
MEMORANDUM      

To: Board of Trustees 
 Twin Falls School District 411  
From:  Eva Craner, Director of Public Relations 
Re:  Policy Updates   
Date: July 13, 2020 
 
First Reading: 
ISBA Updates: 

1120 Taking Office 
1120P Oath of Office 
2425 Parental Rights 
2520 Curricular Materials 
2540 Selection, Adoption & Removal of Curricular Materials 
3000 Entrance, Placement, and Transfer 
4175 Required Annual Notices - NEW 
4260 Records Available to the Public 
4260F District Record Request Form 
5110 Criminal History & Background Checks 
5340 Evaluation and Probation of Certificated Employees 
6400 Administrators 
8160 Contracting for Transportation Services 
 

Second Reading: 
Administrative Updates: 

2607 Award High School Credit for Courses Taken Before Ninth Grade 
2607P Awarding High School Credits for Courses Taken Before Ninth Grade 
2610 Advancement Requirements (9-12) 
5260 Abused and Neglected Child Reporting  
5260F Abused and Neglected Child Reporting Form 
5810 Compensatory Time and Overtime for Classifies Employees 
5876 FSLA Non-Exempt Employees and Overtime Requirements – NUMBER CHANGE 5810P 
7200 Accounting System Design 

ISBA Updates: 
2700P Graduation Requirements 
7400 Miscellaneous Procurement Standards 
7400P2 Procurement Methods Under a Federal Award 
7400P3 Requirements and Restrictions for Procurement Under a Federal Award  

 
 



 
POLICY TITLE: 

 
Board of Trustees Taking Office 

 
POLICY NO:  1120 

PAGE 1 of 1 
 

 

 1120-1 (ISBA 7/18 UPDATE) 

At the time of nomination, election, or appointment, each Trustee shall be a school district 
elector of the District and a resident of the trustee zone from which nominated and elected or 
appointed.  
 
Each Trustee shall qualify for and assume office on the next January 1 following his or her 
election or, if appointed, at the regular meeting of the Board of Trustees next following such 
appointment.  
 
An oath of office shall be administered to each Trustee, whether elected, re-elected, or appointed. 
The oath may be administered by the clerk or by a Trustee of the District. If appointed, the oath 
shall be administered at a regular meeting of the Board; it may not be administered at a special 
meeting. The records of the District shall show such oath of office to have been taken and by 
whom the oath was administered and shall be filed with the official records of the District.  
 

♦ ♦ ♦ ♦ ♦ ♦ ♦ 
 
Cross Reference: 1140 Vacancies 
 
Legal Reference: I.C. § 33-501 Board of Trustees 
 I.C. § 33-504 Vacancies on Boards of Trustees 
 I.C. § 59-401 Loyalty Oath—Form 
 I.C. § 59-402 Time of Taking Oath 
 
Policy History 
ADOPTED: 8/11/14 
ISBA 
REVISED: 11/12/18 



PROCEDURE TITLE:                 Oath of Office                       PROCEDURE NO: 1120P 
 PAGE 1 of 2 
 

 1120P-1 (ISBA 7/18 UPDATE) 

An oath of office is required to be administered to each School Board Trustee, whether elected, 
re-elected, or appointed. The Trustee is required to take his or her oath within ten days after the 
Trustee has notice of his or her election or appointment, or within 15 days from the 
commencement of his or her term of office. Before any Trustee, elected or appointed, enters 
upon the duties of his or her office, he or she must take the following oath: 
 

I do solemnly swear that I will support the Constitution of the United States, and the 
Constitution of the State of Idaho, and that I will faithfully discharge the duties of Trustee 
of the Twin Falls School District #411 according to the best of my ability. 

 
The oath is required to be administered by the clerk or by a Trustee. Additionally, the records of 
the District are required to show that such oath of office has been taken and by whom the oath 
was administered. Finally, this information is required to be filed with the official records of the 
District. 
 
A Trustee holds office from January 1 following their election in November until December 31 
in the year in which his or her term of office expires, unless he or she:  
 

1. Dies;  
2. Resigns as Trustee;  
3. Removes him or herself from the trustee zone of residence;  
4. Is no longer a resident or school district elector of the District;  
5. Refuses to serve as Trustee;  
6. Fails to attend four consecutive regular meetings of the Board without an acceptable 

excuse to the Board of Trustees; or  
7. Is recalled and discharged from office.  

 
If the Trustee is appointed, the oath of office must be administered at a regular board meeting. 
When appointed, he or she holds office from the time he or she takes the oath of office until 
December 31 in the year in which the original term of office to which he or she was appointed 
expires, unless he or she: 
 

1. Dies;  
2. Resigns as Trustee;  
3. Removes him or herself from the trustee zone of residence; 
4. Is no longer a resident or school district elector of the District; 
5. Refuses to serve as Trustee;  
6. Fails to attend four consecutive regular meetings of the Board without an acceptable 

excuse to the Board; or  
7. Is recalled and discharged from office. 

 
♦ ♦ ♦ ♦ ♦ ♦ ♦ 

Procedure History 
ADOPTED: 8/11/14 
ISBA 
REVISED: 8/10/15 
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POLICY TITLE: 
 

Parental Rights 
 

 

 

POLICY NO: 2425   
PAGE 1 of 3 

 
 

 2425-1 (ISBA 2016) 
 

The Board of Trustees encourages parents/guardians to be involved in their student’s school 
activities and academic progress. 
 
The Board is mandated to adhere to laws, rules, and regulations including the Constitution of the 
State of Idaho; the rules of the Idaho State Board of Education (Idaho Administrative Procedures 
Act); the rules and regulations of the Idaho State Department of Education; the laws, rules, and 
regulations of the federal government and the U.S. Department of Education; as well as 
educational provisions outlined in the Idaho Code.   These mandates include the requirement 
stated at Article IX, Section1 of the Idaho Constitution that it is “. . . the duty of the Legislature 
of Idaho to maintain a general, uniform and thorough system of public, free common schools.” 
 
Based upon the above provisions, as well as the State’s mandated requirements for advancement 
and graduation, the District has established its practices, policies, and procedures as well as the 
approved curriculum and assessment program. The failure to follow the District’s practices, 
policies, and procedures as well as the school’s curriculum and assessment program amounts to 
the District’s violation of State and/or federal laws, rules, and regulations, including but not 
limited to the failure to provide a general, thorough, free, and uniform system of public education 
as well as putting the District’s operations and funding in jeopardy.  
 
Parents, guardians, and students are expected to abide by the District’s practices, policies, and 
procedures governing the operation of the schools, which are required, by various State and/or 
federal laws, rules, and regulations.  However, a student's parent/guardian has the right to 
reasonable academic accommodation if the accommodation does not substantially impact District 
staff and resources, including employee working conditions, safety and supervision on school 
premises for school activities and the efficient allocation of expenditures.  The District will strive 
to balance the rights of parents/guardians, the educational needs of other students, the academic 
and behavioral impacts to a classroom, a teacher's workload and the assurance of the safe and 
efficient operations of the school. 
 
If a parent has an objection to the District’s implementation of various mandates through the 
District’s practices, policies and procedures, or if a parent/guardian would like to request 
reasonable academic accommodation the appropriate avenue for the parent/guardian is first to 
seek to address such concerns through communication with the school’s administration, district 
administration and Superintendent.  Should that avenue not resolve the situation, a 
parent/guardian is free to address such concerns with the Board of Trustees in conformance with 
Board policy regarding public participation at Board meetings.  
 
A parent/guardian who has an objection to their child’s participation in the District’s adopted 
curriculum and/or the District’s implementation of practices, policies, and procedures in 
accordance with educational mandates, on the basis that it harms the child or impairs the parents' 
firmly held beliefs, values, or principles, may withdraw their child from the activity, class, or 
program. A parent/guardian who chooses to not have their child participate in the provided 
educational activity, with the exception of sex education curriculum, shall be responsible for 
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identification and provision of non-disruptive alternative educational activities for their child 
during any time of objection, at no cost to the District.  The final decision as to the placement of 
such alternative educational activity shall be at the discretion of the District, with input of the 
parent, consistent with the requirements for advancement and graduation and consistent with the 
reasonable accommodation requirements outlined above.  
 
In the case of dual credit courses offered by an institution of higher education, academic 
accommodations and excusing students from objectionable assignments is solely at the discretion 
of the higher education institution and not the District. The District has no control over the 
selection, adoption and removal of curricular materials and it is the responsibility of the parent to 
have knowledge of and/or review such prior to student enrollment.   
 
 
Access to Learning Materials 
 
Parents/guardians are entitled to review all learning materials, instructional materials, and other 
teaching aids used in the classroom of their student.  Parents/guardian can request access to 
learning materials by contacting the school’s administration during school hours.  
 
Notice 
 
The District shall annually provide parents/guardians with notice of their rights as specified in 
this policy. 
 

♦ ♦ ♦ ♦ ♦ ♦ ♦ 
 
Cross Reference: 2340F Parental Opt-Out Form for Sex Education 
   2420 Parental Involvement 
   4105F Request to Address the Board 
   4175  Required Annual Notices 
 
Legal Reference: Idaho Constitution Article IX 
 I.C. § 32-1010 Intent of the Legislature – Parental Rights 
 I.C. § 32-1012 Parental Right to Direct the Education of Children 
 I.C. § 32-12131013 Interference with Fundamental Parental Rights 

Restricted 
 I.C. § 33-6001 Parental Rights 
 I.C. § 33-6002 Annual Notice of Parental Rights 
 I.D.A.P.A. 08, Titles .01, .02, .03 and .04 
 
Policy History: 
ADOPTED: 10/12/15 
ISBA 
REVISED: 10/10/16 



   
POLICY TITLE: 

 

Curricular Materials 
 

POLICY NO: 2520   
                      PAGE 1 of 2    

 
 

 2520-1 (ISBA 2008) 
 

The term “curricular materials” is defined as “textbook, instructional media, including software, 
audio/visual media, and internet resources.” 
 
The Board is legally responsible to approve and to provide the necessary curricular materials 
used in the District. Textbooks and instructional materials should provide quality learning 
experiences for students and: 
 
• Enrich and support the curriculum; 
• Stimulate growth in knowledge, literary appreciation, aesthetic value, and ethical standards; 
• Provide background information to enable students to make intelligent judgments; 
• Present opposing sides of controversial issues; 
• Be representative of the many religious, ethnic, and cultural groups and their contributions 

to our American heritage; 
• Depict in an accurate and unbiased way the cultural diversity and pluralistic nature of 

American society. 
 
The Board may establish a curricular materials adoption committee for the purpose of advising 
the Board on selection of curricular materials for use within the District that are not covered by 
the State Curriculum Materials Committee. At least one-fourth (1/4) of this committee must be 
comprised of persons other than public educators and trustees.  All meetings of the committee 
shall be held in open session and be duly noticed. 
 
Curricular materials may be made available for loan to students when the best interest of the 
District and student will be served by such a decision. Students will not be charged for normal 
wear. They will be charged replacement cost, however, as well as for excessive wear, 
unreasonable damage, or lost materials.  The professional staff will maintain records necessary 
for the proper accounting of all curricular materials. 
 
Any person may submit oral or written objections to any curricular materials under consideration. 
 
Curricular materials provided for dual credit courses offered by an institution of higher education 
are selected by the higher education institution and not the District. The District has no control 
over the selection, adoption and removal of curricular materials and it is the responsibility of the 
parent to have knowledge of and/or review such prior to student enrollment.   

 
♦ ♦ ♦ ♦ ♦ ♦ ♦ 

 
Cross Reference: 2530 Learning Materials Review 
 
Legal Reference: I.C. § 33-118A Curricular materials – Adoption procedures 
 I.C. § 33-512A District curricular materials adoption committees  
 IDAPA 08.02.03.112 Curricular Materials Selection 
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Policy History: 
ADOPTED: 8/11/14 
ISBA 
REVISED: 



 

POLICY TITLE: 
 

Selection, Adoption, and Removal of 
Curricular Materials 

 

POLICY NO: 2540   
PAGE 1 of 1 

 
 

 2540-1 

Curriculum committees will generally be responsible to recommend textbooks and major 
instructional materials for consideration by the Board for curricular materials that are not covered 
by the State Curriculum Materials Committee.  Recommendations will be made to the 
Superintendent, with a final decision being made by the Board.  The function of the committees 
is to ensure that materials are selected in conformance with stated criteria and established District 
goals and objectives.   
 
For dual credit courses offered through institutions of higher education, the selection, adoption, 
and removal of curricular materials is handled by the higher education institution. The District 
has no control over the selection, adoption and removal of curricular materials and it is the 
responsibility of the parent to have knowledge of and/or review such prior to student enrollment.   
 
 

Selection and Adoption 
 
The curricular materials adoption committee should develop, prior to selection, a set of selection 
criteria against which curricular materials will be evaluated. The criteria should include the 
following along with other appropriate criteria. Curricular materials shall: 
 

• be congruent with identified instructional objectives; 
• present more than one viewpoint on controversial issues; 
• present minorities realistically; 
• present non-stereotypic models; 
• facilitate the sharing of cultural differences; and 
• be appropriately priced. 

 
Removal 

 
Curricular materials may be removed when they no longer meet the criteria for initial selection, 
when they are worn out, or when they have been judged inappropriate through the Learning 
Materials Review Process. 
 

♦ ♦ ♦ ♦ ♦ ♦ ♦ 
 
Policy History: 
ADOPTED: 8/11/14 
 
REVISED:  



 
POLICY TITLE: 

 
Entrance, Placement, and Transfer 

 

POLICY NO: 3000   
PAGE 1 of 3 

 
 

 3000-1 (ISBA 2017) 

Every student has a basic right to attend school. His or her primary purpose in attending school is 
to engage in learning; and his or her cooperation and dedication is fundamental to obtaining a 
quality education. 
 
