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INDEPENDENT SCHOOL DISTRICT 659

REGULAR SCHOOL BOARD MEETING
Monday, August 10, 2020 ~ 7:00 p.m.
Northfield High School, Media Center
Zoom Meeting Link:
https://zoom.us/j/96663178991?pwd=Z0huSGxUQkIVUWNZMSs5aUhBS;jInUT09

AGENDA
Call to Order
Agenda Approval/Table File
Public Comment
Announcements and Recognitions
Items for Discussion and Reports
Elementary Schools” Continuous Improvement Plan Presentation
Policy Committee Recommendations & Handbook Review

2020-2021 Learning Models and Decision-Making Process
Financial Update

SO ®p

Consent Agenda
A. Approval of Minutes
B. Gift Agreements
C. Personnel Items

Superintendent's Report
A. Items for Individual Action
1. Approval of Handbooks for 2020-2021 and Policies
2. Resolution Relating to the Election of School Board Members and Calling the School Board
Election
3. Resolution for Adopting a Base Learning Model for the 2020-2021 School Year and Other
COVID-19 Related Matters

Items for Information
A. Filing for School Board
B. Construction Update

Future Meetings
A. Monday, August 24, 2020, 7:00 p.m., Regular Board Meeting
B. Monday, September 14, 2020, 7:00 p.m., Regular Board Meeting

Adjournment



TO:

NORTHFIELD PUBLIC SCHOOLS
MEMORANDUM
Monday, August 10, 2020 ~ 7:00 p.m.
Northfield High School Media Center

Zoom Live Webinar Link
https://zoom.us/j/96663178991?pwd=Z0huSGxUQkJVUWNZMSs5aUhBS;jInUT09

Members of the Board of Education

FROM: Matthew Hillmann, Ed.D., Superintendent

RE:

I1.

I11.

IV.

V.

VL

Explanation of Agenda Items for Monday, August 10, 2020, Regular School Board Meeting
Call to Order

Agenda Approval/Table File

Public Comment
Public comment for this school board meeting may be submitted by 5:00 p.m. on Monday, August 10, 2020 as follows:

nto@northfieldschools.org, and will be read by the Board Chair if submitted in compliance with the district’s public comment guidelines
listed below. If necessary, subrmtted comments will be edited to delete the portion(s) of the submission that do not comply with the
guidelines.

®  Each individual will identify themselves and the group they represent, if any.

®  State your reason for addressing the Board.

®  Your presentation is limited to one three-minute presentation.

®  This is not a time to debate an issue, but for the Board to hear your comments. The Minnesota Government Data Practices Act
prohibits comment about specific student matters, even without naming the student, in open session. This includes the public
comment portion of our meeting. The Board respects and values input on student matters, but when it relates to a specific student or
to a specific student matter, such input must be heard by the appropriate personnel - such as the building principal or superintendent -
and not during an open meeting of the School Board.

Announcements and Recognitions

Items for Discussion and Reports

A. Elementary Schools’ Continuous Improvement Plan Presentation

Elementary school principals Nancy Antoine, Sam Richardson, and Scott Sannes will present to the Board the
continuous school improvement plan for Bridgewater Elementary, Greenvale Park Elementary, and Sibley
Elementary Schools. The presentation will include a progress report on the goals set for the 2019-2020
school year as well as new goals set for the 2020-2021 school year.

B. Policy Committee Recommendations & Handbook Review
Dr. Hillmann will present the committee’s recommendations on the Early Ventures, Kid Ventures, PLUS and

Middle School Youth Center/BLAST Handbooks, as well as Policy 408. This will be an item for individual
action at the next Board meeting;

C. 2020-2021 I earning Models and Decision-Making Process

Dr. Hillmann will update the Board on the learning models and the decision-making process for the
2020-2021 school year.

D. Financial Update
Dr. Hillmann will provide a financial update to the Board. During the update.

Consent Agenda
Recommendation: Motion to approve the following items listed under the Consent Agenda.

A. Minutes



Minutes of the Regular School Board meeting held on July 13, 2020

B. Gift Agreements

$5,000.00 from Apple Autos Scholarship Fund of the Minneapolis Foundation for scholarships
$3,326.05 from Northfield Fine Arts Booster for NMS art sketchbooks

C. Personnel Items

a) Appointments

1.
2.

4.

6.

Kevin Gilbert, 1.0 FTE Custodian at the Middle School, beginning 8/10/2020; Step 3

Claudia Lange, Non Licensed Spanish Interpreter ESY, hours vary, with the District, beginning
3/5/2020-8/21/2020. Interpreter rate of pay

Bridgette Leigh, 1.0 FTE Early Childhood Special Education Teacher at Longfellow, beginning 8/20/2020;
BA40, Step 3.

Lily Moravchik, Summer Aquatics Position with Community Services, beginning 6/30/2020-8/31/2020; Gen
Rec-$10.75/ht., Lifeguard-$10.89 /hr.

Andrew Richardson, 1.0 FTE Industrial Technology Teacher at the High School, beginning 8/25/2020; MA30,
Step 13

Mark Snare, 1.0 FTE Custodian at Greenvale Park, beginning 8/13/2020; Step 3

b) _Increase/Decrease/Change in Assignment

1.

10.

11.

12.

13.

Stephanie Balma, School readiness Teacher at Longfellow, add Bridges to Kindergarten Teacher for 20
hours/week at Longfellow, effective 7/21/2020-8/15/2020; Yr. 3-$27.11 /hr.

Ashley Benhart, Teacher at Sibley, add Targeted Service Summer PLUS Substitute Teacher-Distance Learning,
effective 7/7/2020-7/30/2020; Sub-$27.11/hr.

Kristen Cade, Teacher at Bridgewater, add Bridges to Kindergarten Teacher for 20 hours/week at Bridgewater,
effective 7/21/2020-8/15/2020; Yr. 25-$28.82/hr.

Amy Dorey, Special Ed Teacher at Longfellow, add Special Ed Teacher ESY for up to 30 hours at Longfellow,
effective 7/6/2020-7/30/2020.

John (Hal) Eckhart, Custodian at the High School, change to Custodian at the Northfield Community
Education Center, effective 8/17/2020.

Stephanie Hagberg, Teacher at Greenvale Park, add Bridges to Kindergarten Teacher for 20 hours/week at
Greenvale Park, effective 7/21/2020-8/15/2020; Yr. 10-$28.22/hr.

Gretchen Helil, Teacher at Sibley, add Bridges to Kindergarten Teacher for 20 hours/week at Sibley, effective
7/21/2020-8/15/2020; Yr. 13-$28.82/hr.

Tiffany Kortbein, Teacher at Greenvale Park, add Bridges to Kindergarten Teacher for 20 hours/week at
Greenvale Park, effective 7/21/2020-8/15/2020; Yr. 5-$27.73/hr.

Kathy Lansing, Early Childhood Screener, add Bridges to Kindergarten Teacher for 20 hours/week at
Greenvale Park, effective 7/21/2020-8/15/2020; Yr. 4-$27.73/hr.

Michelle Martinez, Targeted Services Club Leader, change to Targeted Services Summer PLUS Teacher
Distance Learning, effective 7/29/2020-7/30/2020. Yr. 1-$27.11/hr.

Pamela Moening, Occupational Therapist at Longfellow, add Occupational Therapist ESY for up to 35 hours at
Longfellow, effective 7/6/2020-7/30/2020.

Daniel Peterson, Auditorium Tech with Community Services, change to 1.0 FTE Custodian at the Middle
School, effective 8/17/2020; Step 1

Patricia Rogne, ECFE Educator with Community Services, add Bridges to Kindergarten Teacher for 20
hours/week at Sibley, effective 7/21/2020-8/15/2020; Yr. 11-$28.22/hr.

c) Leave of Absence

1.

©

Update: Kathleen Casson, Teacher at the High School, rescind Leave of absence for the first semester of
2020-2021 school year, effective 7/29/2020.

