rules, and Policies. This at-will employment is subject to the applicable laws of the
State of Idaho, the promulgated rules of the State Board of Education, and the policies of the School
District, which are incorporated by reference. The employee shall abide by those laws, rules, and policies
at all times.
Termination of At-Will Status. The employee is employed on an at-will basis at the discretion of the
School District and this employment may be terminated by either the employee or the employer at any
time without prior notice. Nothing provided to the employee is intended to change the employee’s at-will
status.
cc: Personnel File

POLICY TITLE:

Secretarial Positions

POLICY NO: 471.3
PAGE 1 of 1

Elementary School Secretaries: Will work 190 days plus 10 days before veteran teachers arrive
in the fall and 10 days after teacher leave in the spring. Work hours will be set by the building
principal, but not to exceed 7 hours and 15 minutes per day, excluding the lunch break. Building
principals will define the job description of the secretary.
Secondary School Secretaries: Will work 190 days plus 10 days before veteran teachers arrive in
the fall and 10 days after teacher leave in the spring. Work hours will be set by the building
principal except as noted below, but shall not exceed 8 hours, excluding the lunch break. The
building principals will define the job description of the secretary.
The High School Principal’s Secretary and Registrar: Will work 220 days plus 5 days
throughout the summer to maintain office hours one day each week. Work hours shall be set by
the building principal, except as noted below, but shall not exceed 8 hours per day, excluding
lunch break. The building principal will set the hours for work and will define the work to be
done.
School District Office Personnel: Will work 260 days. There will be a 15 day annual paid
vacation after completing one year of employment. Hours of work will be set by the
superintendent’s office.
Substitute Secretarial Pay Schedule: All substitute secretaries will be paid an hourly amount to
be set by the office of the superintendent. This amount will not be less than the legal minimum
wage.
Work Conditions:
1. Summer hours for all personnel will be the equivalent of 9 a.m. to 4 p.m.
2. Sick leave will be calculated at the rate of 0.0619 per day.
3. District office secretaries may take their vacations as approved by their immediate
district supervisor.
4. Extra work hours and extra compensation for secretaries and clerical personnel in the
Blackfoot School District must have prior approval from the superintendent or
director of business operations if payment for these services is to come from district
funds.
♦♦♦♦♦♦♦
LEGAL REFERENCE:
Idaho Code Section 33-506
ADOPTED: March 27, 1997
AMENDED: March 19, 2009
January 21, 2016
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POLICY TITLE:

Maintenance Positions

POLICY NO: 471.5
PAGE 1 of 1

All personnel classified as maintenance employees shall receive a monthly salary based upon
training, experience, and proven ability to perform maintenance tasks assigned.
The maintenance salary schedule consists of levels based upon years of similar experience.
Placement on a particular level shall be based upon prior experience up to a maximum of three
years of experience. The superintendent of schools must approve of all placements on the salary
schedule. Yearly performance evaluations shall be accomplished by principals, maintenance
supervisor, and the director of business operations. These evaluations shall be reviewed by the
superintendent of schools. All maintenance evaluations will be completed no later than the last
working day in May.
♦♦♦♦♦♦♦
LEGAL REFERENCE:
Idaho Code Section 33-506
ADOPTED: March 27, 1997
AMENDED: January 21, 2016
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POLICY TITLE:

Substitute for Classified Employees

POLICY NO: 471.8
PAGE 1 of 1

Blackfoot School District No. 55 recognizes the periodic need to hire substitutes for classified
personnel throughout the school year. A classified substitute is someone needed on a daily basis,
or someone needed while the classified employee is on a leave-of-absence for six months or less,
or for a job that is on a call basis or not a regular basis. A classified substitute may be someone
needed to complete a specific task, and when that task is completed the need for the substitute is
ended.
Classified substitutes will be paid equivalent to the minimum hourly wage of a first year
classified employee in the area for which the classified substitute has been employed.
♦♦♦♦♦♦♦
LEGAL REFERENCE:
Idaho Code Section 33-506
ADOPTED: March 27, 1997
AMENDED: January 21, 2016
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POLICY TITLE:

Salary Schedule for
Non-Certificated Employees

POLICY NO: 472
PAGE 1 of 1

The board of trustees will establish salary schedules for non-certificated positions in the school
system. Following the adoption of any schedule, the administration will use that schedule as a
guide in employing and compensating non-certificated employees.