The Board of Trustees seeks to protect the rights of each student and promote the welfare of the 
student body. These student policies are intended to facilitate a quality experience for students in 
all activities related to the educational program. Each student should have the experiences that 
will enable him or her to become a useful and productive citizen. 
 
Entrance, Date, and Age 
 
No pupil may be enrolled in the kindergarten or first grade whose fifth or sixth birthday 
respectively does not occur on or before the first day of September of the school year in which 
the child registers to enter school.  Any child of the age of five years who has completed a private 
or public out-of-state kindergarten for the required 450 hours but has not reached the age and 
date requirements set above shall be allowed to enter the first grade. 
 
Initial Enrollment 
 
Immunization records or an appropriate waiver and birth certificate are required for admission to 
all District schools (subject to provisions of McKinney Homeless Assistance Act, see District 
Policy 3060). 
 
If a birth certificate is not provided upon enrollment of a student for the first time in elementary 
or secondary school, the District shall notify the person enrolling the student in writing that he 
must provide within 30 days either a certified copy of the student’s birth certificate, or other 
reliable proof of the student’s identity and birth date; which proof shall be accompanied by an 
affidavit explaining the inability to produce a copy of the birth certificate.  Other reliable proof of 
the student’s identity and birth date may include a passport, visa, or other governmental 
documentation of the child’s identity.  If the person enrolling a student fails to provide the 
information within the requested 30 days, the District shall immediately notify the local law 
enforcement agency of such failure and again notify the person enrolling the student, in writing, 
that he has an additional ten days to comply.  If any documentation or affidavit received pursuant 
to this section appears inaccurate or suspicious in form or content, the District shall immediately 
report the same to the local law enforcement agency.  Local law enforcement will investigate 
these reports.  Failure of a parent, or person in custody of a child, or a person enrolling a student, 
to comply with the documentation requirements of this section after a lawful request shall 
constitute a misdemeanor. 
 
A student transferring schools within the District need not provide proof of identity and birth date 
if the student’s record already contains such verified information. 
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Initial Placement 
 
The goal of the District shall be to place students at levels and in settings that will enhance the 
probability of student success. Developmental testing together with other relevant criteria, 
including but not limited to health, maturity, emotional stability, and developmental disabilities, 
may be considered in the placement of all students.  Final disposition of all placement decisions 
rests with the principal, subject to review by the Superintendent and the Board. 
 
Advanced Enrollment For Military Dependents 
 
Any member of the United States Armed forces who has received transfer orders to a location in 
Idaho and will, upon such transfer, reside in the District’s attendance boundary may enroll his or 
her child in the District regardless of where the child resides at the time of enrollment. 
 
 
Transfer 
 
District policies regulating pupil enrollment from other accredited elementary and secondary 
schools are designed to protect the educational welfare of the child and of other children enrolled 
in the District. 
 
Elementary Grades (K-8):  Any student transferring into the District will be admitted and 
placed on a probationary basis for a period of two weeks. 
 
Should any doubt exist with teacher and/or principal as to grade and level placement of the 
student, the student shall be subject to an educational assessment to determine appropriate grade 
and level placement. 
 
During the two-week probationary period, the student will be subject to observation by the 
teacher and building principal. 
 
Secondary Grades (9-12), Credit Transfer:  Requests for transfer of credits from any 
secondary school shall be subject to a satisfactory examination of the following: 
 
1. Appropriate certificates of accreditation; 
2. Length of course, school day, and school year; 
3. Content of applicable courses; 
4. The school facility as it relates to credit earned (i.e., lab areas for appropriate science or 
vocational instruction); 
5. An appropriate evaluation of student performance leading toward credit issuance; and 
6. Final approval of transfer credits will be determined by the high school principal, subject 
to review upon approval by the Superintendent and Board of Trustees. 
 
Transfer from Persistently Dangerous Schools 
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If any school within the District is found to be persistently dangerous in accordance with federal 
law, students attending the school shall be permitted to transfer to another traditional or charter 
school within the District which is not persistently dangerous and which is meeting annual yearly 
progress requirements. The transfer may be either permanent or temporary and lasting until the 
school of origin is no longer designated as persistently dangerous. Parents or guardians of 
students shall be notified that the school has been designated as persistently dangerous within ten 
days of being so designated.  Within 20 days of receiving such notification, students may be 
transferred to another school within the District. 
 
Any student who is the victim of a violent criminal offense on school grounds shall be permitted 
to transfer to another school within the District. 

♦ ♦ ♦ ♦ ♦ ♦ ♦ 
 
Cross Reference: 3060 Education of Homeless Children 
 4160 Parents Right-to-Know Notices 
 
Legal Reference: Art. IX, § 9, Idaho Constitution- Compulsory Attendance at School 
 I.C. § 18-4511 School Duties—Records of Missing Child—Identification 

Upon Enrollment—Transfer of Student Records 
 I.C. § 33-201 School Age 
 I.C. § 33-209 Transfer of Student Records – Duties 
 I.C. § 39-4801 Immunization Required 
 I.C. § 39-4802 Exemptions 
 20 U.S.C. § 7912 Unsafe School Choice 
 20 USC § 6313 Eligible School Attendance Areas 
 42 USC § 11432 Education of Homeless Children and Youths 

 
Policy History 
ADOPTED: 1 0/9/17 
ISBA 
REVISED: 
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POLICY TITLE: 

 
Required Annual Notices 

 
POLICY NO:  4175 

PAGE 1 of 1 
 

 
The following policies, procedures, and forms shall be distributed on an annual basis.  
 
Distributed to students and parents/guardians: 
 

1. 2140 Student and Family Privacy Rights 
2. 2425 Parental Rights 
3. 3280 Equal Education, Nondiscrimination, and Sex Equity 
4. 3295P Hazing, Harassment, Intimidation, Bullying, and Cyber Bullying 
5. 3321 Student Drug, Alcohol and Tobacco Use 
6. 3340 Corrective Action and Punishment 
7. 3335 Academic Honesty 
8. 3500 Student Health/Physical Screenings/Examinations 
9. 3570F1 Student Records - Notification to Parents and Students of Rights Concerning a 

Student’s School Records 
10. 3575 Student Data Privacy and Security 
11. 4160 Parent Right-to-Know Notices 
12. 8245 Unpaid School Meal Charges 

 
Distributed to staff: 

1. 5120 Equal Employment Opportunity and Non-Discrimination 
2. 5265 Employee Responsibilities Regarding Student Harassment, Intimidation, and 

Bullying 
 

Public Distribution: 
1. 8200 Local School Wellness 

 
 
Policy History: 
Adopted on: 
Revised on:  
Reviewed on: 



 
POLICY TITLE: 

 
Records Available to Public 
 

 
POLICY NO: 4260    

PAGE 1 of 6 
 

 

 4260-1 (ISBA 2015) 

Subject to the limitations provided herein, and as provided by law, full access to public records 
concerning the administration and operations of the District shall be afforded to the public.  
Public access to District records shall be afforded according to appropriate administrative 
procedures. 
 
Every person has the right to examine and take a copy of any public record at all reasonable 
times.  All District records except those restricted by state and federal law shall be made 
available to citizens upon written request for inspection at the Clerk's office. 
 
The Public Relations Director or designee shall serve as “Public Records Coordinator” with the 
responsibility and authority for ensuring compliance with the display, indexing, availability, 
inspection, retention, and copying requirements of federal law, state law, and this policy.  
Responsibility and authority for indexing shall include identifying the general subject matter of 
all public records kept or maintained by the District, the custodian of these records, and their 
physical location.  The identified physical location of the District’s records is provided in the 
Retention of District Records Policy #8605.  The Public Records Coordinator shall authorize the 
inspection and copying of the District's records only in accordance with the criteria set forth in 
this policy and in compliance with state and federal laws. 
 
A written copy of the Board’s minutes shall be available to the general public within a 
reasonable time after the meeting in which they are approved.  Drafts of the Board’s minutes are 
considered to be public records and shall be produced upon request.  However, the District shall 
watermark such public records with the statement “Unofficial Draft Minutes not yet reviewed or 
approved by Board.” 
 
Definitions 
 
A “public record” includes, but is not limited to, any writing containing information relating to 
the conduct or administration of the public's business prepared, owned, used, or retained by any 
state agency, independent public body corporate and political, or local agency regardless of 
physical form or characteristics. Provided, however, that personal notes created by a public 
official solely for his or her own use shall not be a public record as long as such personal notes 
are not shared with any other person or entity. 
 
A "writing" includes, but is not limited to, handwriting, typewriting, printing, photocopying, 
photographing, and every means of recording, including letters, words, pictures, sounds or 
symbols, or combination thereof; and all papers, maps, magnetic or paper tapes, photographic 
films and prints, magnetic or punched cards, discs, drums, or other documents. 
 
Records Exempt from Disclosure  
 
In accordance with Idaho Code, the following records shall NOT be subject to public inspection 
or copying:  
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1. Any public record exempt from disclosure by federal or state law or federal regulations to 
the extent specifically provided for by such law or regulation. 
 

2. Retired employees' and retired public officials' home addresses, home telephone 
numbers, and other financial and non-financial membership records. 

  
3. Records of a current or former employee other than the employee's duration of 

employment with the District, position held, and location of employment.  This 
exemption from disclosure does not include the contracts of employment or any 
remuneration, including reimbursement of expenses.  However, all other personnel 
information relating to a public employee or applicant including, but not limited to, 
information regarding sex, race, marital status, birth date, home address and telephone 
number, net pay, applications, testing and scoring materials, grievances, correspondence, 
and performance evaluations shall not be disclosed to the public without the employee's 
or applicant's written consent. 
 

4. Records relating to the appraisal of real property, timber, or mineral rights prior to its 
acquisition, sale, or lease by the District. 

  
5. Any estimate prepared by the District that details the cost of a public project until such 

time as disclosed, or bids are opened, or upon award of the contract for construction of 
the public project. 

 
6. Records of any risk retention or self-insurance program prepared in anticipation of 

litigation, or for analysis of, or settlement of potential or actual money damage claims 
against the District or its employees except as otherwise discoverable under the Idaho or 
federal rules of civil procedure.  These records shall include but are not limited to claims 
evaluations, investigatory records, computerized reports of losses, case reserves, internal 
documents, and correspondence relating thereto.  At the time any claim is concluded, 
only statistical data and actual amounts paid in settlement from public funds shall be 
deemed a public record unless otherwise ordered to be sealed by a court of competent 
jurisdiction. Provided however, nothing in this subsection is intended to limit the attorney 
client privilege or attorney work product privilege otherwise available to any public 
agency or independent public body corporate and politic. 
 

7. Computer programs developed or purchased by or for the District for its own use.  As 
used in this subsection, "computer program" means a series of instructions or statements 
which permit the functioning of a computer system in a manner designed to provide 
storage, retrieval, and manipulation of data from the computer system, and any associated 
documentation and source material that explain how to operate the computer program. 
This does not include: 

 
A. The original data including but not limited to numbers, text, voice, graphics, and 

images; 
B. Analysis, compilation, and other manipulated forms of the original data produced 

by use of the program; or 
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C. The mathematical or statistical formulas that would be used if the manipulated 
forms of the original data were to be produced manually. 
 

8. Personal information from any file maintained for students.  Information from student 
records shall be disclosed only in accordance with the requirements of the Family 
Educational Rights and Privacy Act, Idaho Code, and adopted District policy. 

 
9. Test questions, scoring keys, or other examination data used to administer academic tests. 

 
10. Records relevant to a controversy to which the District is a party, but which records 

would not be available to another party under the rules of pretrial discovery for cases 
pending resolution. 

 
11. Records of buildings, facilities, infrastructures, and systems when the disclosure of such 

information would jeopardize the safety of persons or the public safety.  Such records 
may include emergency evacuation, escape, or other emergency response plans; 
vulnerability assessments; operation and security manuals; plans; blueprints; or security 
codes. 

 
However, all personnel records of a current or former public official reflecting public service or 
employment history, classification, pay grade and step, longevity, gross salary and salary history, 
status, workplace, and employing agency are subject to public inspection and copying. 
 
If the record requested for inspection and/or copying contains both information exempted from 
disclosure and nonexempt information, the District shall, to the extent practicable, produce the 
record with the exempt portion deleted and shall provide a written explanation for the deletion. 
 
Response to Requests 
 
The District shall require that a public records request be submitted in writing upon a form 
prescribed by the District with the requester’s name, mailing address, email address, and 
telephone number.  A request for public records may be conducted by electronic mail. The 
request shall specifically describe the subject matter and records sought, including a specific date 
range for when the records sought were created. The request shall be as specific as possible, 
describing the records sought in enough detail to let the Public Records Coordinator find the 
records with reasonable effort. The District may provide the requester information to help the 
requester narrow the scope of the request or to help the requester make the request more specific 
when the records requested are voluminous or costly. 
 
The District shall either grant or deny a person’s request to examine or copy public records 
within three working days of the date of the receipt of a request for public records.  If a longer 
period of time is needed to locate or retrieve the records, the District shall notify the person 
requesting the records of the same and provide the records to such person not later than ten 
working days following the request.  In the event an individual requests a record be provided in 
electronic format, the District shall provide the record in electronic format if the record is 
available in that format.  If a record is requested in electronic format and the record cannot easily 



 4260-4 (ISBA 2015) 

be converted to electronic format within ten working days, the District shall notify the person 
requesting the records of this fact and provide them with an estimate of the time necessary to 
complete the conversion.  The documents shall then be provided at a time mutually agreeable to 
the parties giving consideration to any limitations that may exist regarding electronic conversion.   
 