Erica Hubers, EA at Longfellow, Leave of Absence for the 2020-2021 School year, effective 7/29/2020.

Joan Lizoala, Cultural Liaison for the District, Medical Leave of Absence extended from 8/20/20-10/30/2020.
Sarah Woodcock, EarlyVentures Teacher at Longfellow, Family/Medical Leave of Absence effective
7/15/2020-8/7/2020.

d) Retirements/Resignations/Terminations

il

Theresa Brake, EA at Greenvale Park, Retirement effective 8,/4/2020.

Robbin Hedberg, EA at the Middle School, resignation effective 8/3/2020.

Megan Kremin, ECSE Teacher at Longfellow, resignation effective 7/31/2020.

LaDonna Miller, EA at Greenvale Park, resignation effective 7/24/2020.

Carol Nick, EarlyVentures Teacher with Community Services, retirement effective 7/31/2020.




6. Daniel Peterson, Auditorium Tech with Community Services, resignation to accept a different position within
the district, effective 7/30/2020.

7. Michelle Sonnega, National Honor Society Advisor at the High School, resignation effective 7/31,/2020.

8. Kathleen Wilson, Teacher at the High School, resignation effective 7/31/2020.

e) Administration is Recommending the Approval of the Following:

Administration submits the following employment contracts/agreements for approval. These contracts/ agreements
cover the period of July 1, 2020 through June 30, 2022.

1. Office Employees

2. Educational Assistants

f) Contract for Translation Services

Administration submits an agreement between Northfield Public Schools and Mar Valdecantos for translation
services effective July 1, 2020 through June 30, 2021 at a cost of $11,040.00.

*Conditional offers of employment are subject to successful completion of a criminal background check and Pre-work screening (if applicable)

VII.  Superintendent's Report

A.

Items for Individual Action

Approval of Handbook for 2020-2021 and Policies. The Board is requested to approve the Policy
Committee’s recommendations for the 2020-2021 Hand In Hand Handbook and Policies 401, 402, and

407 as presented at the July 13, 2020 Board meeting..

Superintendent’s Recommendation: Motion to approve the 2020-2021 Hand In Hand Handbook and
Policies 401, 402, and 407 as presented.

Resolution Relating to the Election of School Board Members and Calling the School Board Election.

The Board of Education is requested to adopt the attached resolution regarding the School Board
election to be held on Tuesday, November 3, 2020. This resolution is the Board authorization necessary
to formally establish this year’s election process. The adoption of this resolution will meet the
requirements necessary to comply with the election process. Ballots for School Board election will be
included in the general election ballots prepared by the County Auditors. The official canvass of the
election results will be scheduled as an agenda item for the Special Board Meeting on Friday, November
13, 2020.

Superintendent’s Recommendation: Motion to approve the Resolution Relating to the Election of
School Board Members and Calling the School Board Election.

Resolution for Adopting a Base Learning Model for the 2020-2021 School Year and Other COVID-19

Related Matters. The Boatd is requested to adopt this resolution, influenced by the advice of the
Minnesota School Boards Association, to provide direction about the process for adopting a base
learning model for the 2020-2021 school year on or around August 17, 2020. The resolution also includes
directions for the process to change the learning model depending on public health conditions and
guidance about managing the District during COVID-19.

Superintendent’s Recommendation: Motion to approve the Resolution for Adopting a Base Learning
Model for the 2020-2021 School Year and Other COVID-19 Related Matters.

VIIIL. Items for Information

A.

Filing for School Board is July 28-August 11, 2020 in the District Office. An affidavit of candidacy must be
filed in the office of the school district clerk and the $2 filing fee paid prior to 5:00 o’clock p.m. on August 11,
2020. Candidates should contact Anita Aase at #507.663.0629 to arrange an appointment to file. Candidates
may also file electronically or mail their affidavit of candidacy, with the filing fee, to Northfield Public Schools
District Office, % Anita Aase, 1400 Division Street SE, Northfield, MN 55057.



B. Construction Update #30. Superintendent Hillmann will update the Board on the District’s construction

projects.
IX. Future Meetings
A. Monday, August 24, 2020, 7:00 p.m., Regular Board Meeting
B. Monday, September 14, 2020, 7:00 p.m., Regular Board Meeting

X.  Adjournment
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Purpose

Bridgewater, Greenvale Park, Sibley Elementary Schools

School Improvement Plan
2020-2021
Presented to the Board on 8.10.2020

The purpose of the school improvement planning process is to establish a clear set of shared goals, aligned with the District's strategic

plan, that inspire action and align efforts for student growth and achievement.

Due to the disruption in education caused by COVID-19, the School Improvement Plan for Northfield Public Schools has been

modified to reflect the distance learning experience.

School Improvement Planning Team

2019-20 Distance Learning Data Review and Key Reflections

Distance Learning Metric

Key Reflections

Student Engagement

Engagement was more difficult for students of color. Data in the
spring show 43% of students of color demonstrated limited or
partial engagement compared with 16% of white students.

Students Assessed at Grade Level

Teacher assessment of grade level performance was done
differently due to the distance learning experience. Teachers
indicated that 43% of students of color were reading at grade
level compared to 75% of white students. In math, teachers
indicated that 49% of students of color were performing at
grade level in math compared to 80% of white students.

Tools used for Distance Learning-See Saw, Schoology, Zoom

Parents indicated that the different online tools presented a
management challenge along with internet connectivity. This
information led to us planning technology training for parents to
begin the 2020-21 school year.

Distance Learning Student Stories

Key Reflections

Collaborative Family Supports Tailored to Individual Needs

Special Education/Collaboration - Sibley
Special Education/Community Partnerships - Bridgewater
Student Support Team/Teacher/EL Outreach - Greenvale Park




2020-21 School Improvement Plan Goals, Strategies, and Evaluation

The following goals are written with the intent to measure progress quarterly during the 2020-21 school year. All goals are written to

equitably serve every student.

People

SMART Goal(s) Quarterly Progress
Family Engagement Goal e QI
Elementary will provide positive contacts to students and their families. This year, o Q2
100% of students will receive two positive phone calls, emails, or notes from staff e Q3:
members prior to the end of the 4th quarter. e Q4
Employee Engagement Goal o QL
Rounding conversations will be conducted with 100% of our licensed and non-licensed e Q2:
staff by the end of the 3rd quarter. o Q3:
o Q4:
Anti-Racism Goal e QI
A list of culturally appropriate resources will be provided to grade level teachers to use o Q2
with students during Social Emotional Learning time to ensure every child feels e Q3:
represented. Staff and students will address 100% of racist behaviors/comments within o Q4:
one school day, and we will work together to stand up and support others.
Learner Outcomes
SMART Goal(s) Quarterly Progress
The students in Kindergarten-5th grade will demonstrate an increase in the percentage e QI
of students reading fluently based on DIBELS assessments by 5% from fall to spring; e Q2
e Q3
o Q4
Kindergarten Math: For kindergarten, 90% of students will identify 30 random e QL
numbers between 1 and 100 correctly by the Spring of 2021. o Q2
e Q3
For grades 1-5, 85% of students will score 80% or above on Everyday Math 4 unit o Q4
assessments.
The elementary schools will increase the percentage of students moving from 4 7s# in e QI
the fall to 7oz at risk from fall 2020 to sptring 2021 using the SAEBRS composite score. o Q2
e Q3
e Q4
Stewardship
SMART Goal(s) Quarterly Progress
We will manage resources in response to instructional models to remain within e Q&
allocated building and staffing budgets. o Q2
e Q3:
o Q4




Partnerships

SMART Goal(s) Quarterly Progress
We will partner with community organizations to ensure 100% of our students and e QI
families will have access to their schoolwork in a distance or hybrid learning model. e Q2

e Q3:

o Q4
This year, 100% of K-3 teachers will continue their involvement with the Move 5 e QI
initiative to increase student proficiency in reading e Q2

e Q3:

o Q4

Summary

Obur staff, students and families have had to be extremely flexible during Distance Learning. The upcoming school year will present
many unknowns for the learning model used at the elementary level. We are planning to improve our delivery of distance learning and
enhance communication with families as we begin the school year. Supporting teachers in developing instructional strategies for
students in-person, hybrid and distance learning will help all students learn successfully. No matter what learning modality is employed,

equity will be a primary focus.