♦♦♦♦♦♦♦
LEGAL REFERENCE:
Idaho Code Sections
33-506 – Organization and Government of Board of Trustees
ADOPTED: March 27, 1997
AMENDED: August 24, 2006
January 21, 2016
December 16, 2021
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POLICY TITLE:

Retirement Severance Pay

POLICY NO: 472.50
PAGE 1 of 1

The board of trustees establishes this policy allowing for the granting of retirement severance
pay. This policy does not mandate the granting of retirement severance pay to any employee,
except as may be required by Idaho Code §33-1228, or by District policy. Rather, the board has
discretion to grant retirement severance pay, which shall be negotiated and memorialized in a
written agreement between the individual employee and the board of trustees.

♦♦♦♦♦♦♦
LEGAL REFERENCE:
Idaho Code Sections
33-1216 – Sick and Other Leave
33-1217 – Accrued Unused Sick Leave – Transfer
33-1218 – Sick Leave in Excess of Statutory Minimum Amounts – Proof of Illness
33-1228 – Severance Allowance at Retirement
ADOPTED: November 16, 2006
AMENDED: January 21, 2016
December 16, 2021

SECTION 400: PERSONNEL

© 2021 Holinka Law, P.C.
D2/21/06-M8/28/06-M10/08/21

POLICY TITLE:

Group Health Insurance
for Non-Certificated Employees

POLICY NO: 473
PAGE 1 of 1

All non-certificated employees who work twenty (20) hours or more per week will receive the
same group health insurance benefits as provided to certificated employees.

♦♦♦♦♦♦♦
LEGAL REFERENCE:
Idaho Code Sections
33-517A – School Districts – Noncertificated Employees – Group Health Insurance
ADOPTED: March 27, 1997
AMENDED: January 21, 2016
December 16, 2021
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POLICY TITLE:

Evaluation of Non-Certificated Employees

POLICY NO: 474
PAGE 1 of 1

The superintendent will be responsible for the continuous evaluation of the district’s noncertificated employees. In no event will an evaluation change the at-will status of noncertificated employees, nor will an evaluation be required prior to discharge.
Non-certificated employees will be evaluated not less than one (1) time per year by the
employee’s direct supervisor. Supervisors will review the evaluation with the employee, discuss
issues of unsatisfactory performance, and allow the employee to file a rebuttal to the evaluation.
The supervisors will submit written evaluations of each employee to the superintendent in such
manner and at such times as may be determined by the board of trustees and/or the
superintendent.
In the event the evaluation demonstrates that the employee’s performance is unsatisfactory, the
superintendent may take disciplinary action, including, but not limited to, dismissal, probation,
reassignment, or reprimand. The district is not required to provide a non-certificated employee a
probationary period for unsatisfactory performance; the superintendent has the discretion to
utilize probation on a case-by-case basis. Any probationary period does not alter the at-will
status of non-certificated employees. Any non-certificated employee receiving a less than
satisfactory evaluation has no right to a probationary period if it is determined that the
employment should be terminated.
The district will establish personnel files for each district employee and any and all materials
related to the evaluation of that employee will be placed in the personnel file within a timely
manner. Employees will be provided timely notice that evaluation material has been placed in
the file and afforded the opportunity to attach a rebuttal to such material.

♦♦♦♦♦♦♦
LEGAL REFERENCE:
Idaho Code Sections
33-511 – Maintenance of Schools
33-518 – Employee Personnel Files
ADOPTED: March 27, 1997
AMENDED: January 21, 2016
December 16, 2021

SECTION 400: PERSONNEL

© 2021 Holinka Law, P.C.
01L-D2/12/98-M11/19/01-M10/08/21

POLICY TITLE:

FLSA: Non-Exempt Employees and
Overtime Requirements

POLICY NO: 475
PAGE 1 of 3

This district will follow all requirements set forth in the Fair Labor Standards Act (FLSA). Nonexempt employees covered by the FLSA will be identified and compensated for overtime hours
in accordance with this policy. All district supervisors and administrators must ensure that
FLSA provisions relating to overtime and hours worked are strictly adhered to, in compliance
with federal law.
DEFINITIONS
“Compensatory (comp) time” means time off in lieu of monetary overtime compensation,
calculated at one and one-half (1½) hours for each hour worked over forty (40) hours in any one
(1) workweek.
“Non-exempt employees” means those employees included in the overtime provisions of FLSA.
Additional compensation or compensatory time off will be provided for hours over forty (40)
worked during the workweek. Most non-certificated employees are non-exempt employees.
“Overtime hours” means hours worked in excess of forty (40) hours in any workweek, midnight
Saturday to midnight the following Saturday.
“Workweek” means five (5) consecutive days during a seven (7) day period. In this district, the
regular workweek begins at midnight Saturday and ends at midnight the following Saturday,
although a regular work schedule is generally based on a Monday through Friday week.
WORK HOURS
All non-exempt employees shall be scheduled to work forty (40) hours or less per week within
the established workweek of midnight Saturday to midnight the following Saturday.
The district is not required by law to provide paid rest breaks. However, regular full-time
employees will generally be given the opportunity to take a fifteen (15) minute paid rest break
during the middle of the workday, if desired. The supervisor will schedule such breaks so as to
not disrupt the workflow. If an employee does not take a rest break during the scheduled time,
he or she is not allowed to use this as “make-up time.” An employee may not use the rest break
to adjust his or her work hours and come in late or leave early on either a daily or weekly basis.
Non-exempt employees are given a minimum thirty (30) minute unpaid lunch break, which the
supervisor will schedule so as to not disrupt the workflow. If required to work during the lunch
break, employees will be paid or will receive comp time. Employees must receive supervisor
approval before working through a lunch break.
OVERTIME
Non-exempt employees who work in excess of forty (40) hours in any workweek shall be paid
one and one-half (1½) times the regular hourly wage or given compensatory time equal to one
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and one-half (1½) times the overtime hours actually worked, as defined in this policy. Overtime
payments or comp time accrual shall be computed on the basis of hours actually worked during a
single workweek, as recorded on the employee’s timecard. Holidays, vacation, sick leave,
emergency leave, and other hours paid but not worked are not hours worked for the purpose of
overtime calculation. The employee must submit verification of the additional hours worked to
the supervisor and payroll clerk at the end of each payroll period in which the additional hours
were worked. Supervisors may adjust an employee’s work schedule for the remainder of the
workweek to prevent the total number of hours for that workweek exceeding the number of
hours regularly worked.
Overtime hours shall not be used routinely to complete regular job responsibilities. A nonexempt employee will be allowed to work hours in excess of the employee’s scheduled hours
only upon the written prior approval of his or her immediate supervisor, except in the case of a
documented emergency. In the event of an emergency, the employee must make a reasonable
attempt to obtain prior approval from his or her supervisor for the overtime. If prior approval
cannot be obtained, the employee must notify the supervisor that excess hours were worked and
the nature of the emergency during the employee’s next regularly scheduled shift.
Any employee who works unauthorized overtime will be subject to disciplinary action, which
may include suspension without pay and/or termination, as determined appropriate.
Non-exempt employees may not volunteer their time and services with this district when the
volunteer hours involve the same type of service which the employee is employed to perform.
Any employee interested in volunteering with the district must discuss with and obtain approval
from his/her supervisor prior to performing any volunteer services.
OVERTIME COMPENSATION ACCRUAL AND USE
A non-exempt employee who has worked more than forty (40) hours in a workweek will have
the choice of receiving:
1. Comp time accruing at the rate of one and one-half (1½) hours for each hour worked over
forty (40) hours in a workweek; or
2. Overtime payment at the rate of one and one-half (1½) hours for each hour worked over
forty (40) hours in a workweek.
All comp time must be used within sixty (60) calendar days from the date earned. Comp time
not used within sixty (60) calendar days shall be submitted for payment. Any comp time not
used by June 30 of each year shall be submitted for payment.
RECORDS
All non-exempt employees covered by this policy are required to maintain a daily time log
showing actual hours worked and noting the times taken for meal periods. The employee and his
or her immediate supervisor must sign the time log on a weekly basis, acknowledging that the
work hours set forth are true and accurate. Employees will be compensated for overtime or will
accrue comp time based on the completed time log. Failure to maintain accurate logs, or
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falsification of such logs will be grounds for disciplinary action. No supervisor shall knowingly
allow an employee to work unreported overtime to avoid overtime payments.
The district will maintain all payroll records for at least three (3) years from the last date of the
employee’s service. Such payroll records include any documentation (electronic or hard copy)
on which wage computations are based, including, but not limited to, timesheets, work
schedules, and records of additions to or deductions from wages.