If the District fails to respond, the request shall be deemed to be denied within ten working days 
following the request.  If the District denies the request for examination or copying the public 
records or denies in part and grants in part the request for examination and copying of the public 
records, the Public Records Coordinator shall notify the person in writing of the denial or partial 
denial of the request for the public record.  The notice of denial or partial denial shall state that 
the attorney for the District has reviewed the request or shall state that the District has had an 
opportunity to consult with an attorney regarding the request for examination or copying of a 
record and has chosen not to do so.  The notice of denial or partial denial also shall indicate the 
statutory authority for the denial and indicate clearly the right to appeal the denial or partial 
denial and the time periods for doing so.   
 
The Public Records Coordinator is authorized to seek an injunction to prevent the disclosure of 
records otherwise suitable for disclosure when it is determined that there is reasonable cause to 
believe that the disclosure would not be in the public interest and would substantially or 
irreparably damage any person or would substantially or irreparably damage vital governmental 
functions. 
 
Fee Waiver 
 
The District will adhere to its copying fee schedule unless it is determined by the Public Records 
Coordinator that the individual making such a request has demonstrated information sufficient to 
fulfill the following test: 
 

1. That the requester’s examination and/or copying of public records is likely to contribute 
significantly to the public’s understanding of the operations and activities of the 
government; 

2. That the requester’s examination and/or copying of public records is not primarily in the 
individual interest of the requester including, but not limited to, the requester’s interest in 
litigation in which the requester is or may become a party; and 

 
3. That the requester’s examination and/or copying of public records will not occur if fees 

are charged because the requester has insufficient financial resources to pay such fees. 
 
Upon a request that fees not be charged, and the Public Records Coordinator’s consideration of 
the above factors, the Public Records Coordinator shall notify the requester in writing of their 
decision within ten working days following the request.  
  
If the fee waiver is denied, the requester shall then have seven days to file an appeal of the denial 
with the Superintendent.  The Superintendent shall review the denial and either affirm or reverse 
the denial of the Public Records Coordinator in writing within ten working days of receipt of the 
appeal.  In the event that the Superintendent is the Public Records Coordinator then the appeal 
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shall be filed within seven days with the Board.  At the Board’s next regularly scheduled 
meeting, the Board shall review the denial of fee waiver and either affirm or reverse it.  There 
shall be no further appeal beyond the Board.   
 
The request shall not be fulfilled or prepared, and the time for response will not begin to run, 
until such time as the final determination as to fees has been addressed and any fees to be 
charged have been paid.  
A requester may not file multiple requests for public records solely to avoid payment of fees.  If 
the District suspects that this is the case, it can aggregate the related requests and charge based 
upon its copying fee schedule.     
 
Fee Schedule 
 
The copying fee schedule of the District is as follows:   
 

1. The District shall not charge a fee for the first 100 pages of records or the first two hours 
of labor in responding to a request. 
 

2. Copies of public records - 25¢ per page [cannot exceed actual cost] for copies beyond the 
first 100 pages or beyond the first two hours of labor in responding to a request. 
 

3. The District will charge for the labor costs associated with locating and copying 
documents if: 

 
A. The request is for more than 100 pages of records; 
B. The request includes nonpublic information that must be redacted from the public 

records; or 
C. The labor associated with locating and copying the records exceeds two hours.  

 
4. The fees for labor associated with responding to a public records request shall be charged 

at the per hour pay rate of the lowest-paid administrative staff employee of the District 
who is necessary and qualified to process the request.  

 
5. The fees associated with redactions required to be made by an attorney employed by the 

District shall be charged at the lowest-paid hourly rate of the lowest paid attorney 
employed by the District or, if there are no attorneys employed by the District, the rate 
shall be no more than the usual and customary rate of the attorney retained by the 
District. 

 
6. Copy of a duplicate computer disc or similar record system the fee shall not exceed: 

 
A. The District’s cost of copying the information in that form;  
B. The District’s cost of conversion, or the cost of conversion charged by a third 

party, if the electronic record must be converted to electronic form. 
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Fees shall be collected in advance.  The District shall provide requesters with an itemized 
statement of fees to show the cost per page for copies and the hourly rate of employees and 
attorneys involved in responding to the request.  
 

♦ ♦ ♦ ♦ ♦ ♦ ♦ 
 
Cross References: 3570-3570P Student Records 
 4130 Public Access to District Website 
 8605 Retention of District Records 
 
Legal References: Title 74 Chapter 1 Public Records Act 
 I.C. § 74-204 Written Minutes of Meetings 
 IDAPA. 08.01.01.100 Procedures for Responding to Requests for 

Examination and/or Copying Public Records 
 
Other References: Idaho Public Records Law Manual, July 2018 (available 

at https://www.ag.idaho.gov/content/uploads/201
8/04/PublicRecordsLaw.pdf) 

 
Policy History 
ADOPTED: 8/11/14 
ISBA 
REVISED: 1/11/16 
  6/11/18 
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District Record Request Form 

 
Request for Public Records 

 
I request:     to examine       to copy        to receive an electronic copy of the following records: 
 
_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________

______________________________________________________________________________ 

 
Date Records Requested Were Created: 

 Beginning: ________________________________________________________________ 

 Ending: __________________________________________________________________ 

 
Name (Please Print) 
__________________________________________________________________  
 
Mailing Address: 

__________________________________________________ 

__________________________________________________ 
 
____________________________ 
  Date of Request 
 
_____________________________________________ 
  Daytime Phone Number 
 
Received By:  __________________________________________ 

Date Received: __________________________________________ 

Public Agency  __________________________________________ 
 
_____  Initial if Applicable:  More than three (3) working days are needed to locate or retrieve the 
requested records. A response shall be provided within ten (10) working days of the request.  
 
Payment received for __________________ copies   ___________________ 
            Amount Received 
 
Payment received for __________________labor   ___________________ 
            Amount Received 
 
________________  Receipt Number 



 
POLICY TITLE: 

 
Criminal History & Background Checks 

 
POLICY NO: 5110   

PAGE 1 of 3 

 

 5110-1 (ISBA 2008) 

General 
It is the policy of the District not to employ or to continue the employment of classified, 
professional or administrative personnel who may be deemed unsuited for service by reason of 
arrest and/or criminal conviction.  While an arrest or conviction of a crime, in and of itself, may 
not be an automatic bar to employment, if an arrest or conviction relates to suitability of the 
individual to perform duties in a particular position, such person may be denied employment or 
in the case of current employees, may face disciplinary action, up to and including termination. 
 
It is the policy of this District to perform criminal history checks as required by Idaho law and to 
perform other types of background checks on employees or volunteers including, but not limited to: 
 
1. Contacting prior employers for references; 
2. Contacting personal references; and/or 
3. Contacting other persons who, in the discretion of the District, could provide valuable 
information to the District. 
 
Where a prior conviction is discovered, the District will consider the nature of the offense, the 
date of the offense, and the relationship between the offense and the position for which application 
is sought, or the person is employed. Any individual convicted of a felony offense listed in I.C. § 
33-1208(2) shall not be hired. 
 
If an applicant or employee makes any misrepresentation or willful omissions of fact regarding 
prior criminal history, such misrepresentation or omission shall be sufficient cause for 
disqualification of the applicant or termination of employment. 
 
Any certificated employee who was hired prior to July 1, 2020 and has their teaching certificate 
revoked by the Professional Standards Commission due to updated crimes listed in I.C. § 33-1208 
shall be granted an informal review based on their contract category, as outlined in Policy 5105. 
 
Initial Hires 
In order to protect the health, safety and welfare of the students of the District, Idaho law requires 
the following employees hired on or after July 1, 2008 to be subject to criminal history checks. The 
list is to include, but is not limited to: 
 

1. Certificated and non-certificated employees; 
2. All applicants for certificates; 
3. Substitute staff; 
4. Individuals involved in other types of student training such as practicums and 

internships; and 
5. All individuals who have unsupervised contact with students. 
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A criminal history check shall be based on a complete ten (10) finger fingerprint card or scan and 
include, at a minimum, the following: 
 

1. Idaho bureau of criminal identification; 
2. Federal bureau of investigation (FBI) criminal history check; and 
3. Statewide sex offender register. 

 
Employees will be required to undergo a criminal history check within five (5) days of starting 
employment or unsupervised contact with students, whichever is sooner. 
 
The fee may be charged to an employee in accordance with Idaho Code. All criminal history 
check records will be kept on file at the State Department of Education. A copy of the records 
will be given to the employee upon request. 
 
Employee Arrest or Conviction 
All employees shall have the continuing duty to notify the District of any arrest or criminal 
conviction that occurs subsequent to being hired by the District. In the event that any employee, 
whether full-time or part-time, probationary or non-probationary, classified or certified, is 
arrested, charged or indicted for a criminal violation of any kind, whether misdemeanor or 
felony, with the exception of minor traffic infractions, he/she is required to report such arrest 
promptly to the employee’s supervisor or department head within one (1) business day unless 
mitigating circumstances exist.  This reporting requirement applies regardless of whether such 
arrest has occurred on-duty or off-duty.  Failure to comply with this reporting requirement shall 
be grounds for disciplinary action, up to and including termination. 
 
Additionally, if an employee has a protection order served against him/her, the employee shall 
follow the same reporting requirements as outlined above. 
 
Supervisors or department heads shall contact the Superintendent or designee upon receiving 
notification that an employee has been arrested or has a protection order served against him/her. 
The District reserves the right to determine appropriate disciplinary action in such cases, up to 
and including termination, depending upon the facts and circumstances surrounding the incident. 
 
The District has discretion to terminate or take other action against any employee that has either 
been convicted of one (1) or more of the felony offenses set forth in I.C. § 33-1208 or made a 
material misrepresentation or omission on their job application. 
 
Substitute teachers 
The State Department of Education shall maintain a statewide list of substitute teachers. To 
remain on the statewide substitute teacher list, the substitute teacher shall undergo a criminal 
history check every five (5) years. If a substitute teacher has undergone a criminal history check 
within five (5) years as a result of employment with another District, the District, may in its sole 
discretion, not require a substitute to undergo a criminal history check.  If the District does desire 
a substitute teacher who has undergone a criminal history check within the last five (5) years to 
undergo an additional criminal history check, the District will pay the costs of such check. 
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Other employees 
The District may require that any employee be subjected to criminal history checks. If required, 
the District will pay the costs of such checks. 
 
Volunteers 
Any volunteer in the District who has regular unsupervised access to students, as determined by 
the Superintendent or the Superintendent’s designee, shall submit to a fingerprint criminal 
background investigation conducted by the appropriate law enforcement agency prior to 
consideration for volunteering in the schools of this District. 
 
Any requirement of a volunteer to submit to a fingerprint background check shall be in 
compliance with the Volunteers for Children Act of 1998 and applicable federal regulations. If a 
volunteer has any prior record of arrest or conviction by any local, state, or federal law 
enforcement agency for an offense other than a minor traffic violation, the facts must be 
reviewed by the Superintendent, who shall decide whether the volunteer is suitable to be in the 
presence of the students in the District.   
 
Contractors 
The District maintains a safe environment for students by developing a system that cross-checks 
all contractors or other persons who have irregular contact with students against the statewide sex 
offender register. 
 
Confidentiality 
Outstanding warrants, criminal charges and/or protective orders may be confidential. An 
employee who is provided access to such information relating to another employee shall ensure 
that the information remains confidential.  If an employee discloses such information without 
authorization, the employee shall be subject to disciplinary action. 
 

♦ ♦ ♦ ♦ ♦ ♦ ♦ 
 
Cross Reference: 5105  Certificated Personnel Employment 
 
Legal Reference: I.C. § 33-130 Criminal History Checks for  
School district employees or applicants for certificates 

 I.C. § 33-1208  
 I.C. §33-512 Governance of Schools 
 I.C. §74-106 Records Exempt from Disclosure  
 Public Law 105-251, Volunteers for Children Act 
 
Policy History  
ADOPTED: 8/11/14 
ISBA  
REVISED: 6/13/16 
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 5340-1 (ISBA 2014) 

The District has a firm commitment to performance evaluation of District personnel, whatever 
their category and level, through the medium of a formalized system. The primary purpose of 
such evaluation is to assist personnel in professional development, in achieving District goals, 
and to assist with decisions regarding personnel actions. This policy applies to certificated 
personnel, but the District shall differentiate between non-instructional and pupil instructional 
personnel. The Superintendent is hereby directed to create procedures that differentiate 
between certificated non-instructional and certificated pupil instructional personnel in a way 
that aligns with the Charlotte Danielson Framework for Teaching Second Edition to the 
extent possible and aligns to the pupil staff’s applicable national standards. 
 
Each certificated staff member shall receive at least one (1) written evaluation to be completed 
no later than June 1st for each annual contract year of employment and shall use multiple 
measures that are research based and aligned to the Charlotte Danielson Framework for 
Teaching Second Edition domains and components.  The evaluation of certificated personnel 
shall annually include a minimum of two (2) documented observations, one (1) of which shall 
be completed prior to January 1st. At least one of the documented observations will be a 
minimum of 30 continuous minutes.  A residency teacher will have two (2) observations and 
both will be at least 30 continuous minutes.  The formal written evaluation will be reviewed 
during a post evaluation conference to communicate results, discuss any concerns, commend 
the employee for a job well done, and to obtain signatures.  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. 
 