Elementary Schools

2020-21 School Improvement Plan Report
August 10, 2020
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Northfield Elementary Schools

&9 - e  The purpose of the school

! | improvement planning process is
to establish a clear set of shared
goals, aligned with the District’s
strategic plan, that inspire action
and align efforts for student
growth and achievement.

(Stock photo)
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2019-20 SIP Goals Review

e The schools established goals in the areas
of literacy, math and behavior for the
2019-2020 school year. A new goal,
measuring parent satisfaction, was
created.

e The historic closure of schools due to
COVID-19 interfered with data collection
that would allow us to evaluate progress
towards school goals.

@Northfield
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Student Engagement: Engagement was more
difficult for students of color. Data in the spring show
43% of students of color demonstrated limited or
partial engagement compared with 16% of white
students.

Students Assessed at Grade Level: Teacher
assessment of grade level performance was done
differently due to the distance learning experience.
Teachers indicated that 43% of students of color were
reading at grade level compared to 75% of white
students. In math, teachers indicated that 49% of
students of color were performing at grade level in
math compared to 80% of white students.

Online Tools for Learning: Parents indicated that the
different online tools presented a management
challenge along with internet connectivity. This
information led to us planning technology training for
parents to begin the 2020-21 school year.



2020-21 School Improvement Plan Goals

Literacy:
® The students in Kindergarten-5th grade will demonstrate an increase in

the percentage of students reading fluently based on DIBELS
assessments by 5% from fall to spring.

Math:

® Kindergarten Math: For Kindergarten, 90% of students will identify 30
random numbers between 1 and 100 correctly by the Spring of 2021.

® Forgrades 1-5, 85% of students will score 80% or above on Everyday
Math 4 unit assessments.

ONorthfield




2020-21 School Improvement Plan Goals

Social and Emotional Learning:
® The elementary schools will

increase the percentage of
students moving from at risk in the
fall to not at risk from fall 2020 to
spring 2021 using the SAEBRS
composite score.

@Northfield
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2020-21 School Improvement Plan Goals

e Family Engagement Goal

o 100% of students will receive two positive phone calls, emails, or notes from staff
members prior to the end of the 4th quarter.

e Employee Engagement Goal

o Rounding conversations will be conducted with 100% of our licensed and
non-licensed staff by the end of the 3rd quarter.

e Anti-Racism Goal

o Alist of culturally appropriate resources will be provided to grade level teachers to
use with students during Social Emotional Learning time to ensure every child
feels represented. Staff and students will address 100% of racist

behaviors/comments within one school day, and we will work together to support
and stand up for others.

@Northfield
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2020-21 School Improvement Plan Goals

e Stewardship
o We will manage resources in response to instructional models to remain
within allocated building and staffing budgets.

e Partnerships
o This year, 100% of K-3 teachers will continue their involvement with the
Move 5 initiative to increase student proficiency in reading.
o We will partner with community organizations to ensure 100% of students and
families have the learning resources needed to participate in school.

@Northfield
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2020-21 Strategies and Assessments

Literacy Behavior
e Core Essentials Determined e Increased Emphasis on Community Building in
e Instructional Model Adaptations the Return to School
e Reading Corps Tutors for K-3 e Second Step Curriculum Small Group SEL
e Intervention Support Intervention Groups with Behavior Coaches
e Partnership with Coaches, Behavior Team and
Math Fernbrook Mental Health

e New Student Support Team Model
Core Essentials Determined

Instructional Model Adaptations Parent Satisfaction

e Positive Postcards Sent
e Parent Survey Results

@ Northfield
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Questions and Discussion
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EarlyVentures
Learning Center

Handbook

EarlyVentures

Early Ventures Learning Center
201 Orchard St.
Northfield, MN 55057

507-645-1216 (Butterfly Room)
507-645-1215 (Firefly Room)

507-645-1248 (Ladybug Room)
507-645-1222 (Caterpillar and Bee Rooms)

@ Northfield
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COMMUNITY SERVICES DIVISION
Learning and Recreation For Life

Northfieldschools.org
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CHILD CARE PROGRAM PLAN

Philosophy

EarlyVentures Learning Center provides professional, quality care to meet each child's physical,
emotional, social, and developmental needs during their time enrolled at our center. This is fostered
by allowing the child space to grow, to be themselves, and to enjoy their time with other children
and staff. EarlyVentures continuously strives to provide high quality care in a safe, nurturing
environment.

Goals

EarlyVenture’s goal is to provide a warm, loving, healthy, safe, and stimulating environment for
children while under supervision of staff at all times. All aspects of a child's development are
considered, including language, literacy, and communications; mathematics; social and emotional
development; approaches to learning; the arts; social systems; physical and movement
development; and scientific thinking.

We strive to keep parents actively involved in the care of their children while pursuing their own
goals. We invite parents to review our program plans at any time and contribute their ideas to the
EarlyVentures Site Leader or the Ventures Coordinator. Parents may review our program plan in the
Parent Handbook, located online and on site at EarlyVentures. The program plan will be annually
evaluated in writing by a staff person qualified as teacher status under DHS guidelines. Daily
schedules and descriptions of developmentally appropriate activities can be found in each
EarlyVentures classroom.

Enrollment Policy

EarlyVentures Learning Center is licensed to care for 88 children. The center is licensed for 14 infants
and a combination of 74 toddler/preschoolers. Enrollment cannot exceed 28 toddlers or 60
preschoolers.

An infant is a child at least 6 weeks old but less than 16 months, a toddler is a child at least 16 months
but less than 33 months, and a preschooler is a child who is at least 33 months old but has not yet
attended the first day of kindergarten.

Days and Hours of Operation

EarlyVentures Learning Center operates 51 weeks per year, Monday through Friday. The center is
open daily from 6:30 AM to 6:00 PM. EarlyVentures is CLOSED on the following days:

Labor Da?y. New Year’s Day

Thanksgiving Day Memorial Day

Friday after Thanksgiving July 4™

Chrfstmas Eve At least 2 days before the start of the summer session
Christmas Day One week before the start of the fall session

New Year’s Eve



EarlyVentures Learning Center reserves the right to close on days preceding or following these
holidays. Decisions regarding operation on release days will be made based upon a minimum child
enrollment and school district policies.

Program Options

The childcare center is licensed by the Minnesota Department of Human Services to care for children
ages 6 weeks to the first day of kindergarten. It is staffed by a combination of site leaders, teachers,

assistant teachers, and aides to meet required staff/children ratios at all times. The center offers five
separate classrooms to meet the diverse needs of EarlyVentures children.

INFANT: (Ages 6 weeks to 15 months) A loving atmosphere where intellectual and physical
development are stimulated with music, literacy, language, muscle development, and exploration of
the environment using age-appropriate equipment. A staff ratio of at least one adult to four children
is maintained.

TODDLER: (Ages 16 months to 35 months) The curriculum is designed to cover areas of physical
activities, language arts, creative thinking, socialization, communication, and self-sufficiency skills
with emphasis on exploration and discovery. A staff ratio of at least one adult to seven children is
maintained.

PRESCHOOL: (Ages 36 months until the first day of kindergarten) Opportunities are provided for
large muscle activities, dramatic play, community exploration, and socialization as well as the above
named activities. A staff ratio of at least one adult to ten children is maintained.

RATIOS

EarlyVentures follows the Department of Human Services Child Care Center Rule 3 guidelines for
staff to student ratios.