♦♦♦♦♦♦♦

LEGAL REFERENCE:
Idaho Code Sections
44-1201 et seq. – Idaho Hours Worked Act
45-610 – Records to be Kept by Employer – Notice to Employees
Fair Labor Standards Act
29 CFR §541 et seq.
ADOPTED: March 27, 1997
AMENDED: September 26, 2002
July 29, 2004
October 27, 2005
January 21, 2016
December 16, 2021
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DEFINITIONS
“Current” means as of the date of the incident giving rise to the grievance.
“Grievance” means a written allegation of one (1) or more of the following:
1. A violation of current written board approved school district policy.
2. A violation of current written school procedures.
3. A violation of the current written board approved employee handbook.
4. A condition or conditions that jeopardize the health or safety of the employee or another.
5. Tasks assigned outside of the employee's essential job functions and for which the
employee has no specialized training.
“Working day” means, for purposes of this policy, a weekday (Monday through Friday) except
those weekdays identified in the approved school calendar as vacation or holidays.
PROCEDURE
A non-certificated employee of this district may file a grievance about any matter related to his
or her employment, only if it directly relates to any of the grounds for a grievance as defined
above. However, neither the employee’s salary or benefits nor the decision to terminate the
employee for cause during the initial one hundred eighty (180) days of employment will be a
proper subject for consideration under this grievance procedure.
1. A grievance must be in writing and received by the district’s human resources
administrator within six (6) working days of the occurrence of the incident giving rise to
the grievance. The grievance must state the allegation and the remedy or remedies
sought.
2. Within six (6) working days of receipt of the grievance, the district’s human resources
administrator will schedule an informal grievance meeting with the grievant, the
employee against whom the grievance is filed, respective advocates, as well as a district
administrator who will not be involved in the statutory grievance process. The purpose of
the meeting will be to attempt to find a resolution to the employee grievance.
3. If a resolution is not reached during the informal grievance meeting, the individual
against whom a grievance is filed will file a written response to the employee grievance
with the district’s human resources administrator within six (6) working days after the
conclusion of the informal grievance meeting. Thereafter, the employee may appeal the
grievance to the superintendent or designee within six (6) working days of the date the
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written response was, or should have been, received.
4. The superintendent or designee will provide a written response to the non-certificated
employee within six (6) working days in an effort to resolve the appeal.
5.

If the employee is not satisfied with the response of the superintendent or designee, or no
response was received in the appropriate timeframe, the employee may request a review
of the grievance by a hearing panel within six (6) working days of the date the response
was, or should have been, received.

6. A panel consisting of three (3) persons will be convened for the purpose of reviewing the
appeal within ten (10) working days of receipt of the appeal. The panel will consist of
one (1) individual designated by the superintendent, one (1) individual designated by the
employee, and one (1) individual agreed upon by the two (2) appointed panel members.
7. The employee and the superintendent or designee, or their representative, will be given
an opportunity to present information and arguments, oral or written, relevant to the
grievance filed in the matter. The panel may establish time limits for the submission or
presentation of information and argument(s). The panel will exclude evidence that is not
relevant to the matter(s) raised in the grievance. The rules of civil procedure and
evidence do not apply.
8. The panel will review all relevant information presented by the parties and will make a
determination as to whether the information supports a finding of:
a. A violation of current written board approved school district policy;
b. A violation of current written school procedures;
c. A violation of the current written board approved employee handbook;
d. A condition or conditions that jeopardize the health or safety of the employee or
another; or
e. Tasks assigned outside of the employee's essential job functions and for which the
employee has no specialized training.
If the panel determines that the information supports a finding of one (1) or more of the
above, the panel will make a determination as to the appropriate resolution of the
grievance.
9. Within ten (10) working days following completion of the review, the panel will submit a
written decision setting forth factual findings and conclusions to the employee, the
superintendent or designee, and the board.
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10. The panel's decision will be the final and conclusive resolution of the grievance unless
the board overturns the panel's decision by resolution at the board's next regularly
scheduled public meeting, or either party appeals to the district court within forty-two
(42) calendar days of the filing of the board's decision.
11. Upon appeal of a decision of the board, the district court may affirm or set aside and
remand the matter to the board of trustees upon the following grounds:
a. The findings of fact are not based on any substantial, competent evidence;
b. The board of trustees has acted without jurisdiction or in excess of its powers; or
c. The findings by the board of trustees as a matter of law do not support the decision.
12. The employee, the person against whom the grievance is filed, and the superintendent or
designee are entitled to a representative at each step of the grievance procedure. None of
these individuals will be qualified to sit on the advisory grievance panel.
13. The grievance procedure timelines established in this policy may be waived or modified
by mutual agreement.
14. Utilization of the grievance procedure established pursuant to this policy will not
constitute a waiver of any right of appeal available pursuant to law or regulation.
15. Neither the board nor any member of the administration will take reprisals affecting the
employment status of any party in interest. The employee filing a grievance will not take
any reprisals regarding the course of the outcome of the grievance nor take any reprisals
against any party or witness participating in the grievance.
16. A non-certificated employee of the district will be provided a personnel file consistent
with the provisions of Idaho Code §33-518.
♦♦♦♦♦♦♦
LEGAL REFERENCE:
Idaho Code Sections
33-506 – Organization and Government of Board of Trustees
33-517 – Noncertificated Personnel
ADOPTED: March 27, 1997
AMENDED: December 14, 2005
January 21, 2016
December 16, 2021
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Absence Without Pay for
Classified Employees
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Deductions for personal absences not authorized in the preceding circumstances shall be on the
basis of the individual prorated salary for each day absent.
♦♦♦♦♦♦♦
LEGAL REFERENCE:
Idaho Code Section 33-506
ADOPTED: March 27, 1997
AMENDED: January 21, 2016
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POLICY TITLE:

Illness or Death in Immediate Family:
Classified Employees

POLICY NO: 478
PAGE 1 of 1

Full-time, classified personnel will be granted a leave of absence, charged against sick leave, for
serious illness or death in the immediate family (spouse, children, siblings, parents, grandparents,
grandchildren, in-laws, and the same members of the spouse’s family) not to exceed five (5) days
at any one time. The number of days allowed will be determined by the superintendent based
upon circumstances involved. Upon approval of the superintendent, one (1) day of sick leave
may be allowed for serious illness or death of any other relative. This leave is noncumulative.
♦♦♦♦♦♦♦
LEGAL REFERENCE:
Idaho Code Section 33-1216
ADOPTED: March 27, 1997
AMENDED: January 21, 2016
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POLICY TITLE:
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POLICY NO: 480
PAGE 1 of 1

Year-round classified employees are entitled to fifteen (15) working days vacation each year
with pay, provided this has been earned. No vacation is earned until the employee works to or
beyond his or her first ten (10) months of employment.
Classified staff members may have no more than thirty (30) vacation days during the current
fiscal year. Vacation time with pay for classified employees may accumulate to a maximum of
eighteen (18) working days. No classified staff member may have more than the maximum
number of accumulated vacation days as of the last day of their individual contract year. Upon
retirement, resignation, or termination a classified staff member will only be reimbursed for the
maximum number of accumulated vacation days listed above.
Arrangements for vacations for classified employees must be with, and have the approval of, the
employee’s immediate supervisor.
Full-time classified employees who work at least 167 days shall be entitled to the same holidays
that the certificated employees receive.
Year-round classified employees who work at least 195 days shall be entitled to the following
eleven (11) paid holidays: Labor Day, Thanksgiving (2 days), Christmas (2 days), New Year’s
Day, President’s Day (when school is not in session), Good Friday (when school is not in
session), Memorial Day, and July 4 (2 days).

♦♦♦♦♦♦♦
LEGAL REFERENCE:
Idaho Code Section 33-1216
ADOPTED: March 27, 1997
AMENDED: December 17, 1998
September 26, 2002
January 21, 2016
October 22, 2020
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POLICY TITLE:

Substitute Teachers

POLICY NO: 485
PAGE 1 of 1

Scheduling
Blackfoot School District No. 55 shall develop and maintain an online substitute system.
Payment Schedule
Non-degreed substitutes shall be compensated less than degreed substitutes (those who have at
least an associate degree or 60 credits.) The level of compensation will be determined on an
annual basis by the superintendent of schools following a review of the district's budget. Long
term substitute teachers are those who continue in the same position for 11 or more consecutive
days. They will be compensated as per administrative guidelines. Substitutes shall have their
salary prorated on a basis of periods taught if a substitute teaches less than a full day.
♦♦♦♦♦♦♦
LEGAL REFERENCE:
Idaho Code Section 33-506
ADOPTED: March 27, 1997
AMENDED: December 17, 1998
January 21, 2016
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POLICY TITLE:

Employee Use of Electronic
Communication and Social Media

POLICY NO: 490
PAGE 1 of 3

Blackfoot School District No. 55 recognizes the value and importance of electronic
communication, online presence, and innovative technology tools to enhance the learning
experience and work environment within the district. The district also recognizes the obligation
of teachers and administrators to be positive ambassadors for our schools and to teach and ensure
responsible and safe use of these technologies.
Employee use of electronic communication and entertainment devices may interfere with or
disrupt the educational process as well as distract personnel from their job responsibilities.
Additionally, employee use of social networking and other Internet or electronic communication
may interfere with the employee’s professional relationships with students, parents, and
members of the community.
Violation of this policy may result in disciplinary action up to and including termination.
DEFINITIONS
“Electronic communication and entertainment devices” include, but are not limited to, personal
cell phones, tablets, personal computers, laptops, iPads, iPods, MP3 players, and other similar
devices or media players, without regard to the commercial name or manufacturer of the device,
whether handheld, car models, laptop or other computer usage, or combinations of any of the
above.
“Social media networks” include, but are not limited to, websites, web logs (blogs), wikis, social
networks, online forums, virtual worlds, and any other social media generally available to the
public that does not fall within the district’s technology network (e.g. Facebook, Twitter,
LinkedIn, YouTube, Instagram, Snapchat, blog sites, etc.).
USE OF PERSONAL ELECTRONIC DEVICES AT SCHOOL
Employees are required to limit their personal use of electronic communication and
entertainment devices to emergencies or during authorized breaks. Such devices are prohibited
from being used during instructional time unless the specific use is consistent with legitimate,
instructional purposes.
PROFESSIONAL COMMUNICATIONS
Employees must be respectful and professional in all communications at all times. Employees
may not use obscene, offensive, profane, or vulgar language; or engage in communications or
conduct that is harassing, threatening, bullying, libelous, or defamatory or that discusses or
encourages any illegal activity, sexual behavior, sexual harassment, bullying, or the
inappropriate use of alcohol or illegal drugs.
Employees may not act as a spokesperson for the district or make comments as a representative
of the district, except as authorized by the board, superintendent or designee. When authorized
as a spokesperson for the district, employees must disclose their employment relationship with
the district.
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COMMUNICATIONS WITH STUDENTS
The board recognizes that there are occasions when a district employee may have a legitimate
educational need to communicate with a student outside of school hours. Any communication
between a district employee and a student via telecommunications, text messages, e-mails,
and/or any other medium must have an educational purpose and be professional in content and
tone.
Employees who engage in such communications with students are expected to act as
representatives of the district. Any communications with students may be subject to review by
the district. Employees will not make any statements or forward information that could
reasonably be perceived to be:
1. In violation of federal or state laws, or district policies;
2. Personal in nature;
3. Obscene, vulgar, or inappropriate in content;
4. Harmful to a student;
5. Disruptive of the educational process; or
6. In violation of FERPA and other confidentiality requirements.
At the discretion of the superintendent or designee, employees may be required to copy all such
communications to students to the building administrator or designee.
In the event an employee receives any communication from a student that is inappropriate or
creates concerns, the employee has an obligation to report such communication to the building
administrator or designee.
E-MAIL
All employees are assigned a district e-mail account, which should be used for all official
business. Employees must use their district e-mail account when acting in the capacity of a
district employee and when corresponding with parents or students. Employees may not use
their district assigned e-mail address for communications on social media networks without prior
district approval.
SOCIAL MEDIA
Employees are prohibited from discussing students and work-related matters on any social media
network. Employees are expected to comply with the following guidelines when engaging in
communications on social media networks:
1. In the event the employee identifies himself/herself as an employee of the district, he/she
must post a disclaimer that the views expressed by the employee are personal and not
made in his/her capacity as an employee of the district.
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2. Information posted by an employee must comply with state and federal laws, and district
policies, guidelines, and procedures.
3. Employees may not disclose information on any social media network that is confidential
or proprietary to the district, its students, or employees or that is protected by data
privacy laws.
4. Employees may not post copyrighted images or materials without prior permission from
the owner, unless it falls within an exception and complies with copyright laws.
5. Employees should always present themselves in a professional manner and exercise good
judgment relative to any information posted or any sites linked to the employee’s social
media network page or blog.
6. Employees must recognize that statements or innuendo publicly displayed on the Internet
may have negative ramifications on an individual’s position as a role model for students
of the district.
7. Employees may not use or post the district logo, motto, slogan, mascot, or other district
branding without permission from the superintendent or designee.
Employees should refrain from posting negative comments, criticisms or confidential
information about any student, parent or colleague, even in a general sense such that would allow
individuals to figure out who is being discussed.
If information is posted on a social media network that evidences that the employee has engaged
in conduct in violation of applicable federal and state law or district policies, the district may
take disciplinary action, up to and including termination.
The district reserves the right to monitor employee comments and postings to the extent
permitted by law. Where applicable, employees may be asked to disclose the existence of and to
provide the district with access to an employee’s website, web log, or other personal social
media network as part of an employment selection, promotion, disciplinary process, or
investigation.