Objectives 
The formal performance evaluation system is designed to: 
 
1. Maintain or improve each employee's job satisfaction and morale by letting him or 
her know that the supervisor is interested in his or her job progress and personal 
development; 
2. Serve as a systematic guide for supervisors in planning each employee's further training; 
3. Assure considered opinion of an employee's performance and focus maximum 
attention on achievement of assigned duties; 
4. Assist in determining and recording special talents, skills, and capabilities that 
might otherwise not be noticed or recognized; 
5. Assist in planning personnel moves and placements that will best utilize each 
employee's capabilities; 
6. Provide an opportunity for each employee to discuss job problems and interests with 
his or her supervisor; and 
7. Assemble substantiating data for use as a guide, although not necessarily the sole 
governing factor, for such purposes as wage adjustments, promotions, disciplinary action,  
 and termination. 
 
Responsibility 
The Superintendent or his or her designee shall have the overall responsibility for the 
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administration and monitoring of the Performance Evaluation Program and will ensure the 
fairness and efficiency of its execution, including: 
 
1. Distributing proper evaluation forms in a timely manner; 
 
2. Ensuring completed evaluations are returned for filing by a specified date; 
 
3. Reviewing evaluations for completeness; 
 
4. Identifying discrepancies; 
 
5. Ensuring proper safeguards and filing of completed evaluations; 
 
6. Creating and implementing a plan for ongoing training for evaluators and 
certificated personnel on the District’s evaluation standards, forms, and processes and 
a plan for collecting and using data gathered from evaluations; 
 
7. Creating a plan for ongoing review of the District’s Performance Evaluation Program that 
includes stakeholder input from teachers, Board Members, administrators, parents/guardians, 
and other interested parties; 
 
8. Creating a procedure for remediation for employees that receive evaluations indicating 
that remediation would be an appropriate course of action; and 
 
9. Creating an individualized evaluation rating system for how evaluations will be used to 
identify proficiency and record growth over time with a minimum of three four rankings 
used to differentiate performance of certificate holders including: unsatisfactory being 
equal to a rating of 1; basic being equal to a rating of 2; and proficient being equal to a 
rating of 3; and A fourth rating of distinguished being equal to 4 may also be used. 
 
The Immediate Supervisor is the employee's evaluator and is responsible for: 
 
1. Continuously observing and evaluating an employee's job performance including a 
minimum of two documented observations annually for certificated personnel, one of 
which shall be completed prior to January 1st of each year; 
 
2. Holding periodic counseling sessions with each employee to discuss job performance; 
 
3. Completing Performance Evaluations as required; and 
 
4. The individuals assigned this responsibility shall have received training in conducting 
evaluations based on the statewide framework for evaluations within the immediate previous 
five years of conducting any evaluations. 
 

Written Evaluation 
A written summative evaluation will be completed for each certificated employee by June 1st. 
A copy will be given to the employee.  The original will be retained in employee’s personnel 
file. The evaluation should be reviewed annually and revised as necessary to indicate any 
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significant changes in duties or responsibilities.  The evaluation is designed to increase 
planning and relate performance to assigned responsibilities through joint understanding 
between the evaluator and the employee as to the job description and major performance 
objectives. 
 
The written evaluation will identify the sources of data used in conducting the evaluation. 
Aggregate data shall be considered as part of the District and individual school needs 
assessment in determining professional development offerings. 
 
Evaluation Measures 
Observations: Periodic classroom observations will be included in the evaluation process 
with a minimum of two documented observations annually for certificated personnel, one of 
which shall be completed prior to January 1st.  In situations where certificated personnel are 
unavailable for two documented classroom observations, due to situations such as long-term 
illness, late-year hire, etc., one documented classroom observation is acceptable. 
 
Professional Practice: A majority of the evaluation of certificated personnel will be 
comprised of Professional Practice based on the Charlotte Danielson Framework for 
Teaching Second Edition.  The evaluation will include at least one of the following as a 
measure to inform the Professional Practice portion:  input received from parents/guardians, 
input received from students, and/or portfolios.  The District has chosen parent or guardian 
input forms as its measure to inform the Professional Practice portion. Parent or guardian 
input forms will be made available. 
 
Student Achievement: 
Instructional staff evaluations must include, in part, measurable student achievement as 
defined in Section 33-1001, Idaho Code, 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 Section 33- 1001, 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 or both years of data.  Growth in 
student achievement may be considered as an optional measure for all other school-based and 
District-based staff, as determined by the Board. 
 
Charlotte Danielson Framework: The evaluation will be aligned with minimum State 
standards and based upon the Charlotte Danielson Framework for Teaching Second Edition 
and will include, at a minimum, the following general criteria upon which the Professional 
Practice portion will be based.  Individual domain and component ratings must be determined 
based on a combination of professional practice and student achievement as specified above. 
 
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; and 
F. Designing Student Assessments. 
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2. Classroom Learning Environment 
 
A. Creating an Environment of Respect and Rapport; 
B. Establishing a Culture for Learning; 
C. Managing Classroom Procedures; 
D. Managing Student Behavior; and 
E. Organizing Physical Space. 
 
3. Instruction and Use of Assessment 
 
A. Communicating with Students; 
B. Using Questioning and Discussion Techniques; 
C. Engaging Students in Learning; 
D. Using Assessment in Instruction; and 
E. Demonstrating Flexibility and Responsiveness. 
 
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; and 
F. Showing Professionalism.   

Meeting with the Employee 

Counseling Sessions: Counseling sessions between supervisors and employees may be 
scheduled periodically.  During these sessions, an open dialogue should occur which allows 
the exchange of performance oriented information.  The employee should be informed of 
how he or she has performed to date.  If the employee is not meeting performance 
expectations, the employee should be informed of the steps necessary to improve performance 
to the desired level. Counseling sessions should include, but not be limited to, the following: 
job responsibilities, performance of duties, and attendance.  A memorandum for record will 
be prepared following each counseling session and maintained by the supervisor. 
 
Communication of Results: Each evaluation shall include a meeting with the affected 
employee to communicate evaluation results.  At the scheduled meeting with the employee, the 
supervisor will: 
 
1. Discuss the evaluation with the employee, emphasizing strong and weak points in job 

performance. Commend the employee for a job well done if applicable and discuss 
specific corrective action if warranted. Set mutual goals for the employee to reach 
before the next performance evaluation.  Recommendations should specifically state 
methods to correct weaknesses and/or prepare the employee for future promotions. 

 
2. Allow the employee to make any written comments he or she desires.  Inform the 
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employee that he or she may turn in a written rebuttal/appeal of any portion of the 
evaluation within seven days and outline the process for rebuttal/appeal.  Have the 
employee sign the evaluation indicating that he or she has been given a copy and 
initial after supervisor’s comments. 

 
No earlier than seven days following the meeting, if the supervisor has not received any 
written rebuttal/appeal, the supervisor will forward the original evaluation in a sealed 
envelope, marked “Personnel-Evaluation” to the Superintendent, or the designee, for review.  
The supervisor will also retain a copy of the completed form. 
 
Rebuttals/Appeal 
Within seven days from the date of the evaluation meeting with their supervisor, the employee 
may file a written rebuttal/appeal of any portion of the evaluation. The written rebuttal/appeal 
shall state the specific content of the evaluation with which the employee disagrees, a 
statement of the reason(s) for disagreement, and the amendment to the evaluation requested. 
 
If a written rebuttal/appeal is received by the supervisor within seven days, the supervisor may 
conduct additional meetings or investigative activities necessary to address the rebuttal/appeal. 
Subsequent to these activities, and within a period of ten working days, the supervisor may 
provide the employee with a written response either amending the evaluation as requested by 
the employee or stating the reason(s) why the supervisor will not be amending the evaluation 
as requested. 
 
If the supervisor chooses to amend the evaluation as requested by the employee then the 
amended copy of the evaluation will be provided to, and signed by, the employee. The 
original amended evaluation will then be forwarded to the Superintendent, or the designee, 
for review in a sealed envelope, marked Personnel-Evaluation.  The supervisor will also 
retain a copy of the completed form. 
 
If the supervisor chooses not to amend the evaluation as requested by the employee then the 
evaluation along with the written rebuttal/appeal, and the supervisor’s response, if any, will 
be forwarded to the Superintendent, or the designee, for review in a sealed envelope, 
marked Personnel-Evaluation.  The supervisor will also retain a copy of the completed 
evaluation including any rebuttal/appeal and responses. 
 
Action 
Each evaluation will include identification of the actions, if any, available to the District as a 
result of the evaluation as well as the procedure(s) for implementing each action.  Available 
actions include, but are not limited to, recommendations for renewal of employment, non-
renewal of employment, probation, and others as determined. Should any action be taken as 
a result of an evaluation to not renew an individual’s contract the District will comply with 
the requirements and procedures established by State law. 
 
Records 
Permanent records of each certificated personnel’s evaluation and any properly submitted 
rebuttal/appeal documentation will be maintained in the employee’s personnel file. All 
evaluation records, including rebuttal/appeal documentation, will be kept confidential within 
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the parameters identified in State and federal law regarding the right to privacy. 
 
Reporting 
Any subsequent changes to the District’s evaluation plan shall be resubmitted to the State 
Department of Education for approval. The District shall report the summative rankings, the 
number of components rated as unsatisfactory, whether a majority of the certificated 
personnel’s students met their measurable student achievement or growth targets or student 
success indicators as well as what measures were used, and whether an individualized 
professional learning plan is in place for all certificated personnel evaluations, annually to the 
State Department of Education. 
 

♦ ♦ ♦ ♦ ♦ ♦ ♦ 
 
Legal Reference: I.C. § 33-514 Issuance of Annual Contracts – Support Programs –

Categories of Contracts – Optional Placement – Written Evaluation 
 I.C. § 33-515 Issuance of Renewable Contracts 
 I.C. § 33-518 Employee Personnel Files 
 I.C. § 33-1001 Definitions 
 IDAPA 08.02.02.120 Local District Evaluation Policy 
 
Policy History 
ADOPTED: 12/09/13  
ISBA 
REVISED: 8/11/14  
 7/13/15 
 6/13/16 
 1/9/17 
 7/10/17 
 3/12/18 
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School administrators are the chief administrators of their assigned schools.  The primary 
responsibility of school administrators is to supervise the operation and management of their 
assigned schools. They shall be under the direct supervision of the Superintendent or designee. 
The majority of the school administrators’ time shall be spent on curriculum and staff 
development through formal and informal activities establishing clear lines of communication 
regarding the school rules, accomplishments, practices, and policies with parents, students, and 
teachers. School administrators are responsible for management of their staff, maintenance of the 
facility and equipment, administration of the educational program, control of the students 
attending the school, management of the school’s budget, and communication between the 
school and the community. 
 
Evaluation of School Administrators 
 
Each school administrator shall receive at least one written evaluation to be completed no later 
than June 1st for each annual contract year of employment. Each school administrator evaluation 
shall use multiple measures that are research based and aligned to the State minimum standards 
based on the Interstate School Leaders Licensure Consortium (ISLLC) standards and include 
proof of proficiency in conducting teacher evaluations using the State’s adopted model, the 
Charlotte Danielson Framework for Teaching Second Edition. 
 
The process of developing criteria and procedures for principal evaluations will allow 
opportunities for input from stakeholders, including the Board, administrators, teachers, and 
parents/guardians.  
 
Evaluation Objectives 
 
The District’s School Administrator Evaluation Program is designed to: 
 

1. Maintain or improve each school administrator’s job satisfaction and morale by letting 
him or her know that the Superintendent is interested in his or her job progress and 
personal development; 
 

2. Serve as a systematic guide for planning each school administrator’s further training and 
professional development; 

 
3. Assure considered opinion of a school administrator’s performance and focus maximum 

attention on achievement of assigned duties; 
 

4. Assist in determining and recording special talents, skills, and capabilities that might 
otherwise not be noticed or recognized; 

5. Assist in planning personnel moves and placements that will best utilize each school 
administrator’s capabilities; 
 



 6400-2 (ISBA 2017) 

6. Provide an opportunity for each school administrator to discuss job problems and 
interests with the Superintendent/Director; and 

 
7. Assemble substantiating data for use as a guide, although not necessarily the sole 

governing factor, for such purposes as wage adjustments, promotions, disciplinary action, 
and termination. 

  
Responsibility 
 
The Superintendent/Director shall have the responsibility for administering and monitoring the 
District’s School Administrator Evaluation Program and will ensure the fairness and efficiency 
of its execution, including:  
 

1. Creating and implementing a plan for ongoing training and professional development and 
the funding thereof for school administrators in the District’s Performance Evaluation 
Program, including evaluation standards, forms, procedures, and processes and a plan for 
collecting and using data gathered from evaluations; 

 
2. Creating a plan for ongoing review of the District’s School Administrator Evaluation 

Program that includes stakeholder input from teachers, Board Members, administrators, 
parents/guardians, and other interested parties; 

 
3. Creating a procedure for remediation for school administrators that receive evaluations 

indicating that remediation would be an appropriate course of action; 
 

4. Creating an individualized evaluation rating system for how school administrator 
evaluations will be used to identify proficiency and record growth over time with a 
minimum of three four rankings used to differentiate performance of school 
administrators including:  
 

A. Unsatisfactory being equal to a rating of 1;  
B. Basic being equal to a rating of 2; and  
C. Proficient being equal to a rating of 3; and 
D. Distinguished being equal to a rating of 4.  

 
A fourth evaluation rating of Distinguished, being equal to “4,” may be used in addition 
to the three (3) minimum rankings at the discretion of the Board; and 
 

5. Completing school administrator evaluations annually, ensuring proper safeguards, and 
filing completed evaluations. 

 
The individuals assigned this responsibility shall have received training in administrator 
evaluations based on the statewide framework for evaluations. 