Infants will never exceed a 1:4 ratio

Toddlers will never exceed a 1:7 ratio

Preschoolers will never exceed a 1:10 ratio

FINANCIAL POLICIES AND PROCEDURES
Fees

EarlyVentures is a non-profit program operating on revenue collected from tuition. This program is
not funded from the ISD #659 general fund. Parents must contract with EarlyVentures Learning
Center for services needed and follow a weekly or monthly payment schedule. We reserve the right
to drop a child from the program when payment is delinquent. Families will also be responsible for
any and all additional collection fees accumulated while recovering monies on delinquent accounts.
The rates vary depending on age and schedule options.




Registration Fee

There is a non-refundable registration fee which must be submitted at the time of initial enrollment.
The fees help defray the cost of processing enrollment forms and immunization records, and most
importantly, they help with the center’s supplies.

Payment

Payment of your childcare account must be made in full by the end of each month. EarlyVentures
strongly encourages all families to consistently check their accounts online. Paper statements will
only be mailed one time per year unless otherwise requested in writing to the Ventures main office.
Co-payments for families on child care assistance are due bi-monthly on the 1st and 15th of each
month. Parents on childcare assistance will be responsible for any and all costs not covered by
county assistance.

ABSENCE
Please notify EarlyVentures if your child will be absent for any reason. Parents will be billed for all

scheduled days. Please remember, if your child is at EarlyVentures, they will need to be well enough
to participate in all activities, including outdoor play.

CHANGE OF SCHEDULES

A permanent change of schedule requires a one month written notice and a $50 change of schedule
fee will be charged to your account.

ARRIVAL & DEPARTURE

Parents must sign their child(ren) in each day upon arrival in order to transfer responsibility of care
from the parent to authorized EarlyVentures staff. Once the child is signed in, parents may bring the
child to the group, allowing for EarlyVentures staff to facilitate the parent’s departure.

Upon departure, parents must sign the child(ren) out and let the EarlyVentures staff know that he or
she is leaving. Once the child is signed out, he or she is no longer the responsibility of EarlyVentures

staff. All children must be picked up by 6:00 p.m.

If you will be late, you MUST notify EarlyVentures. Parents will be charged $1 for every minute late
according to the classroom’s clock. Multiple late pick-ups can result in termination of care.

All parents and legal guardians are allowed access to their child any time while in the care of EV.
Late Pick-Up

EarlyVentures closes promptly at 6:00 p.m. as staff’s day end at this time as well. All children MUST
be picked up by 6:00 p.m. If you will be late, you MUST notify EarlyVentures. Parents will be charged



$1 for every minute late according to the classroom’s clock. (If you receive childcare assistance, you
will be personally responsible for this charge.) Every attempt will be made to contact parents and
authorized persons. 911 will be notified at 6:30 p.m. if a child remains at the center. Multiple late pick-
ups can result in termination of care.

EMERGENCY CLOSING PROCEDURES

Emergency Closing or Early School Dismissal

e If schoolis closed for the day because of severe weather, EarlyVentures will be closed that
day.

e If school has a delayed starting time, EarlyVentures will have a two-hour late start time of
8:30 a.m.

e If schoolis dismissed early, EarlyVentures will close at 2:30 p.m.

Notification Online Alerts
= Kare TV (Channel 11) = Kare 11 School Alert- On this site, you can
=  KMSPTV(Channel9) sign up for email alerts indicating when
= KSTPTV(Channel 5) your district is closed.
=  WCCO TV (Channel 4) = KMSP (Fox 9 News)- School Closings
=  WCCO Radio (830 AM) = KSTP 5- School Alerts

e (reditis not given towards Ventures programs for days or time missed due to emergency
closings.

WITHDRAWAL FROM PROGRAM

Once registration forms are received, EarlyVentures requires a one month notice for all withdrawals
as your spot has been secured and staff have been put into place. This one month notice must be
written and signed by a parent/guardian. If there is no notification, a one month change will
automatically be assessed. These costs will appear on the final bill.

PARENT INFORMATION

Important parent communication will be sent via email, Seesaw, or as a hard copy that can be found
in your child’s cubby. There may also occasionally be signs or posters advertising upcoming early
childhood or family events. Please make sure to check cubbies daily.

RELEASE OF CHILDREN

Children will be released only to their parent/guardian or to the authorized pick-up indicated on your
emergency card or registration form. Staff will ask for picture I.D. from persons not familiar to them.



If anyone other than the authorized persons will be picking up your child, you must turn in a signed
and dated note to staff PRIOR to the scheduled pick-up time.

ENROLLMENT FORMS

EarlyVentures must have the following forms on file for each child:

1. EarlyVentures Contract for Services

2. Emergency Card

3. Immunization Record

4. Health Care Summary (completed by your child’s doctor)

5. Infant Dietary Instructions (if applicable)

6. Health Updates

*Children may not attend EarlyVentures until all forms are completed and up-to-date.

It is the family’s responsibility to keep us informed of changes in your child’s file. (i.e. changes in

employment, phone number, address, authorized contacts, etc.) Please submit these changes in
writing.

CONFERENCES AND TOURS

Parents may request a conference or tour with either the Ventures coordinator or the site leader
before their child is enrolled in the center. The conference will help familiarize families with the
program, EarlyVentures policies and procedures, and the center’s space, including their child’s
classroom. Staff will also ensure that the family’s paperwork is complete and up-to-date as well as
answer any questions.

Conferences on a child's progress in the program will be offered to the parent twice per school year.
A written assessment will be provided that will report on a child’s academic, physical, social, and
emotional development. These conferences may be done via phone if it is more convenient for the
family.

OUTSIDE CHILD CARE SERVICES
While EarlyVentures cannot prohibit employees from providing child care services outside our typical

program and hours, it is strongly discouraged. EarlyVentures will not be responsible for any acts or
omissions of an EarlyVentures employee should they provide families with outside services.

BIRTHDAYS
Due to district policy, we are not able to celebrate birthdays with a sweet treat (cookies, cupcakes,
donuts, etc.) Families are more than welcome to provide a treat that is not food related (stickers,

pencils, etc.), but it is certainly not necessary.

Children will be recognized and celebrated in their classroom when it is their birthday through items
and rituals that do not involve food.



In order to be fair to all children, we request parents handle party invitations outside of the program.
It is NOT EarlyVenture’s staff responsibility to hand out invitations.

INSURANCE

EarlyVentures Learning Center is insured through the ISD #659 insurance carrier. The center does not

operate any vehicles for the transportation of children. Staff are not authorized to transport children
in their personal vehicles under any circumstances.

CHILDREN'S ATTIRE

Children should be adequately dressed for indoor and outdoor activities EVERY day. Winter outdoor
play will require jacket, snow pants, boots, hat, and mittens or gloves. All belongings should be
labeled with the child's name. A lost and found is available within the childcare center for parents to
check periodically. EarlyVentures Learning Center will not be responsible for lost or missing items.

An extra set of clothing should be sent with children or left at the center. All items children bring
should be clearly labeled with the child's name and left in the child's cubby. Dirty clothes will be sent
home each day. When extra clothes or winter outdoor clothes are needed and are not available,
parents will be notified and required to bring them.

All children in diapers will be checked each hour and changed as needed. Parents are required to
provide diapers and wipes for their child. Parents will be billed $1.00 per diaper change when diapers
have not been provided from home.

Please have shoes for your child at the center each day. No boots, stocking feet, slippers, flip-flops,

or bare feet in the classrooms.

HEALTH AND IMMUNIZATION

A medical record will be maintained for each enrolled child. A current health care summary, including
any known allergies or health concerns, and an immunization record must be on file for each child.
These forms must be completed and turned in to EarlyVentures BEFORE the child can attend. The
center will provide all necessary forms that must be signed by a physician. Children moving up to the
next classroom must have immunization records updated by their physician. Children under 24
months must have yearly exams.