♦♦♦♦♦♦♦
LEGAL REFERENCE:
Idaho Code Sections
33-512 – Governance of Schools
ADOPTED: March 24, 2011
AMENDED: April 21, 2016
December 16, 2021
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Blackfoot School District No. 55 recognizes the importance of providing positive, productive
educational experiences through the district’s Internet, computer, and network services. To
promote this objective and protect its staff and students, the board authorizes the superintendent
or designee to:
1. Prohibit and prevent school computers and other school owned technology-related
services from sending, receiving, viewing or downloading materials that are deemed to be
harmful to minors, as defined by Idaho Code §18-1514.
2. Prohibit and prevent unauthorized online disclosure, use, or dissemination of personally
identifiable information of students.
3. Select and employ technology protection measures on the district's computers to filter or
block Internet access to obscene materials, materials harmful to minors, and materials
that depict the sexual exploitation of a minor, or other information that is determined to
be in violation of district policies.
4. Establish and enforce appropriate disciplinary measures to be taken against persons
violating this policy.
5. Handle complaints regarding the enforcement of the district’s Internet use policies and
procedures.
6. Establish procedures to remove a user’s files without prior notice after an account has
been inactive for a specified period of time.
7. Authorize the use of electronic equipment, including but not limited to, cell phone and
laptop computers, by employees. Such equipment will be supplied to employees for the
sole purpose of enabling them to better perform their job responsibilities with the district.
The district will limit Internet access to materials that enrich and support the curriculum and
educational needs of users, contribute to the delivery of efficient and effective business or
educational functions, and expedite professional district communications.
PRIVACY
Use of the district’s technology resources is a privilege and not a right. Access has not been
established as a public access service or a public forum. The district reserves the right to
monitor, inspect, copy, review, delete, and/or store at any time and without prior notice any and
all results of usage of the Internet, computers, network resources, and any and all information
transmitted or received in connection with such usage. All such information will be and remains
the property of the district and users have no expectation of privacy regarding such materials.
The district has the right to place restrictions on the use of the district’s Internet, computers, and
network resources and may also deny access to staff and students who violate related policies
and procedures.
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EMPLOYEE RESPONSIBILITIES
Employees are responsible for safeguarding the district’s equipment while in the employee’s
possession and/or responsibility. Employees shall immediately (within 24 hours) report to
his/her supervisor if the equipment is lost or stolen. Employees are prohibited from allowing any
third party to use district-owned or leased equipment.
Employees must use district technology in a professional, legal, and responsible manner. Use of
district technology for personal business must be kept to a minimum and must conform to district
policies and procedures and state and federal laws and regulations.
When acting within the capacity of a district employee, communication from any location and
using any type of equipment, owned by the district or otherwise, must reflect professional
integrity and responsibility and not have an adverse effect on students or on the performance of
an employee’s duties for the district.
All district-owned or leased equipment provided to employees shall be immediately returned to
the employee’s supervisor upon request or upon termination of the employee’s employment
relationship with the district.
PROHIBITED USES
The district’s Internet, computers, and network resources may only be used for approved district
activities and educational purposes. All users must fully comply with this policy and
immediately report any violations or suspicious activities to the building principal or designee.
Prohibited uses of district technology include, but are not limited to:
1. Causing Harm to Individuals or to Property
a. Use of obscene, profane, vulgar, inflammatory, abusive, threatening, disrespectful
language or images.
b. Making offensive, damaging, or false statements about others.
c. Posting or printing information that could cause danger or disruption.
d. Bullying, hazing or harassing another person.
e. Deleting, copying, modifying, or forging other users’ names, e-mails, files, or data.
f. Disguising one’s identity, impersonating other users, or sending an anonymous email.
g. Posting personal information (e.g. phone number, address) about oneself or any other
person, except to responsible agencies.
2. Engaging in Illegal Activities
a. Participating in the sale, purchase or promotion of illegal items or substances.
b. Accessing or transmitting:
i.

Pornography of any kind.
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ii.

Obscene depictions.

iii.

Harmful materials.

iv.

Materials that encourage others to violate the law.

v.

Confidential information.

vi.

Copyrighted materials without authorization or as provided by fair use
regulations.

c. Attempting to disrupt the computer system or destroy data by any means.
3. Breaching System Security
a. Sharing one’s or another person’s password with others.
b. Entering another person’s account or accessing another person’s files without
authorization.
c. Allowing others to gain access to one’s individual account.
d. Interfering with other users’ ability to access their accounts.
e. Allowing student access to sensitive data.
f. Attempting to gain unauthorized access to another computer.
g. Using software or hardware tools designed to interfere with or bypass security
mechanisms.
h. Utilizing software or hardware applications that are not approved for business use.
i. Attempting to evade the district’s computer filtering software.
4. Improper Use or Care of Technology
a. Accessing, transmitting or downloading large files, including posting chain letters or
engaging in spamming.
b. Attempting to harm or damage district technology, files or data in any way.
c. Alteration of configured equipment, including the addition of unauthorized passwords
and user accounts.
d. Leaving an account open or unattended.
e. Attempting to remedy a security problem and not informing a school official.
f. Failing to report the abuse of district technology.
g. Installing, uploading or downloading unauthorized programs.
h. Copying district software for personal use.
i. Using district technology for:
i.

Personal financial gain.

ii.

Personal advertising or promotion.
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iii.

For-profit business activities.

iv.

Unapproved fundraising.

v.

Inappropriate public relations activities such as solicitation for religious
purposes.

vi.

Inappropriate political purposes.