 
 
Written Evaluation 
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A written summative evaluation will be completed for each school administrator by the 
Superintendent/the appropriate Director no later than June 1st for each annual contract year of 
employment. A copy will be given to the school administrator. The original will be retained in 
the official personnel file. The evaluation is designed to increase planning and relate 
performance to assigned responsibilities through joint understanding between the 
Superintendent/the Director, and the school administrator as to the job description and major 
performance objectives. 
 
The evaluation will identify the sources of data used in conducting the evaluation. Proficiency in 
conducting observations and evaluating effective teacher performance shall be included as one 
source of data. 
                                                                                                                                       
Evaluation Measures and Criteria 
 
Professional Practice: School administrators must receive an evaluation in which a majority of 
the summative evaluation results are based on Professional Practice. All measures within the 
Professional Practice portion of the evaluation must be aligned at a minimum to the following 
Domains and Components based upon the Idaho Standards for Effective Principals. 
 
Domain 1: School Climate: The school administrator promotes the success of all students by 
advocating, nurturing, and sustaining a school culture and instructional program conducive to 
student learning and staff professional development. The school administrator articulates and 
promotes high expectations for teaching and learning while responding to diverse community 
interests and needs. 
 

1. School Culture: The school administrator establishes a safe, collaborative, and 
supportive culture ensuring all students are successfully prepared to meet the 
requirements for tomorrow’s careers and life endeavors; 
 

2. Communication: The school administrator is proactive in communicating the vision and 
goals of the school or District, the plans for the future, and the successes and challenges 
to all stakeholders; and 
 

3. Advocacy: The school administrator advocates for education, the District and school, 
teachers, parents, and students and engenders school support and involvement. 

 
Domain 2: Collaborative Leadership: The school administrator promotes the success of all 
students by ensuring management of the organization, operations, and resources for a safe, 
efficient, and effective learning environment. In collaboration with others, he or she uses 
appropriate data to establish rigorous, concrete goals in the context of student achievement and 
instructional programs. The school administrator uses research and/or best practices in student 
achievement, instructional programs, and improving the education program. 
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1. Shared Leadership: The school administrator fosters shared leadership that takes 
advantage of individual expertise, strengths, and talents, and cultivates professional 
growth; 

2. Priority Management: The school administrator organizes time and delegates 
responsibilities to balance administrative/managerial, educational, and community 
leadership priorities; 

3. Transparency: The school administrator seeks input from stakeholders and takes all 
perspectives into consideration when making decisions; 

4. Leadership Renewal: The school administrator strives to continuously improve 
leadership skills through professional development, self-reflection, and utilization of 
input from others; and 

5. Accountability: The school administrator establishes high standards for professional, 
legal, ethical, and fiscal accountability for self and others. 

 
Domain 3: Instructional Leadership: The school administrator promotes the success of all 
students by facilitating the development, articulation, implementation, and stewardship of a 
vision of learning that is shared and supported by the school community.  The school 
administrator provides leadership for major initiatives and change efforts and uses research 
and/or best practices in improving the education program. 
 

1. Innovation: The school administrator seeks and implements innovative and effective 
solutions that comply with general and special education law; 
 

2. Instructional Vision: The school administrator ensures that instruction is guided by a 
shared, research-based instructional vision that articulates what students do to effectively 
learn; 
 

3. High Expectations: The school administrator sets high expectation for all students 
academically, behaviorally, and in all aspects of student well-being; 
 

4. Continuous Improvement of Instruction: The school administrator has proof of 
proficiency in assessing teacher performance based upon the Charlotte Danielson 
Framework for Teaching Second Edition and aligns resources, policies, and procedures 
toward continuous improvement of instructional practice guided by the instructional 
vision; 
 

5. Evaluation: The school administrator uses teacher/principal evaluation and other 
formative feedback mechanisms to continuously improve teacher/principal effectiveness; 
and 
 

6. Recruitment and Retention: The school administrator recruits and maintains a high 
quality staff. 

 
The evaluation will also include at least one of the following as a measure to inform the 
Professional Practice portion: 
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1. Input received from parents or guardians; 
2. Input received from students; 
3. Input received from teachers; and/or 
4. Portfolios. 

 
The District has chosen #3 above, “input received from teachers,” as one of its measures to 
inform the Professional Practice portion.  The Board shall determine the manner and weight of 
parental input, student input, teacher input, and/or portfolios on the evaluation. 
 
Student Achievement:  Part of the evaluation must be based on multiple objective measures of 
growth in measurable student achievement as defined in Section 33-1001, Idaho Code. This 
portion of the evaluation may be calculated using current and/or the immediate past year’s data 
and may use one or both years of data. Growth in student achievement may be considered as an 
optional measure for all other school-based and District-based administrators, as determined by 
the Board. 
 
Proof of Proficiency in Teacher Evaluations 
 
Proof of proficiency in evaluating teacher performance shall be required of all individuals 
assigned the responsibility for appraising, observing, or evaluating certificated personnel 
performance.  The individuals assigned the responsibility of evaluating school administrators 
shall have received training in administrator evaluations based on the statewide framework for 
evaluations.  
 
Communicating Evaluation Results 
 
Each evaluation shall include a meeting with the Superintendent/Director, and school 
administrator wherein the Superintendent/Director will: 
 

1. Discuss the evaluation with the school administrator, emphasizing strong and weak points 
in job performance.  Commend the school administrator for a job well done if applicable 
and discuss specific corrective action if warranted.  Recommendations should specifically 
state methods to correct weaknesses.  Discuss possible goals for the school administrator 
to reach before the next performance evaluation. 
 

2. Allow the school administrator to make any written comments he or she desires.  Inform 
the school administrator that he or she may turn in a written rebuttal/appeal of any 
portion of the evaluation within seven days and outline the process for rebuttal/appeal.  
Have the school administrator sign the evaluation indicating that he or she has been given 
a copy. 

 
Rebuttal/Appeal 
 
Within seven days from the date of the evaluation meeting with the Superintendent/Director, the 
school administrator may file a written rebuttal/appeal of any portion of the evaluation.  The 
written rebuttal/appeal shall state the specific content of the evaluation with which the school 
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administrator disagrees, a statement of the reason(s) for disagreement, and the amendment to the 
evaluation requested.  
 
If a written rebuttal/appeal is received by the Superintendent/Director within seven days, the 
Superintendent/Director shall provide the school administrator with a written response within ten 
working days either amending the evaluation as requested by the school administrator or stating 
the reason(s) why the Superintendent/Director will not be amending the evaluation as requested.  
If the Superintendent/Director chooses to amend the evaluation as requested by the school 
administrator then the amended copy of the evaluation will be provided to, and signed by, the 
school administrator and retained in the school administrator’s official personnel file. 
 
If the Superintendent/Director chooses not to amend the evaluation as requested by the school 
administrator then the evaluation along with the written rebuttal/appeal, and the 
Superintendent’s/Director’s response, if any, will be retained in the  school administrator’s 
personnel file. 
 
Action 
 
Each evaluation will include identification of the actions, if any, available to the District as a 
result of the evaluation as well as the procedure(s) for implementing each action.  Available 
actions include, but are not limited to, recommendations for renewal of employment, non-
renewal of employment, probation, and others as determined.  Should any action be taken as a 
result of an evaluation not to renew a school administrator’s contract the District will comply 
with the requirements and procedures established by State law.  
 
Records 
 
Permanent records of each school administrator evaluation will be maintained in the school 
administrator’s official personnel file.  All evaluation records, including rebuttal/appeal 
documentation, will be kept confidential within the parameters identified in State and federal law 
regarding the right to privacy. 
 
Reporting 
 
Any subsequent changes to the District’s evaluation plan shall be resubmitted to the State 
Department of Education for approval.  The District shall report the rankings of individual 
principal evaluations annually to the State Department of Education.  
 

♦ ♦ ♦ ♦ ♦ ♦ ♦ 
 
Legal Reference: I.C. § 33-513 Professional Personnel 
  I.C. § 33-518 Employee Personnel Files 
  .C. § 33-1001 Definitions 
   08.02.02.121 Local District Evaluation Policy – School Principal 
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POLICY TITLE: 

 
Contracting for Transportation 
Services 

 
POLICY NO: 8160   

PAGE 1 of 1 
 

 

 8160-1 (ISBA) 

If the Board enters into a contract for transportation services, the contractor shall operate such 
equipment according to District policy and the rules and regulations of the State Board of 
Education.  All contracts for the transportation of students shall be in writing in a the current 
form developed by the State Department of Education approved by the Superintendent of Public 
Instruction. The contract shall be in effect for not more than five (5) years.  
 
The District may attach addenda to the model contract. Such addenda shall be submitted to the 
State Superintendent for review and approval. If the State Superintendent rejects the addenda or 
requires that changes be made to them, the Board may appeal to the State Board of Education.  
 
Prior to entering into a contract for transportation services, the District must advertise and bid for 
such services.  The contract shall be awarded to the lowest responsible bidder. In determining 
what bid is the lowest responsible bidder, in addition to other enumerated specifications, the 
District will not only take into consideration the amount of the bid, the District will also consider 
the skill, ability and integrity of a contractor to do faithful and conscientious work and promptly 
fulfill the contract according to the letter and spirit. References may be contacted.    
 
A copy of the contract for transportation services will be filed with the the State 
Superintendent. Supervisor of Pupil Transportation in the Department of Education. 
 

♦ ♦ ♦ ♦ ♦ ♦ ♦ 
 
Legal References: I.C. § 33-1501 Transportation authorized 
 I.C. § 33-1510 Contracts for transportation service 
 IDAPA 08.02.02.190.05 Contract for Transportation Services 
 
Policy History 
ADOPTED:  8/11/14 
ISBA 
REVISED:  



 
POLICY TITLE: 

 
Awarding High School Credit for 
Courses Taken Before Ninth Grade 

 
  POLICY NO:  2607 

PAGE 1 of 1 
 

 

 2607-1 (EMT 2010) 
 

This School District will award credit to any student who completes any required high school 
course with a grade of C or higher before entering grade nine (9), if the following criteria are 
met: 
 
1. The course meets the same standards that are required in high school; 

2. The course is taught by a properly certified teacher who meets the federal definition of 
being highly qualified for the course being taught; and  

3. The school providing the course is accredited as recognized by the Idaho State Board of 
Education. 

Upon successful completion of the course, the student’s grade and the number of credit hours 
assigned to the course will be transferred to the student’s high school transcript.   
 
EXCEPTIONS 
 
Students must take two (2) semester credits of the required six (6) semester mathematics credits 
during the final year of high school.   
 
This policy does not apply to obtaining credit for senior projects.   
 

♦ ♦ ♦ ♦ ♦ ♦ ♦ 
 
Legal Reference: Idaho Code Section 33-512C 
 
Policy History 
ADOPTED: 1/10/11 
EMT  
REVISED: 1/14/13 
  8/11/14 
 
See Also: 2607P 
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 2607P-1 

 
The Twin Falls School District, in conjunction with the Idaho Board of Education, has 
adopted Rule IDAPA 08.02.03.105.056 pertaining to earning high school credit for 
courses completed in middle school that meet the high school content standards. This 
change is intended to allow high-performing middle school students enrolled in high 
school level courses the opportunity to earn high school elective credit for courses taken 
in middle school. 
 
Students taking High School Courses in Middle School can earn High School Elective 
Credit under the following Twin Falls School District Policy: 
 

1. Student must be enrolled in a high school level course (may include IDLA.) 
2. Student must earn a C or higher for semester grades. 
3. Credits will be transcribed on student’s permanent High School record 

(transcript), and the grade will be used to determine grade point average (GPA) 
throughout the student’s high school career. 

4. In following the Idaho and TFSD 2014 Graduation Requirements, 
students must complete the minimum credits required during their 9th-
12th grade years. 

5. This document (see p. 2 of 2), signed by all parties, becomes part of the student’s 
permanent record. 

 
The decision to have the course grade and credit placed on the student’s high school 
transcript will be made by the parent and student.  Once the decision has been made, the 
appropriate form has been signed and returned to the middle school office, and student 
has matriculated, the grade cannot be added or deleted from the student’s record. Eighth 
grade students are matriculated to ninth grade after completion of the spring semester of 
eighth grade. 

♦ ♦ ♦ ♦ ♦ ♦ ♦ 

Policy History: 
ADOPTED: 1/10/11 
 
REVISED: 8/11/14 
 



 

2607P-2 

 

 
 

 
Memorandum 
 
To:         Middle School Students and Parents 
 
From:   Brady D. Dickinson, Superintendent 
 
Date: 
 
Re:        Awarding High School Credit for Courses Taken Before Ninth Grade 
 
The Twin Falls School District, in conjunction with the Idaho Board of Education, has adopted Rule 
IDAPA 08.02.03.1076 pertaining to earning high school credit for courses completed in middle school 
that meet the high school content standards.  This change is intended to allow high-performing middle 
school students enrolled in high school level courses the opportunity to earn high school elective credit 
for courses taken in middle school. 
 
Students taking High School Courses in Middle School can earn High School 
Elective Credit under the following Twin Falls School District Policy: 
   Student must be enrolled in a high school level course (may include IDLA.) 
   Student must earn a C or higher for semester grades. 
   Credits will be transcribed on student’s permanent high school record (transcript), and the grade 
will be used to determine grade point average (GPA) throughout the student’s high school career. 
   In following the Idaho and TFSD Graduation Requirements, students must complete the minimum 
credits required during their 9th-12th grade years. 
   This document, signed by all parties, becomes part of the student’s permanent record. 
 