ALLERGY PREVENTION AND RESPONSE

Before a child can attend EarlyVentures, parents must provide documentation of any known allergy.
EarlyVentures will maintain current information about the allergy in the child’s file and an ICCPP
(individualized child care program plan) will be developed. The ICCPP will include a description of the
allergy, specific triggers, avoidance techniques, symptoms of an allergic reaction, and procedures for
responding to an allergic reaction, including medication, dosages, and a doctor’s contact
information. EarlyVentures staff will review ICCPPs at least annually or following any changes made



to allergy-related information in a child’s file or on their ICCPP. Documentation of staff review will be
kept on site at EarlyVentures.

Children’s allergy information will be readily available at all times including when on site and when on
field trips. Allergy information will also be readily available to all EarlyVentures staff in areas where
food is served.

EarlyVentures staff will contact a child’s parent or legal guardian as soon as possible in any instance

of exposure or allergic reaction that requires medication or medical intervention. EarlyVentures will
call emergency medical services when epinephrine is administered to a child during care.

MEDICATION POLICY

Whenever a child requires oral or surface medication, including over the counter medications,
parents must fill out a written authorization form. A separate form is needed for each medication.
The form includes: child's name, name of drug, quantity to be dispensed, time to be dispensed,
doctor’s authorization, and any special handling needed. Medication must be in the original
container with legible information. Any container that does not meet these requirements will be
returned to the parents. The staff member who administers the medication will indicate the date and
time a medication was given, print their name, and sign the form. These records will be kept in the
child's file. Written authorization is required by parents for the administration of syrup of ipecac.

CHILD CARE CENTER HEALTH POLICY

Diapering Procedures: Each child must have their own supply of diapers. The center has extras only
for emergencies. The following is the diapering procedure that we follow:

e Put clean paper on the changing table.

* Wet 3 or 4 paper towels, if the parent has not supplied the child with diaper wipes.

* Wash the child's bottom, apply diaper product (if applicable), and apply a fresh diaper.

* Dispose of the diaper and paper in the diaper pail.

* Take the child to the sink and wash their hands and face with warm running water and soap.

e Dry the child.

* Staff must wash and dry their own hands after each child with warm running water and soap.

* Note on the chart: child's name, time of day, wet, dry or BM.

Toileting: Children must be fully potty trained and able to use a typical toilet independently by the
time they reach four years of age. Should a child that is four years or older have a poop accident,
parents will be called and asked to pick up their child. Should a child that is four years or older have a
pee accident, they will be asked to change in to their spare set of clothes. Soiled clothes will be put in
a plastic bag for parents to take home. Should children that are four years or older have more than
one accident in a day, parents will be called and asked to pick up their child. If a child continues to
have frequent accidents on a daily basis, EarlyVentures may terminate care until the child is
completely potty trained. Written warning will be given to parents before this action takes place.
Children may not move up to the Butterfly Room unless they are fully potty trained.
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Handling and Disposal of Bodily Fluids: Surfaces that come in contact with potential bodily fluids,
including blood and vomit, must be cleaned and disinfected according to MN Rules, part 9503.0005,
supart 11. Per guidelines, EarlyVentures will have disposable gloves, disposable bags, and eye
protection on site. Blood contaminated material must be disposed of in a plastic bag with a secure
tie and sharp items used for a child with special care needs must be disposed of in a “sharps
container.” The sharps container will be stored in the Longfellow nurse’s office, out of reach of
children.

Medical Conditions: Lesions, open wounds, potentially infectious sores, or skin conditions that may
discharge on a child’s body will need to remain covered while children attend EarlyVentures. This
policy is strongly enforced to protect others from the potential of exposure to bodily fluids.
EarlyVentures will change bandages or re-apply them as necessary. Parents may be required to
supply bandages or dressings that are needed.

Naps and Rest: A crib will be provided for all infants in which the center is licensed to provide care.
All cribs will conform to federal crib standards and EV staff will follow DHS regulations in adhering to
crib safety standards, including routine crib inspection requirements. All EarlyVentures staff will also
receive annual training in the reduction of risk of sudden unexpected infant death.

All cribs will have a firm mattress with a fitted sheet that is appropriate to the mattress size that fits
tightly on the mattress, and overlaps the underside of the mattress so it cannot be dislodged by
pulling the corner of the sheet with reasonable effort. Infants may only be placed in a crib with a
pacifier (optional) and inside a sleep sack (optional). Infants may only be swaddled in a sleep sack if
written consent from a parent has been received and the infant has not yet begun to roll over on its
own.

All infants will be placed on their backs for all naps. Parents that do not wish to have their child
placed on his or her back will need a signed physician approval form before EarlyVentures will
accommodate the request. EarlyVentures will also require parents to sign a waiver stating that ISD
#659 and its employees cannot be held liable. An infant who independently rolls onto its stomach
after being placed to sleep on its back may be allowed to remain sleeping on its stomach if the infant
is at least six months of age or EV has a signed statement from the parent indicating that the infant
regularly rolls over at home.

Should an infant fall asleep before being placed in a crib, EV will move the infant to a crib as soon as
is practicable. The infant will always be in sight of EV staff until being placed in a crib. Should an
infant fall asleep while being held, EV staff will consider the supervision needs of the other children in
the classroom when determining how long to hold the infant before placing the infant in a crib to
sleep. The sleeping infant will never be in a position where the airway may be blocked or with
anything covering the infant’s face.

Prior to toddler and preschool naptimes, each child will use the toilet or be diapered and hands will
be washed before going to the nap area. Small blankets and pillows may be brought from home and
laundered weekly or when soiled; no sleeping bags or bed pillows please. Adults will rock toddlers
and comfort other children (rubbing heads, backs, etc.) as needed. All cribs and cots will be placed so
there are clear aisles and unimpeded access for both adults and children on at least one side of each
piece of napping and resting equipment. After 30 minutes, all children that have rested quietly and




are awake may go into another area for quiet play. As children awake, they will join the others in the
play area.

Food storage: Milk and formula will be kept refrigerated at all times. As with other food, milk or
formula not consumed by the child during normal feeding times will be disposed of. At the next
feeding, fresh milk or formula will be offered. When parents bring bottles, they will be placed in the
refrigerator until feeding time. A separate bottle is required for each feeding time. All bottles and
infant food items must be labeled with the child’s name. Food supplements and medications will be
given to children only with a signed statement from the parent and the physician. Whenever a child
requires oral or surface medication, parents must fill out a written authorization form. Parents shall
provide the center with the child's diet plan, as recommended by their physician, and the eating
habits of their child.

MEALS AND SNACKS

The center will provide morning and afternoon snacks. Hot lunch is available when school is in
session and billed at the elementary school rate. Free and reduced lunches are available during the
school year for those who qualify. Free/reduced lunches are not available during the summer session.
A menu is available at the beginning of each month. These lunches are payable in advance and are
billed separately from tuition. Children that prefer cold lunches should bring a bag lunch clearly
labeled with their name. Pop and juice boxes will not be allowed in cold lunches as milk is required.
Milk will be available and will be billed separately. Foods that need to be microwaved will not be
allowed except in the infant room. Cold lunches must meet USDA requirements. Supplements will be
provided if necessary at a cost to the parent of $0.75 per item.

Northfield Public Schools Department of Nutrition Services is responsible for providing hot lunches
as EarlyVentures does not prepare food on site. Nutrition Services follows all procedures and
practices that are in compliance with the requirements for food and beverage establishments in
chapter 4626, which include: hand washing; maintaining hot and cold food temperatures at safe
levels; washing of food, utensils and equipment; and serving of food.

SICK CHILD/ABSENCE

Please notify EarlyVentures if your child is ill or will be absent. Parents will be billed for all scheduled
days. Please remember, if your child is at EarlyVentures, they will need to be well enough to
participate in all activities including outdoor play.