CONSEQUENCES FOR INAPPROPRIATE USE
Failure to comply with this policy or inappropriate use of the district’s Internet, computers, or
network resources may result in usage restrictions, loss of access privileges, and/or disciplinary
action up to and including termination. The superintendent or designee may also report the
violation to law enforcement where appropriate.
Users are responsible for damages to the equipment, systems, and software resulting from
deliberate or willful acts.
NOTICE
The district will inform staff, students, parents/guardians and other users about this policy
through posting on the district website and by other appropriate methods. A copy of this policy
will be available for review at the district office. The district will also file this policy with the
state superintendent of public instruction every five years.
By accessing the district’s Internet, computers and network resources, users acknowledge
awareness of the provisions of this policy and awareness that the district uses monitoring systems
to monitor and detect inappropriate use.
All students and staff are required to sign a technology user agreement (see Policy No. 491F1,
Internet, Computer and Network Services User Agreement) that signifies their understanding and
agreement to follow these regulations.
♦♦♦♦♦♦♦
LEGAL REFERENCE:
Idaho Code Sections
33-132 – Local School Boards – Internet Use Policy Required
33-506(1) – Organization and Government of Board of Trustees
33-512 – Governance of Schools
ADOPTED: October 27, 2022
AMENDED:
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Adults who have contact with children and adolescents through school activities have the
responsibility not to betray or misuse their privileged position and shall never take advantage of
students’ vulnerability or of their confidence. It is the policy of this district to prohibit any sexual
relationship, contact or sexually nuanced behavior or communication between a staff member and
a student, while the student is enrolled in the Blackfoot School District. This prohibition extends
to students of the opposite sex or the same sex as the staff member, and applies regardless of
whether the student or the staff member is the initiator of the behavior and whether or not the
student welcomes or reciprocates the attention.
STAFF GUIDELINES FOR NON-FRATERNIZATION
Staff members are expected to use good judgment in their relationships with students both inside
and outside of the school context, including, but not limited to, the following guidelines:
1. Staff members shall not make derogatory comments to students regarding the school and/or
staff.
2. Staff members shall not exchange gifts with students.
3. Staff-sponsored parties, at which students are in attendance, unless they are a part of the
school’s extracurricular program and are properly supervised, are prohibited.
4. Staff members shall not fraternize, written or verbally, with students except on matters that
pertain to school-related issues.
5. Except as may be permitted by the District’s Employee Use of Electronic Communication
and Social Media Policy (Policy 490), staff members shall not text students, shall not friend
students on any social media platform, nor participate in any student blogs.
6. Staff members shall not associate with students at any time in any situation or activity
which could be considered sexually suggestive or involve the presence or use of tobacco,
alcohol, or drugs.
7. Staff members shall not date students. Sexual relations with students, regardless of age
and/or consent, are prohibited and will result in dismissal and referral to law enforcement.
8. Staff members shall not use insults or sarcasm against students as a method of forcing
compliance with classroom or school requirements or expectations.
9. Staff members shall maintain a reasonable standard of care for the supervision, control and
protection of students commensurate with their assigned duties and responsibilities.
10. Staff members shall not send students on personal errands.
11. Staff members shall, pursuant to applicable law and board policy, immediately report any
suspected signs of child abuse or neglect.
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12. Staff members shall not attempt to counsel, assess, diagnose, or treat a student’s personal
problem or concern related to sexual behavior, substance abuse, mental or physical health
and/or family relationships but, instead, should refer the student to appropriate school
personnel or agency for assistance, pursuant to applicable law and board policy.
13. Staff members shall not disclose information concerning a student, other than directory
information, to any person not authorized to receive such information. This includes, but
is not limited to, information concerning assessments, ability scores, grades, behavior,
mental or physical health, and/or family background.
SOCIAL MEDIA
All employees of this school district who participate in social media websites or applications shall
do so in accordance with the Employee Use of Electronic Communication and Social Media Policy
(Policy 490).
ANNUAL REMINDER TO STAFF
The superintendent and the school principals will annually remind staff members and orient new
staff members concerning the importance of maintaining proper decorum in the online, digital
world as well as in person. Employees must conduct themselves in ways that do not distract or
disrupt the educational process. The orientation and reminders will give special emphasis to:
1. Improper fraternization with students using social media websites or applications or other
electronic communication.
2. Inappropriateness of posting items with sexual content.
3. Inappropriateness of posting items exhibiting or advocating the use of drugs, tobacco and
alcohol.
4. Examples of inappropriate behavior to avoid.
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 the employee’s online conduct.

♦♦♦♦♦♦♦
LEGAL REFERENCE:
Idaho Code Sections:
33-506 – Organization and Government of Board of Trustees
33-512 – Governance of Schools
IDAPA 08.02.02.076 – Code of Ethics for Idaho Professional Educators
ADOPTED: April 28, 2022
AMENDED:
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