 
After reading this document, I understand the Twin Falls School District policy for earning high 
school elective academic credits as a middle school student. Students/parents may select one 
of the following credit options: 
 
  One credit for Semester A 
  One credit for Semester B 
  Two credits for two semesters, A and B 
 
Student Name (printed)   
Student Signature ______________________________   Date   
 
Parent/Guardian Name (printed)   
Parent/Guardian Signature _______________________ Date   
 
After grades are received, this application is to be completed and submitted to the respective middle 
school for counselor’s signature and high school credit posting. 
 
Counselor Name (printed)    ___________________________School  ______________ 
Counselor Signature_____________________________ ____Date Received ____________ 



 

POLICY TITLE: 
 

Advancement Requirements (9-12) 
 

 

POLICY NO: 2610   
PAGE 1 of 1 

 
 

 2610-1 (ISBA 2014) 
 

The District has established a set of advancement requirements for ninth- (9th) through twelfth- 
(12th) grade students, which will act as a guide in helping students move methodically and 
purposefully on a course that will eventually lead to high school graduation. Therefore, the 
following advancement requirements are required in the District requires the following for 
advancement: 
 

1. A student who successfully completes any required high school course with a grade of C 
or higher prior to entering the ninth (9th) grade shall have that grade, and the number of 
credit hours assigned to the course, transferred to the student’s high school transcript.  
The course must be taught by a certified teacher who meets the federal definition of 
highly qualified and must meet the same standards as those required in high school.  
Courses taken in middle school appearing on the student’s high school transcript shall 
count for the purpose of high school graduation. However, the student must complete the 
number of credits required by state law and administrative rules for each high school core 
subject. 
 

2. Students who have failed one or more ninth (9th) grade course may get credit for that 
course by retaking and passing it during the summer. 

 
♦ ♦ ♦ ♦ ♦ ♦ ♦ 

 
Cross Reference:  2700P High School Graduation Requirements 
 
Legal Reference:  I.C. § 33-512C Encouragement of Gifted Students  
  IDAPA 08.02.03.105 High School Graduation 

Requirements 
  IDAPA 08.02.03.107 Middle Level Credit System 
 
Policy History: 
ADOPTED: 8/11/14 
ISBA 
REVISED:  
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Abused and Neglected Child Reporting 

 
POLICY NO: 5260   

PAGE 1 of 2 
 

 

 5260-1 (ISBA 2006) 

The personal safety and welfare of each child is of paramount concern to the Board of Trustees, 
employees and patrons of the School District.  It is of particular importance that employees within 
the District become knowledgeable and thoroughly educated as to their legal and ethical 
responsibilities on observation and reporting of suspected child abuse, child abandonment or child 
neglect.  The Superintendent or designee shall review with staff the legal requirements concerning 
suspected child abuse at the commencement of each year. 
 
“Abuse" is defined in I.C. § 16-1602 of the Idaho Code as any case in which a child has been the 
victim of conduct or omissions resulting in skin bruising, bleeding, malnutrition, burns, fracture 
of any bone, subdural hematoma, or soft tissue swelling.  Abuse is further defined in I.C. 16-1602 
to include sexual conduct including rape, molestation, incest, prostitution, obscene or pornographic 
photographing, 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, 
abandonment or neglect. 
 
"Abandoned" is defined as the failure of the parent to maintain a normal parental relationship with 
his/her 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 is evidence of 
abandonment. I.C. § 16-1602(2). 
 
"Neglected" means a child:  Who is without proper parental care and control or subsistence, 
education, medical or other care or control necessary for his/her well-being because of the conduct 
or omission of his/her parents, guardian or other custodian or their neglect or refusal to provide 
them with these items; . See I.C. § 16-1602(25). 
 
A District employee who has reasonable cause to suspect that a student may be abused, 
abandoned or neglected as defined above or who observes a child being subjected to conditions 
which would reasonably result in abuse, abandonment or neglect shall report or cause to be 
reported such a case to local law enforcement or the Department of Health and Welfare within 
twenty four (24) hours.   
 
Any District employee who fails to report a suspected case of abuse, abandonment or neglect to 
the Department of Health and Welfare or local law enforcement, or who prevents another person 
from doing so, may be civilly liable for the damages proximately caused by such failure or 
prevention, and is guilty of a misdemeanor.  The employee will also be subject to disciplinary 
action up to and including termination. 
 
The employees of the District shall notify their supervisor immediately of the case.  The 
supervisor, in conjunction with either the building level administrator of school counselor, shall 
immediately notify law enforcement or the Department of Health and Welfare by completing and 
submitting Form 5260F. Upon completion of 5260F the building level administrator or counselor 
will provide a copy of the form to the Superintendent or the Superintendent’s designee, who shall 
in turn report or caused to be reported the case to local law enforcement or the Department of 
Health and Welfare.   
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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 in Idaho 
Code § 16-1605 is immune from any liability, civil or criminal, that might otherwise be incurred 
or imposed. Any person who reports that a child has been abused, abandoned or neglected in bad 
faith or with malice is not entitled to immunity from any civil or criminal liability that might 
otherwise be incurred or imposed.  I.C. § 16-1606.   
 
In addition, “any person who makes a report or allegation of child abuse, abandonment or 
neglect knowing the same to be false or who reports or alleges the same in bad faith or with 
malice shall be liable to the party 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's fees and costs of suit. If the court finds that the defendant acted with 
malice or oppression, the court may award treble actual damages or treble statutory damages, 
whichever is greater.”  I.C. § 16-1607 
 
Any District employee who fails to report a suspected case of abuse, abandonment or neglect to 
the Department of Health and Welfare or local law enforcement, or who prevents another person 
from doing so, may be civilly liable for the damages proximately caused by such failure or 
prevention, and is guilty of a misdemeanor.  The employee will also be subject to disciplinary 
action up to and including termination. 
 

♦ ♦ ♦ ♦ ♦ ♦ ♦ 
 
Legal Reference: I.C. § 16-1605 Reporting of Abuse, Abandonment or Neglect 
 I.C. § 16-1606 Immunity 
 I.C. § 16-1607 Reporting in Bad Faith-Civil Damages 
 I.C. § 16-1602 Definitions 
 
Policy History 
ADOPTED: 8/11/14 
ISBA 
REVISED:  
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 5260F-1 

 
TWIN FALLS SCHOOL DISTRICT NO. 411 

201 Main Avenue West  Twin Falls, Idaho 83301  Phone (208)733-6900 
 

ALLEGED ABUSE REPORT 
 

Date:____________ Time: ____________ School: __________________ Grade:___________ 

STUDENT NAME:_____________________________________ Date of Birth: ____________ 

Address:______________________________________________________________________ 

Home Telephone:_______________________________________________________________ 

Mother:________________________________ Work Number:__________________________ 

Father:_________________________________ Work Number:__________________________ 

Legal Gardian:___________________________ Work Number:__________________________ 

Date of Alleged Abuse:____________________ 

Type: (Circle one or more)  Sexual abuse       Physical Abuse      Abandonment     Neglect 

Description:____________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

Person Reporting Alleged Abuse:___________________________  _______________________ 
      (Name)     (Title) 
This person is ultimately responsible for ensuring that this report is provided to Health and Welfare and/or Law Enforcement. 

School Resource Officer ______________________  _____________  ______________ 
(Name)   (Date)  (Time) 

1. Principal/Vice Principal  ______________________  _____________  ______________ 
(Signature)   (Date)  (Time) 

2. Counselor      ______________________  _____________  ______________ 
(Signature)   (Date)  (Time) 

3. CPS Worker Contacted   ______________________  _____________  ______________ 
(Name)   (Date)  (Time) 

 
4. School Resource Officer Notified ______________________  _________  ___________ 

(Name)   (Date)  (Time) 
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 5810-1 (ISBA) 

Classified employees who work more than forty (40) hours in a given workweek may receive 
overtime pay of one and one-half (1 1/2) times the normal hourly rate unless the District and the 
employee agree to the provisions of compensation time at a rate of one and one-half (1 1/2) times all 
hours worked in excess of forty (40) hours in any workweek. No overtime is authorized for any 
classified employee without the prior written approval of the employee’s supervisor. The approval 
must be noted on the time card. 
 
A classified employee may not volunteer work time in an assignment similar to his or her regular 
work without pay. 
 
A non-exempt employee who works overtime without authorization may be subject to 
disciplinary action. 
 
A general notice from the Department of Labor explaining the explaining the Fair Labor Standards 
Act, as prescribed by the Department’s Wage and Hour Division, will be posted prominently where 
it can be readily seen by employees and applicants and shall either be distributed to each new 
employee upon hiring or will be included in employee handbooks. No notification of rights under 
the Fair Labor Standards Act or related regulations should be construed to alter any applicable at-
will employment relationship between the District and an employee. 
 

♦ ♦ ♦ ♦ ♦ ♦ ♦ 
 
Cross Reference: 5876 FLSA: Non-Exempt Employees and Overtime Requirements 

Legal Reference:  29 USC 201, et seq. Fair Labor Standards Act  
 29 C.F.R. § 516.4 Records to be kept by Employers - Posting of Notices 

 

Policy History 
ADOPTED: 8/11/14 
ISBA 
REVISED: 6/13/16 
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 5876 5810P-1 (EMT 2004) 

This District will follow all requirements set forth in the Fair Labor Standards Act (FLSA). 
Non-exempt 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. 
 
In this District, “workweek” means a period of time that 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. 
 
Non-exempt employees are given a minimum thirty (30) minute unpaid lunch break, which the 
supervisor will schedule so as not to 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 
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 
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worked for the purpose of overtime calculation. 
 
Overtime hours shall NOT be used routinely to complete regular job responsibilities. A non- 
exempt 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 director/building administrator, 
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 may be subject to disciplinary 
action, which may include suspension without pay and/or termination, as determined 
appropriate. 
 
The supervisor 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. 
 
The employee must submit verification of the additional hours worked to their immediate 
director/building administrator and payroll clerk at the end of each payroll period in which the 
additional hours were worked. 
 
OVERTIME COMPENSATION 
 
A non-exempt employee who has worked more than forty (40) hours in a workweek may 
receive 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 by the end of the pay period from the date earned. Any comp time 
not used by the end of the pay period 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 
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. 
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The District will maintain all payroll records for at least three (3) years. 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: Fair Labor Standards Act 
 29 CFR Section 541, et seq. 
 
Policy History 
ADOPTED: 12/08/08 
EMT 
REVISED: 8/11/14 
 6/13/16 



 

POLICY TITLE: 
 

Accounting System Design 
 

POLICY NO: 7200  
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7200-1 (ISBA) 

The District accounting system shall be established to present with full disclosure the financial 
position and results of the financial operations of the District funds and account groups in 
conformity with generally accepted accounting principles.  The accounting system must be in 
compliance with the accounting system requirements established by legislative action and will 
demonstrate compliance with finance-related legal and contractual provisions. 
 

♦ ♦ ♦ ♦ ♦ ♦ ♦ 
 
Policy History: 
ADOPTED: 
ISBA 
REVISED: 
 
 
 
 
 
 
  



PROCEDURE TITLE:       High School Graduation   PROCEDURE NO: 2700P 
                                        Requirements     PAGE 1 of 9 
 

 2700P-1 (TFSD & ISBA) 

Twin Falls and Canyon Ridge H.S.  
Graduation Requirements 

Content Area  
Core of Instruction 36 credits  (minimum) 

Electives 18 credits  (minimum) 
Total Credits 52 credits (minimum) 

Language Arts 
(English – 8 credits and 

Speech – 1 credit) 

9 credits 
• Classes must be taken over 4 years and must include:  

o English 9/Honors English 9 - 2 credits 
o English 10/Honors English 10 – 2 credits 
o English 11/Advanced Placement English 11 – 2 credits 
o English 12/ Advanced Placement English 12 – 2 credits 
o Speech – 1 credit 

Mathematics 6 credits 
• Algebra I (or meets Algebra I standards) – 2 credits  

AND 
• Geometry (or meets Geometry standards) – 2 credits 

OR 
• Integrated Math I – 2 credits  

AND 
• Integrated Math II – 2 credits 

The combination of Integrated Math I and II meet the standards of 
Algebra and Geometry 
 

• Secondary Mathematics of the student’s choice – 2 credits 
• 2 credits must be taken in the last year of high school in which the 

student intends to graduate unless the student has: 
1. Earned 8 or more high school credits of mathematics 

that include Algebra II or higher level of 
mathematics before their senior year; and 
 

2. Has completed 6 or more high school math credits 
prior to the fall of their last year of high school, 
including 2 semesters of an Advanced Placement or 
dual credit Calculus or higher level course 

 
For the purposes of this procedure, the last year of high school shall 
include the summer preceding the fall start of classes High school math 
credits completed in middle school shall count for the purposes of this 
section.  

• Students who return to school during the summer or the following fall 
of the next year for less than a full schedule of courses due to failing to 
pass a course other than math are not required to retake a math course 
as long as they have earned six credits of high school level 
mathematics. 

• Dual credit engineering and computer science courses aligned to 
the state standards for grades 9 through 12, including AP 
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Computer Science and dual credit computer Science courses may 
be counted as a mathematics credit if the student has completed 
Algebra II (or equivalent integrated mathematics) standards.  