If children receive over the counter medication before they arrive at EarlyVentures, parents must
inform EarlyVentures staff. If a child becomes ill while at the center, staff will make arrangements
with the parent for pick-up of the child. Sick children will be isolated, but supervision will be
maintained at all times. A parent is required to inform the center within 24 hours if their child
contracts a contagious disease. EarlyVentures will post the information the same day that any
contagious disease is reported. The health department will be notified of any reportable disease or
illness.



A child with any of the following conditions or behaviors is considered a sick child and must be
isolated from other children at the center. The family will be called immediately and the sick child
will be isolated on their cot/crib until the parent can pick them up.

Conditions: A contagious illness or condition as specified in Minnesota Statute rule 3 part 4605,7040,
or:

1. A child with chicken pox, until the lesions are crusted over.

2. A child who has had 3 loose stools since admission that day.

3. A child who has vomited since admission that day.

4. Any bacterial infection that has not completed 24 hours of antimicrobial therapy.

5. A child who has ringworm or scabies that is not treated.

6. A child who has lice that has not been treated or any nits remaining in the hair.

7. A child who has a 100 degree temperature or higher.

8. A child who has an undiagnosed rash or sore, discharging ears or eyes, or discharging lesions on
their body.

Children must be fever, diarrhea, and vomit-free for 24 hours before they can return to
EarlyVentures. Sick children will be supervised at all times.

EMERGENCY AND ACCIDENT PROCEDURE POLICY

1. Administering First Aid: All staff members will be trained in Red Cross First Aid and infant and child
CPR. In the event of an accident, a staff member will evaluate the accident and decide on the
appropriate course of action. Minor accidents such as scraped knees, etc. will be washed with warm
water and soap. A bandage will be applied. Parents will be informed of any such incidents upon pick-
up. Accident reports will be filed any time it is necessary to call parents or if the incident requires
treatment by a physician. A report must be filed with the Commissioner within 24 hours of any injury
requiring medical care.

2. Accident Prevention Procedures:
A. Injury: Equipment will be kept in good repair. All sharp items such as scissors and knives
will be kept out of the reach of children. Blunt end scissors will be used by children.

B. Burns and Electrical Shock: All outlets not in use will be covered. Cords that are being
used will be placed in outlets out of the reach of children. Use of electrical equipment in
the children’s play area will be kept to a minimum. Items that produce heat will not be
allowed in the children's play areas. Water at the faucets will not be more than 120
degrees to prevent scalding. Flammable items such as gas or lighter fluid will not be
stored at the center. Storage areas will be kept free of combustible material and trash.
Furnishings will not be highly flammable.

C. Poisoning: All medication and toxic substances, such as household cleaners will be
placed in/on shelves out of reach of children. All staff will be instructed on items that are
toxic and on the proper storage of such items. Staff will know procedures for accessing
the poison control center.

D. Aspiration or Choking: Food items will be chosen carefully and foods difficult for
children to chew or eat will not be served. Toys will also be chosen for the appropriate age
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levels. Small and easily broken toys, balloons, and toys with loose parts will not be
allowed. All staff will be trained in CPR.

E. Suffocation: Plastic bags and other materials that could cause suffocation will be kept
out of the reach of children. The area will be checked regularly for items that may cause
suffocation and these items will be immediately removed.

F. Traffic and Pedestrian Accidents: Corridors will be kept clear for easy exits and traffic
patterns. Floors will be safely carpeted or tiled and the center will have adequate lighting.

EarlyVentures staff will conduct a daily inspection of potential hazards in the center and
on the outdoor activity area.

3. Fire Prevention and Procedure:
A. Fire Evacuation Plan: The fire evacuation routes are posted in each room. They are
located next to the doors and show the closest outside exit as well as secondary exits. The
center will conduct routine fire drills to be prepared for any fire that could occur.

B. Fire Drills: All staff and children will participate in routine fire drills. The fire evacuation
routes will be discussed and a record kept of all drills, indicating the date and time drills
were practiced. A procedure to account for all children will be part of each drill. Staff will
be trained to know who is responsible for which areas and the phone number of the local
fire department.

C. Procedure in the Event of a Fire: Staff will know the location and proper use of a fire
extinguisher and how to close off the fire area. All staff will participate in fire drills to
provide proper training in how to carry out fire procedures.

4. Natural Disasters:
A. Tornadoes: In the event of a tornado, staff will gather all children together and go to the
designated tornado safety area. All children will be instructed to remain seated until danger
has passed. The center will maintain a log of the dates and times of monthly tornado drills
from April to September.

B. Blizzard: In the event that parents are delayed in picking up their children, the center will
remain open to care for the children until the parents arrive. EarlyVentures will follow ISD
#659 school closing policies.

C. Other Natural Disaster: In the event that there is a natural disaster, EarlyVentures will
follow ISD #659 policies and procedures.

5. Missing Child: When staff are unable to locate a child, all children will be asked to sit in one room.
A check by all available staff will be made of the center and surrounding area. If the child is not

located, the person in charge will notify the Northfield Police Department and the child's parents.

6. Release of Children: Children will be released only to their parents or persons authorized on the
emergency card. No one other than the authorized person will be allowed to pick up children from
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the center. If an unauthorized person attempts to pick up a child, parents will be notified, and if
necessary, 911 will be called.

7. Incapacitation or Suspected Abuse: In the event a person who is incapacitated or suspected of
abuse attempts to pick up a child, the caregiver is directed to release the child only to those persons
who are authorized. If the caregiver suspects an authorized person of being incapacitated or a
suspected abuser, the child must still be released. The caregiver is then mandated to report the
suspected neglect or abuse to the Northfield Police Department and/or the Rice County Human
Services Department.

8. Abandoned Child: If a child is still at the center after the regular closing time, the staff person will
contact the parents. If the parents cannot be reached, the staff will contact all other people listed on
the child's emergency card to pick up the child. The center will remain open until the child is picked
up. If a child remains at the center at 6:30 p.m., 911 will be notified.

9. Source of Emergency Medical Care: Northfield Hospital

10. Accident Reports: A log will be kept of all accidents that occur at the center. The written record
must contain the name and age of the person involved; date and place of the accident; injury or
incident; type of injury; action taken by staff; and to whom the accident, injury or incident was
reported. This log will be reviewed at least semi-annually and steps will be taken to prevent accidents
from re-occurring.

Should a serious injury or death occur while a child is in EV’s care, EV staff are required to report the

incident within 24 hours of being notified of the incident. The report will be submitted electronically
to DHS on the Child Care Center Serious Injury and Death Reporting Form.

EMERGENCY PREPAREDNESS

EarlyVentures has a written emergency preparedness plan using the Child Care Emergency Plan form
developed by the commissioner. This plan includes: procedures for an evacuation, relocation, shelter-
in-place, and lockdown; a designated relocation site and evacuation route; procedures for notifying a
child’s parent or legal guardian of the evacuation, relocation, shelter-in-place, and lockdown,
including procedures for reunification with families; accommodations for a child with a disability or a
chronic medical condition; procedures for storing a child’s medical necessary medicine that facilitates
easy removal during an evacuation or relocation; procedures for continuing operations in the period
during and after a crisis; and procedures for communicating with local emergency management
officials, law enforcement officials, or other appropriate state or local authorities.

PERMISSION SLIPS

Field trips will be announced in advance and parents will be asked to sign permission slips for any trip
taken by the center that would require transportation. Parents will be asked to sign a blanket
permission slip for trips that are within walking distance from the center, i.e. parks, library or local
businesses. Students training in the fields of childcare and education occasionally visit EarlyVentures
for observation, practicum, or student teaching. Parents will be asked to sign permission forms
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before their child participates in any formal observation. Parents will also be asked to sign a form
before their child's picture is used for publicity.

SECONDARY PARKS

Our secondary parks are Odd Fellows Park, Way Park, and Cherry Park. Parks are within walking
distance of Longfellow school.