 
 *Students who choose to take Computer Science and Dual 

Credit Engineering may not concurrently count such 
courses as both a mathematics and science credit 

Science 6 credits 
• 4 credits shall be laboratory sciences 

Social Studies 
(Must include U.S. History – 4 

credits, and American 
Government – 2 credits) 

7 credits 
• Students must pass the U.S. citizenship test 
• History (9th grade) – 1 credit 
• U.S. History (10th grade) – 2 credits 
• U.S. History/Advanced Placement U.S. History (11th grade) 2 credits 
• American Government/ Advanced Placement American Government 

(12th grade) 2 credits 
Marketing Economics/Macro 

Economics 
1 credit 

Humanities 
(Interdisciplinary Humanities, 

Fine Arts or Foreign 
Language) 

2 credits 
• 2 consecutive years of world language are encouraged 
• The following courses will satisfy the two (2) humanities credits: 

2D & 3D Design, Pottery I II & III, Digital Imaging, Bella 
Voce, Concert Choir, Chamber Singers, Symphony Band, 
Orchestra, World Language, Creative Writing I & II, 
Drawing & Painting I, II, III, and IV, Studio Art III and IV, 
Digital Art and Design I, II, III, and IV, Wind Ensemble, 
Varsity Band, Theater I, II, and III, Studio V, Production 
and Design.  

Electives 16 credits 
• 9th grade transitions course (may be listed as different names at each 

high school) – 2 credits 
Computer Electives  2 Credits 

• Beginning Office (or meets the Beginning Office standards) 1 credit 
• The second credit may be earned from a list of courses determined by 

the principals and department leaders. The list of courses will be 
published each year in the registration handbook. 

 
Health and PE 

   
3 credits  

• Health – 1 credit 
• Each student shall receive a minimum of one (1) class period on 

psychomotor cardiopulmonary resuscitation (CPR) training as 
outlined in the American Heart Association (AHA) Guidelines for 
CPR to include the proper utilization of an automatic external 
defibrillator (AED) as part of the Health course. 

• PE – 2 credits 
• One PE credit must be in 10th, 11th, or 12th grade 
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Magic Valley H.S. 

Graduation Requirements 
 

• Students participating in one (1) season in any sport recognized 
by the Idaho High School Activities Association or club sport 
recognized by the local school district, or 18 weeks of a sport 
recognized by the local school district may choose to substitute 
participation up to one (1) credit of physical education. 

Postsecondary 
Readiness Plan 

4-Year Learning Plan  
at the end of 8th grade 

    
Advanced Opportunities Districts must offer at least one Advanced Opportunity such as: 

Dual Enrollment  
Advanced Placement  

Career Technical Education 
Senior Project Required to include an oral presentation and written report by the end of 

grade 12. 
College Entrance Exam Take either the ACT or SAT by the end of grade 11. 

ISAT Pass the ISAT with a score of Proficient or Advanced in Reading, Math, 
Language Usage and Science. 

Middle School Must take pre-algebra before entering 9th grade. 
 

Content Area  
Core of Instruction 29 credits  (minimum) 

Electives 17 credits  (minimum) 
Total Credits 46 credits (minimum) 

Language Arts 
(English – 8 credits and 

Speech – 1 credit) 

9 credits 
(Speech credit can be obtained through other courses that meet the state 
speech requirement as approved by the local district.) 

Mathematics 6 credits 
Including courses that meet Algebra I and Geometry standards; 
2 credits must be taken in last year of high school. 

Science 6 credits 
(4 laboratory sciences) 

Social Studies 
(US History, Economics and 

American Government) 

                         5 credits 
Students must pass the U.S. citizenship test. 

Humanities 
(Interdisciplinary Humanities, 

Fine Arts or Foreign 
Language) 

2 credits 

Health and PE 1 credit of Health 
Postsecondary 
Readiness Plan 

4-Year Learning Plan  
at the end of 8th grade 

    
Advanced Opportunities Districts must offer at least one Advanced Opportunity such as: 



 2700P-4 (TFSD & ISBA) 

 
Mastery 

Students may achieve credits by demonstrating mastery of a subject’s content standards as 
defined and approved by the District. 

The Superintendent or designee will appoint a committee to develop a process whereby students 
may be awarded credit upon having demonstrated mastery of a subject’s content standards. 

 
Course Load 
 
All students will be required to register for at least 6.5 credits per semester to be eligible for a 
diploma.  
 
In hardship cases, a parent/guardian may petition the Board, through the high school principal, to 
allow his/her son/daughter to take less than the required number of classes during any given 
semester. 
 
Middle School Credit 
 
If a middle school student completes any required high school course with a grade of C or higher 
before entering the ninth grade, and if that course meets the same standards that are required in 
high school and the course is taught by a teacher certified to teach high school content who 
meets the federal definition of highly qualified for that course, then the student has met the high 
school content area requirement for such course. The student shall be given a grade for the 
successful completion of that course and such grade and the number of credit hours assigned to 
the course shall be transferred to the student's high school transcript and the student's parent or 
guardian shall be notified in advance when credits are going to be transcribed. However, the 
student’s parent or guardian may elect to not have the credits and grade transferred to the 
student's high school transcript. The student still must complete the required number of credits in 
all high school core subjects identified above in addition to the courses completed in middle 
school, except those exempted by IDAPA 08.02.03.105.01.d.iii or unless the student is a 
participant in the Advanced Opportunities Program. 
 
 
 

Dual Enrollment  
Advanced Placement  

Tech Prep 
Senior Project Required to include an oral presentation and written report by the end of 

grade 12. 
College Entrance Exam Take either the ACT or SAT by the end of grade 11. 

ISAT Pass the ISAT with a score of Proficient or Advanced in Reading, Math, 
Language Usage and Science. 

Middle School Must take pre-algebra before entering 9th grade. 
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College Entrance Examination 
 
A student must take one of the following college entrance or placement examinations before the 
end of the student’s eleventh grade year: ACT or SAT. 
 
A student may elect an exemption in their eleventh (11th) grade year from the college entrance 
exam requirement if the student is: 
 

1.  Enrolled in a special education program and has an Individual Education Plan that 
specifies accommodations not allowed for a reportable score on the approved tests; or 

2.  Enrolled in a Limited English Proficient program for three (3) academic years or less; or 
3. Enrolled for the first time in grade twelve (12) at an Idaho high school after the spring 

statewide administration of the college entrance exam; or  
4.  . Receiving special education services through a current Individualized Education Plan 

(IEP), in which case the student may utilize an alternate placement exam in lieu of the 
SAT or ACT. 

 
A student who misses the statewide administration of the college exam during the student’s 
eleventh (11th) grade year may instead take the examination during his or her twelfth (12th) grade 
year if the student: 
 

1. Transferred to an Idaho school district during his or her eleventh (11th) grade year; or 
2. Was homeschooled during his or her eleventh (11th) grade year; or  
3. Missed the spring statewide administration of the college entrance exam for a 

documented medical reason. 
 
Senior Project 
 
A student shall complete a senior project that includes a research paper and oral presentation by 
the end of grade twelve (12). Senior projects may be multi-year projects, group or individual 
projects, or approved pre-internship or school to work internship programs at the discretion of 
the District. The project must include elements of research, development of a thesis using 
experiential learning or integrated project based learning experiences, and a presentation of the 
outcome. Additional requirements for the senior project are the discretion of the District. 
 
Completion of a postsecondary certificate or degree at the time of high school graduation or an 
approved pre-internship or internship program may be used to satisfy this requirement. 
 
Idaho Standards Achievement Test (ISAT) 
 
Students must take the Idaho Standards Achievement Test (ISAT) during a student’s 10th grade 
year and (starting with the class of 2022) receive a proficient score as defined by Idaho Standards 
Achievement Test’s Achievement Level Descriptors. 

If the student does not attain the required score during their 10th grade year they will take the 
Idaho Standards Achievement Test (ISAT) in their 11th grade year and must receive the 
proficient score, as defined above unless the student is exempt under the following conditions: 
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1. The student has an Individualized Education Program (IEP) that outlines alternate 
requirements for graduation or adaptations are recommended on the test; or 

2. The student is considered an Limited English Proficiency (LEP) student through a score 
determined on a language proficiency test and has been in an LEP program for three (3) 
academic years or less; or 

3. The student received a proficient or advanced score on an exit exam from another state 
that requires a standards-based exam for graduation. Such state exit exams must be 
approved by the state board of education, measure skills at the tenth grade level or above, 
and be in comparable subject areas to the ISAT; or 

4. Upon appeal to the board of trustees for an alternate measure(s) to demonstrate 
proficiency, the student successfully met the criteria established by the board of trustees. 

Before appealing to the District for an alternate measure, the student must be:  

1. Enrolled in a special education program and have an IEP, or 
2. Enrolled in an LEP program for three (3) academic years or less, or  
3. Currently enrolled in the fall semester of the senior year or later. 

 
The alternative must contain multiple measures of student achievement. 

1. The alternative must be aligned, at a minimum, to tenth grade state content standards for 
the subject matter in question. 

2. The alternative must be valid and reliable. 
3. At least ninety percent (90%) of the criteria of the alternative, or combination of 

measures, must be based on academic proficiency and performance. 
 

Civics Test 
 
All secondary students must successfully pass the civics test or alternate path. "Civics Test" as 
used herein means the 100 questions used by officers of the United States citizenship and 
immigration services as a basis for selecting the questions posed to applicants for naturalization. 
 
The District will determine the method and manner in which to administer the civics test. A 
student may take the civics test, in whole or in part, at any time after enrolling in grade 7 and 
may repeat the test as often as necessary to pass the test. The District will document on the 
student's transcript that the student has passed the civics test.  
 
The applicability of this requirement for students who receive special education services will be 
governed by the student’s Individualized Education Plan. 
 
Waiver of Requirement 
 
Graduation requirements generally will not be waived under any circumstances.  However, in 
rare and unique hardship circumstances, the Principal may recommend and the Superintendent 
may approve minor deviation from the graduation requirements. 
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Credit Calculation 
 

Credits toward graduation requirements cannot be counted more than once for meeting the 
minimum requirements. 
 
Alternative Programs 
 
Credits received from an accredited secondary school, an accredited correspondence course 
institution, or accredited post-secondary institution will be accepted towards fulfillment of Twin 
Falls School District graduation requirements. A maximum of six (6) credits from an accredited 
correspondence course used to meet elective credit requirements and/or for credit retrieval may 
be applied towards fulfillment of the Twin Falls School District graduation requirements. 
 
Credit toward graduation requirements may be granted for planned learning experiences from 
accredited programs, such as summer school, university courses, correspondence courses, and 
online/virtual courses.  
 
Credit for work experience may be offered when the work program is a part of and supervised by 
the school. 
 
All classes attempted at District high schools and all acceptable transfer credits shall be recorded 
on the transcript. All grades earned, including failures and retakes, shall be recorded as such and 
utilized in the calculation of Grade Point Average (GPA) and class rank. Credit shall be awarded 
only once regardless of repetition of the course. 
 
Class Rank (Grade Point Average) 
 
Class Rank is compiled from semester grades as generated by PowerSchool. 
 
Early Graduation or Flexible Schedule 
A student may, at the student’s option and upon notification to the student’s school, be relieved 
from completing their remaining high school graduation requirements and apply for a flexible 
schedule or graduate early if the student: 

 
1. Is at least 16 years of age; 
2. Maintains a cumulative 3.5 grade point average; 
3. Obtains permission from a parent/guardian, if under the age of 18; 
4. Achieves a college and career readiness score as defined by the State Board of    

Education; 
5. Files the following with school: 

 
A. Notification of their intent to take a flexible schedule OR graduate early; 
B. The student’s participation portfolio defined in Idaho Code 33-6101 consisting of a 

description of a student’s nonacademic and cocurricular activities including, but not 
limited to, student government, sports, music ensembles, theater, clubs, organizations, 
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work, internships, and volunteering. A participation portfolio should also include any 
leadership positions a student holds in nonacademic activities; and 

C. An essay of at least one page explaining why the student wishes to have a flexible 
schedule which must include the future plans using the flexible schedule OR early 
graduation; 

 
6. Completes the following: 

 
A. The required civics test; 
B. The economics credit, government credits, and senior project required to graduate. A 

student’s senior project may describe the student’s experience in achieving a college 
and career readiness score and a detailed explanation of the student’s future plan. 

 
Students eligible for a flexible schedule may be relieved from high school graduation 

requirements in order to: 
 

1. Take elective courses, career technical education programs, or courses selected by the 
student which are available within the District; 

2. Participate in apprenticeships or internships; 
3. Act as a tutor at any grade level; or 
4. Engage in such other activities identified by the Board. 

 
The building administrator will approve or deny the student’s flexible schedule. A student who is 
granted a flexible schedule must adhere to the plan submitted to the school as a part of their 
eligibility. Students who are under 18 may modify their plan with the approval of the student’s 
parent/guardian.  
 
 
A student who completes all of the graduation requirements set forth by the District and the State 
Department of Education prior to the completion of eight semesters of school attendance in 
grades 9-12 may petition the Superintendent and the Board for early graduation by submitting an 
“Early Graduation Application Form” to the Superintendent through the building principal. The 
Superintendent shall submit the application to the Board for endorsement and approval at the end 
of the quarter preceding the requested graduation date. 
 
Senior students who will complete all required credits and elective requirements have the option 
to request to graduate mid-term of their senior year. The student must complete an “Early 
Graduation Application Form” no later than three months in advance of their intended graduation 
date, which allows time for the application to be presented to the Board. Students who choose the 
mid-term graduation option may participate in all graduation activities and will receive their 
diploma at the same time as regularly enrolled students 
 
The Superintendent is authorized to create any procedures necessary to assist students to achieve 
early graduation or flexible schedule as well as create incentives for participation in any early 
graduation program. Students who opt for a flexible schedule may apply for Advanced 
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Opportunities funding Existing programs providing incentives to complete coursework early are 
described in Policy 2435 Advanced Opportunities. 
 