PROGRAM QUALIFICATIONS

e Children that are four years old and older are expected to be toilet trained and to be able to
use a typical toilet independently.

e Children must be able to independently participate in developmentally appropriate group
settings with similar age peers.

e Children must be able to independently follow simple directions appropriate to the child’s
age.

e Children must have the ability to play and work cooperatively with similar age peers without
adult facilitation.

e Appropriate to the child’s age, children must be able to safely and successfully transition
from one activity to another.

e Children must be able to be successful in a group setting that is consistent with the
Department of Human Services staff to student ratios for child care.

e Appropriate to the child’s age, children must be able to independently participate in the
general education curriculum.

SERVICES TO CHILDREN WITH SPECIAL NEEDS

EarlyVentures is not designed to provide long-term 1:1 assistance for children. If a child receives 1:1
student support in the classroom, or has a behavior plan developed, EarlyVentures must have a
meeting with the family prior to the start date in order to determine the appropriate level of support
needed to help the child be successful. Information regarding a student’s needs will not be used to
prohibit a child’s enrollment in EarlyVentures, unless it is determined they will need significant
assistance beyond our program’s capabilities.

Rationale: As a public institution, Northfield Public School’s Community Services Division strives to
provide equal access and opportunity for all people. However, since programs offered through
Community Services are fee based, our program is equally obligated to provide affordable services
for the broadest possible spectrum of the population. Unlimited access for children with special
needs would significantly increase costs and could result in the complete elimination of multiple
programs. Limiting access to only those children who can be included with no additional support,
though, is clearly not in keeping with our mission as a public agency. Accordingly, this policy has been
developed after reviewing case law regarding program access of a community service for disabled
individuals under the rehabilitation act. The purpose of the policy is to provide maximum access for
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children with special needs while preserving the affordable nature of the program for the public at
large.

Pre-enrollment Conference and Release of Information: Parents of a child with special needs who
wish to enroll the child in EarlyVentures are asked to contact the Ventures Coordinator. A pre-
enrollment conference will be held to discuss the nature of the special need and the extent of
support services which are needed. At this conference, parents will be informed of the Community
Services policy of consulting with school staff and examining student files if the child is enrolled in
the Northfield Public Schools. If the child is not enrolled in programs provided by the Northfield
School District, parents will be asked to sign a release of information for other agencies/schools that
are currently providing services for the child. These releases are not mandatory in order for services
to be provided, but will result in a more complete individual service plan.

Provision of Additional Financial Resources: If it is determined that additional financial resources are
necessary in order to make the program accessible and beneficial, the following procedures will be
used.
1. Modifications which are necessary to make facilities accessible will be undertaken by the
school district if they are economically feasible. These may include but are not limited to
bathroom grab bars, wrist operated sinks, etc. If these modifications are not feasible,
providing accessibility through use of mobility aides, etc. will be pursued. In these cases, the
provisions included in Item 2 will apply.

2. Iltems which are considered personal support services are the responsibility of the specific
program in which that particular child is involved, provided that they do not increase the cost
of the service by more than 5%. If the cost does exceed 5%, additional costs will be the
responsibility of the parent. Examples of personal support services may include, but are not
limited to, transportation, mobility aides, behavior management aides, and/or nursing
services for children that are medically fragile or have multiple handicaps.

3. Should it be necessary for parents to seek financial assistance to cover increased costs,
EarlyVentures staff will be available to assist them in locating possible sources of help
through community agencies and organizations.

Implementing and Monitoring the Individual Service Plan: The coordinator of a particular program
in which the child is enrolled will be responsible for developing a service plan. This plan must be in
place within 1 week of the date on which the child began using the service, and a summary of the
plan will be reviewed with the parent and placed in the child's file. Site visits from special education
staff or staff of other agencies that provide service to the child will be arranged to obtain input and
suggestions. Consultation with classroom teachers will also be scheduled as appropriate. The
Ventures Coordinator is responsible for obtaining this information, including it in the child's plan, and
making sure that any staff members who work with the child are familiar with the contents of the
plan. All individual service plans must be reviewed and approved in writing by the Ventures
Coordinator and the parent of the child. Modifications in the service plan will be made as necessary
with joint approval of parents and staff. Any changes in the plan will be documented in writing and
placed in the child's file. Any information concerning the child that is written in the staff log will be
shared with the parents in a timely manner.
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Policy on Behavior Management: Children who have been specified as special education students or
students whose behavior cannot be managed through the application of existing behavior guidance
policies that are in place for the various programs, will be considered special needs children for the
purpose of this policy. This definition will be applied whether behavior problems result from
temporary individual stresses, mental impairment, as a result of neglect or abuse, or as a result of
long term emotional and behavioral disorders. In cases when these behaviors are documented prior
to the enrollment of the child, the procedures used will be the same as those described previously
for serving children with special needs. If the problem surfaces after the child is enrolled, a
conference will be scheduled in accordance with existing behavior management policies. The
purpose of the conference will be the same as that of the pre-enrollment conference already
described. Timelines for the development and implementation of an individual service plan will also
be the same as those previously mentioned.

Termination of Services: If the staff determines that an individual behavior guidance plan is not
effective and no other options are available, it is possible that service will no longer be provided for
that child. Termination of services will be considered if the child constitutes a danger to other
participants, him/herself, if behavior is so disruptive that it prevents the accomplishment of overall
program goals, if the child cannot participate in a group setting with similar age peers, or if the child
consistently requires more staff attention than is allotted in licensing ratios. The decision to
terminate services will be the responsibility of the Ventures Coordinator.

BEHAVIOR GUIDANCE POLICIES

The center’s daily scheduling, curriculum plans, classroom arrangement, and staffing pattern are
designed to promote positive and enjoyable learning experiences, including respectful and trusting
relationships between adults and children. To provide for the safety of all children, as well as the
individual development of each child’s self-help and self-control skills, staff maintain daily routines
and provide appropriate limits for each group. These routines and limits are frequently discussed and
defined with the children. Consistency and knowing what to expect throughout the day helps
children develop a sense of trust and understanding of their environment and encourages self-
control. The goals of child guidance are to help children develop safe and appropriate ways of
interacting with others and with the environment and to develop internal self-control. Young
children learn by experimenting, testing limits, and experiencing logical consequences of their
behavior.

EarlyVentures operates on the premise that young children are never “bad.” Many discipline
problems arise from too much excitement or over stimulation, rather than direct disobedience.
Continual positive reinforcement will be used to encourage acceptable behavior. Staff work towards
changing behaviors using positive techniques. These techniques include, but are not limited to the
following:

1. Working with the children to develop rules that are stated at the children’s developmental
level.

2. Clarifying the consequences of not following rules before an incident occurs.

3. Having age-appropriate expectations for children.
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4. Allowing children time to practice following new rules and acceptable alternatives to
problem behavior in order to reduce conflict.

5. Reinforce desirable behavior by praising or rewarding the child. When the child realizes
that attention comes from appropriate behavior, that behavior is more likely to continue.

6. Provide immediate and directly related consequences for a child’s unacceptable behavior.
7. Ensure that each child is provided with a positive model of acceptable behavior.

8. Redirect children away from the problem toward a constructive activity in order to reduce
conflict.

9. Teaching children how to use acceptable alternatives to problem behavior in order to
reduce conflict.

10. Short breaks, which are noted and logged.
11. Protect the safety of children and staff persons.

Biting: Unfortunately, biting is a natural development stage that many children go through and it is
one of the most common and difficult behaviors in a child care setting. Biting can occur without
warning and it provokes a strong emotional response from all involved parties. Biting typically tends
to be a temporary stage, most common in children ages 13-24 months. Toddlers may bite for a
number of reasons as they are in the process of learning socially acceptable responses to their
environment and given situations. Toddlers often bite as a result of teething, frustration, over-
stimulation, impulsiveness, excitement, lack of self-control, attempting to get attention, lack of
verbal skills, or even hunger.