Failure to Complete 
  
If a student fails a class required by the Twin Falls School District and/or the State Board of 
Education, the student must repeat the class successfully before credit will be granted. 
 
At the beginning of a senior student’s second semester, if he/she lacks sufficient credits to 
graduate with his/her class, the student and/or parent should be informed in writing. The 
administration should attempt to supply this notification within 30 days following the end of the 
first semester of the student’s senior year. 
 
Students who do not meet the necessary requirements for graduation may return to their 
respective high school and enroll only in the classes that they need to graduate. 
 

♦ ♦ ♦ ♦ ♦ ♦ ♦ 
 
Cross Reference: 2435 Advanced Opportunities 
 2710 High School Graduation Requirement – Alternative 
 
Legal Reference:   I.C. § 33 4601, et seq. Advanced Opportunities 
 IDAPA 08.02.01.350 Early Graduation 
 IDAPA 08.02.03.105 High School Graduation Requirements 
 IDAPA 08.02.03.107 Middle Level Credit System 
  
Procedure History 
ADOPTED: 8/11/14  
TFSD & ISBA 
REVISED: 3/14/16  
 9/12/16 
 7/25/18 
 5/13/19 
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Procurement Generally 
 
When making purchases with federal funds, the District will follow its procurement policies and 
procedures which reflect applicable State and local laws and regulations, provided that the 
procurement practice also conforms to applicable Federal law and the standards identified in 
applicable federal regulations. See Policies 7410, 7415, and 7420. 
 
Authorization and Control 
 
It is the policy of this District to conduct its purchasing program in a manner to ensure optimum 
use of District funds. The Board, or its designee, reserves the right to determine what is in the 
best interest of the District. 
 
Micro-Purchase Procedures 
 
Notwithstanding the process for Superintendent-approved purchases outlined in Policy 7406, 
when using federal funds the Superintendent or designee may purchase supplies or services using 
simplified acquisition procedures when making aggregate purchases of $3,000 or less, and when 
making such purchases shall otherwise comply with all applicable District purchase order 
procedures. 
 
Simplified Acquisition Procedures 
 
When procuring goods or services, whether with federal or state funds, the District shall comply 
with all requirements and procedures set forth in District Policies 7410, 7415, and 7420 and 
applicable Idaho law. For purchases less than the federal  state Simplified Acquisition Threshold 
(currently $150,000), the Board may adopt small purchase procedures which do not otherwise 
conflict with District Policies 7410, 7415, and 7420 or applicable Idaho law. Absent such Policy, 
all purchases for amounts less than the Simplified Acquisition Threshold, shall comply with the 
requirements and procedures set forth in District Policies 7410, 7415, and 7420 and applicable 
Idaho law. 
 
Cooperative Purchasing 
 
The District may cooperatively enter into contracts with one or more districts to purchase 
materials necessary or desirable for the conduct of the business of the District provided that the 
purchasing cooperative follows State purchasing and federal procurement requirements. 
 
Personnel Conflicts of Interest 
 
No employee will make any purchase or incur any obligations for or on behalf of the District 
from any private business, contractor, or vendor in which or with which the employee has a 
direct or indirect financial or ownership interest. 
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Purchases or contracted services from any private business or venture in which any employee of 
this District has a direct or indirect financial or ownership interest will be made on a competitive 
bid basis strictly in accordance with the following procedures: 
 

1.  The interested employee, the business, the contractor, or the vendor will fully disclose, in 
writing, the employee’s exact relationship to the business, the contractor, or the vendor; 

2.  The affected business, the contractor, or the vendor may submit a bid in compliance with 
the specifications outlined by the District; 

3.  The interested employee will not be involved in any part of the bidding process, 
including but not limited to, preparing specifications, advertising, analyzing, or accepting 
bids; and 

4.  This policy will apply to any organization, fund, agency, or other activity maintained or 
operated by the District. 

 
No employee will solicit gifts, gratuities, favors, prizes, awards, merchandise, or commissions as 
a result of ordering any items or as a result of placing any purchase order with a business, 
contractor, or vendor on behalf of the District nor accept anything of monetary value from a 
business, contractor, or vendor except for unsolicited gifts of $50 or less in value. 
 
Violations 
 
Any District officer, employee, or agent who violates this policy may be subject to disciplinary 
action, including but not limited to a fine, suspension, or termination. Violations of law shall be 
referred to the local, State, or federal authority having proper jurisdiction. 
 

♦ ♦ ♦ ♦ ♦ ♦ ♦ 
 
Cross References: 7218 Federal Grant Financial Management System 
 7235 Fiscal Accountability and IDEA Part B Funds 
 7237 Retention of Records Relating to Federal Grants 
 7320 Allowable Uses for Grant Funds 
 7320P1 Determining Necessity and Reasonableness of Expenses 
 7400P  Procurement Under a Federal Award 
 7405 Public Works Contracting and Procurement 
 7407 Public Procurement of Goods and Services 
 7410 Petty Cash Funds 
 7415 Entering into Professional Service Contracts with Design 

 Professionals, Construction Managers, and Professional Land 
 Surveyors--The Request for Qualifications Procedure 

 7420 Personal Reimbursements 
 
Legal References: I.C. § 18-1351 Bribery and Corrupt Practices – Definitions 
 I.C. § 33-316 Cooperative Contracts to Employ Specialized Personnel 

and/or Purchase Materials 
 2 C.F.R. § 200.67 Micropurchase 
 2 C.F.R. § 200.88 Simplified Acquisition Threshold   
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 2 C.F.R. § 200.317 Procurement by States 
 2 C.F.R. § 200.318 General Procurement Standards 
 2 C.F.R. § 200.320 Methods of Procurement to be Followed 
  
Policy History 
ADOPTED: 8/11/14 
ISBA 
REVISED: 8/10/15 
 9/12/16 
 1/8/18 
 8/12/19 
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This procedure shall apply to purchases with federal funds not solicited through a sealed bid 
process. 
 
Competitive Proposals 
 
The technique of competitive proposals is normally conducted when more than one source 
submits an offer, and either a fixed price or cost-reimbursement type contract is to be awarded. It 
is generally used when conditions are not appropriate for the use of sealed bids. If this method is 
used, the following requirements apply: 

 
1. Requests for proposals must be publicized and identify all evaluation factors and their 

relative importance. Any response to publicized requests for proposals must be 
considered to the maximum extent practical; 

 
2. Proposals must be solicited from an adequate number of qualified sources; and 
 
3. Contracts must be awarded to the responsible firm whose proposal is most advantageous 

to the program, with price and other factors considered.  
 
The District may use competitive proposal procedures for qualifications-based procurement of 
architectural/engineering (A/E) professional services whereby competitors' qualifications are 
evaluated and the most qualified competitor is selected, subject to negotiation of fair and 
reasonable compensation. This method, where price is not used as a selection factor, can only be 
used in procurement of A/E professional services. It cannot be used to purchase other types of 
services though A/E firms are a potential source to perform the proposed effort. 
 
Contract/Price Analysis 
 
The District performs a cost or price analysis in connection with every procurement action in 
excess of the District’s simplified procurement threshold or in excess of $50,000 $150,000, 
including contract modifications. A cost analysis generally means evaluating the separate cost 
elements that make up the total price, while a price analysis means evaluating the total price, 
without looking at the individual cost elements.  
 
The method and degree of analysis is dependent on the facts surrounding the particular 
procurement situation; however, the District Superintendent must come to an independent 
estimate prior to receiving bids or proposals. 2 C.F.R. § 200.323(a).  
 
When performing a cost analysis, the District Superintendent negotiates profit as a separate 
element of the price. To establish a fair and reasonable profit, consideration is given to the 
complexity of the work to be performed, the risk borne by the contractor, the contractor’s 
investment, the amount of subcontracting, the quality of its record of past performance, and 
industry profit rates in the surrounding geographical area for similar work.  
 
Documentation of all such cost and price analyses shall be kept for three years beyond the 
current year for review. 
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Noncompetitive Proposals (Sole Sourcing) 
  
Procurement by noncompetitive proposals is procurement through solicitation of a proposal from 
only one source and may be used only when one or more of the following circumstances apply: 
 

1. The item is available only from a single source; 
2. The public exigency or emergency for the requirement will not permit a delay resulting 

from competitive solicitation; 
3. The federal awarding agency or pass-through entity expressly authorizes noncompetitive 

proposals in response to a written request from the District; or  
4. After solicitation of a number of sources, competition is determined inadequate. 

 
A cost or price analysis will be performed for noncompetitive proposals when the price exceeds 
$150,000. 
  
Full and Open Competition 
 
All procurement transactions must be conducted in a manner providing full and open 
competition consistent with 2 C.F.R §200.319. In order to ensure objective contractor 
performance and eliminate unfair competitive advantage, contractors that develop or draft 
specifications, requirements, statements of work, or invitations for bids or requests for proposals 
must be excluded from competing for such procurements. Some of the situations considered to 
be restrictive of competition include but are not limited to: 
 

1. Placing unreasonable requirements on firms in order for them to qualify to do business; 
2. Requiring unnecessary experience and excessive bonding; 
3. Noncompetitive pricing practices between firms or between affiliated companies; 
4. Noncompetitive contracts to consultants who are on retainer contracts; 
5. Organizational conflicts of interest; 
6. Specifying only a “brand name” product instead of allowing “an equal” product to be 

offered and describing the performance or other relevant requirements of the 
procurement; and 

7. Any arbitrary action in the procurement process. 
 

♦ ♦ ♦ ♦ ♦ ♦ ♦ 
 

Legal Reference: 2 C.F.R.§§ 200.317 - .319; .323 Procurement by States 
 
Procedure History: 
Adopted on: 12/10/18 
ISBA 
Revised on: 
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The following shall be required in the case of procurement under a federal grant to ensure 
adequate competition.  
 
Geographical Preferences Prohibited 
 
The District shall conduct procurements in a manner that prohibits the use of statutorily or 
administratively imposed state, local, or tribal geographical preferences in the evaluation of bids 
or proposals, except in those cases where applicable federal statutes expressly mandate or 
encourage geographic preference. When contracting for architectural and engineering services, 
geographic location may be a selection criterion provided its application leaves an appropriate 
number of qualified firms, given the nature and size of the project, to compete for the contract.  
 
Buy American and School Meals 
 
When making purchases for the District’s school lunch program, the District shall, to the 
maximum extent practicable, purchase domestic commodities or products. 
 
For the purposes of this procedure, “domestic commodity or product” shall mean: 
 

1. An agricultural commodity that is produced in the United States; and 
2. A food product that is processed in the United States substantially using agricultural 

commodities that are produced in the United States. 
 
Additionally, the District shall require school meal program suppliers to attest that their final 
food products are either 100% domestic commodities or a food product containing over 51% 
domestic food components, by weight or volume. 
 
Exceptions to this Buy American requirement may be made when the District determines that: 
 

1. The food or food product is not produced or manufactured in the United States in 
sufficient or reasonably available quantities of a satisfactory quality; or 

2. Competitive bids reveal the cost of a United States food or food product is significantly 
higher than the non-domestic product. 

 
When such an exception is made, the Superintendent or his or her designee shall document such 
exceptions. 
 
Prequalified Lists 
 
The District shall ensure that all prequalified lists of persons, firms, or products which are used 
in acquiring goods and services are current and include enough qualified sources to ensure 
maximum open and free competition. Also, the District shall not preclude potential bidders from 
qualifying during the solicitation period.  
 
Solicitation Language 
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The District shall ensure that all solicitations incorporate a clear and accurate description of the 
technical requirements for the material, product, or service to be procured. Such description shall 
not, in competitive procurements, contain features which unduly restrict competition. The 
description may include a statement of the qualitative nature of the material, product, or service 
to be procured and, when necessary, shall set forth those minimum essential characteristics and 
standards to which it must conform if it is to satisfy its intended use. Detailed product 
specifications should be avoided if at all possible.  
 
When it is impractical or uneconomical to make a clear and accurate description of the technical 
requirements, a “brand name or equivalent” description may be used as a means to define the 
performance or other salient requirements of procurement. The specific features of the named 
brand which must be met by offers shall be clearly stated, and all requirements identified which 
the offers must fulfill and all other factors to be used in evaluating bids or proposals. 
 
Contracting with Small and Minority Businesses and Women’s Business Enterprises 
 
When soliciting goods and services on projects that will use federal funds, the District shall 
comply with the following requirements for the purpose of ensuring small business, minority-
owned businesses and women’s business enterprises are to be used whenever possible: 
 

1. Place qualified small and minority businesses and women’s business enterprises on its 
solicitation lists; 
 

2. Assure that small and minority businesses, and women’s business enterprises are solicited 
and notified whenever they are potential sources of the needed goods or services; 
 

3. Divide the total requirements of a project, when economically feasible, into smaller tasks 
or quantities to permit maximum participation by small and minority businesses, and 
women’s business enterprises; 
 

4. Establish reasonable delivery schedules, where the project requirement permits, which 
encourage participation by small and minority businesses, and women’s business 
enterprises; 
 

5. Consult the services, assistance, and information, as appropriate, of qualified 
organizations such as the Small Business Administration and the Minority Business 
Development Agency of the Department of Commerce; and 
 

6. Require a project’s prime contractor, if subcontracts are to be let, to take the affirmative 
steps listed in the numbered list above. 

 
 

♦ ♦ ♦ ♦ ♦ ♦ ♦ 
 
Legal Reference: 2 C.F.R. 200.319 Competition. 
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2 C.F.R. 200.321 Contracts – Minorities, Women and Small 
Businesses. 

 
Procedure History: 
ADOPTED: 12/10/18 
ISBA 
REVISED: 3/9/20 
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