EarlyVentures staff work with all children to promote socially acceptable responses and behaviors.
Biting is addressed in all classrooms, but a consistent curriculum is used more specifically in the
toddler room. The curriculum includes a variety of age-appropriate books about biting and an
assortment of games that help children learn what teeth are used for and when teeth should not be
used. Group time often includes questions such as, “What do we put in our mouth?”, “What are our
teeth for?”, and “What can we eat?” as well as having children practice “using their words.” “No
Biting” pictures are also posted in the room.

EarlyVentures staff also complete an annual training called “When Biting Happens” to review helpful
tips on biting prevention as well as circumstances or situations that often provoke biting.

Should a biting incident occur at EarlyVentures, staff address the biter in a firm, matter-of-fact voice
(not angry or yelling) saying, “No biting. Biting Hurts! Teeth are for eating food.” Staff comment on
how the other child is feeling. “Look, is crying. S/He is crying because you bit him/her.
Biting hurts.” Staff may also have the biter comfort the other child by bringing them an ice pack. The
biter is redirected to another activity or separated from the group and placed on a break. The child
that has been bitten is comforted and the bitten area is washed with warm water and soap. An ice
pack is applied. The biter sees the sympathy and comfort towards the bitten child. An incident report
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is filled out by staff and logged in the incident binder. Families of both the biter and the bitten are
notified.

Should a child bite repetitively, staff will meet with the biter’s parents to create a biting plan of
action. Every biting occurrence, including attempted bites, will be charted and location, time,
participants, behaviors, staff present, and circumstances will be indicated. Staff and parents will look
for any patterns in the biting and both will consistently encourage the use of words to express
feelings and emotions. Biting plans will be tailored to the individual child and appropriate steps will
be implemented.

BEHAVIOR POLICIES

If staff’s attempts at discipline do not work and a child continues to exhibit persistent unacceptable
behavior, the following will occur in the EarlyVentures preschool classrooms:

1. Parents will be notified, informing them of the reason for referral, previous action by staff,
and the actions taken by the disciplinary personnel. Staff will continue to observe the child’s
unacceptable behavior and record incidents and staff responses.

2. When a child’s behavior is continually upsetting or dangerous to others or the staff, a
conference will be called with the parents. A behavior plan will be developed. The plan will
include specific details working towards eliminating the behavior problems. Suggestions may
include, but are not limited to, environmental changes, incentive programs, more direct
services and/or professional services, and referrals for behavior assessments.

3. If the problem is still not resolved, the following actions will occur:

Behavior Incident Reports: A Behavior Incident Report is completed when a serious
disciplinary action occurs. Behavior such as violent outbursts, willfully hurting other children,
throwing objects, inappropriate language, leaving the room/building/group, verbal or
physical abuse of the staff, not listening to staff or following directions, creating an unsafe
environment, or the inability to adjust to the program guidelines will be considered serious
disciplinary concerns. Charges will be assessed for behavior leaves resulting in 1, 3, and 5 days
off. Should a child receive a sixth Behavior Incident Report, charges will end with the last
date of service, and alternate care must be found immediately as the child will not be allowed
to return to the program.

1st Behavior Incident Report: Parents/guardians, site staff, and child will discuss the
behavior to resolve the situation. Parents/guardians will be informed that "should a
second Behavior Incident Report occur, a meeting will be scheduled to include the
parent/guardian, child, site staff, and Site Leader."

2nd Behavior Incident Report: Parents/guardians will be contacted for a meeting to
include the parent/guardian, child, site staff, and Site Leader. The process continues
should a parent/guardian refuse to attend a meeting. Parents/guardians will receive a
written warning that "should a third Behavior Incident Report occur, the child will
need to take a one day leave of absence from the program."
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3rd Behavior Incident Report: Parents/guardians will be notified by telephone orin
person that the child will need to take a one-day leave of absence from the program
on the next scheduled day. (Fees will be charged during this absence.)
Parents/guardians will receive a written warning that "should a fourth Behavior
Incident Report occur, the child will need to take a three-day leave of absence from
the program."

4th Behavior Incident Report: Parents/guardians will be notified by telephone orin
person that the child will need to take a three-day leave of absence from the program
beginning with the next scheduled day. (Fees will be charged during this absence.)
Parents/guardians will receive a written warning that "should a fifth Behavior
Incident Report occur, the child will need to take a five-day leave of absence from the
program.”

5th Behavior Incident Report: Parents/guardians will be notified by telephone orin
person that the child will need to take a five-day leave of absence from the program
beginning with the next scheduled day. (Fees will be charged during this absence.)
Parents/guardians will receive a written warning that "should a sixth Behavior
Incident Report occur, the parent/guardian will be required to find alternate child
care immediately. The child will not be able to return to the program. Charges will
end with the date of the sixth Behavior Incident Report.

6th Behavior Incident Report: Parents/guardians will be notified by telephone orin
person that alternate care will be needed immediately, as the child will not be able to
return to the program. Charges will end with the date of the sixth Behavior Incident
Report.

EarlyVentures Prohibits the Subjection of a Child to Corporal Punishment: This includes, but is not
limited to, rough handling, shoving, hair pulling, ear pulling, shaking, slapping, kicking, biting,
pinching, hitting, or spanking.

EarlyVentures Prohibits the Subjection of a Child to Emotional Stress: This includes, but is not
limited to, name calling, ostracism, shaming, making derogatory remarks about a child or the child’s
family, and using language that threatens, humiliates, or frightens the child.

EarlyVentures also prohibits:

1. Punishment for lapses in toileting

2. Withholding food, light, warmth, clothing, or medical care as a punishment for

unacceptable behavior

3. The use of physical restraint other than to physically hold a child where containment is

necessary to protect a child or others from harm

4. The use of mechanical restraints, such as tying

5. No child may be separated from the group unless the following has occurred:
A. Less intrusive methods of guiding the child’s behavior have been tried and were
ineffective
B. The child’s behavior threatens the well-being of the child or other children in the
program
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A child who requires separation from the group must:
A. Remain within an unenclosed part of the classroom where the child can be
continuously seen and heard by a program staff person
B. The child’s return to the group must be contingent on the child’s stopping or
bringing under control the behavior that precipitated the separation.
C. The child must be returned to the group as soon as the behavior that precipitated
the separation abates or stops

Children between the ages of six weeks and 16 months must not be separated from
the group as a means of behavior guidance.

All separations from the group must be noted on a daily log that must include: the
child’s name, the staff person’s name, time, date, information indicating that less
intrusive methods were used to guide the child’s behavior, and how the child’s
behavior continued to threaten the well-being of the child or other children in care.

If a child is separated from the group three or more times in one day, the child’s
parent shall be notified and the parent notification shall be indicated on the daily log.
If a child is separated five or more times in one week, eight times or more in two
weeks, the procedures for Persistent Unacceptable Behavior must be followed.

A copy of the center's behavior guidance policy as defined by the State of Minnesota -
Department of Human Service, Division of Licensing, is on display at the center. A copy is also
available from the program coordinator at any time. The policy defines the general
requirements of behavior guidance, procedures for persistent unacceptable behavior and
actions that are prohibited by either staff or children.

PETS

EarlyVentures will inform parents and obtain signed permission before any pets are housed at the

center or any pets visit the center.

PARENT VISITS

Parents are welcome to visit the center at any time during the normal hours of operation. We

encourage family volunteers in our classrooms. Please speak with the site leader for further
information.

TELEPHONE NUMBER FOR DIVISION OF LICENSING

If you have questions, concerns, or complaints about your child's care, the telephone number of the
Department of Human Services - Division of Licensing is 651-431-2000.
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TOYS

EarlyVentures asks that all children leave their toys at home. Small, soft toys such as stuffed animals
are allowed during rest time for children in the toddler and preschool rooms or infants that are over
a year and sleeping on a cot. Musical or noise-making toys will not be allowed as they may disturb
others that are napping. Children may also bring a toy from home when there is a scheduled "show
and share" day. All other toys should be left at home or will be placed in the child's cubby to be taken
home at the end of the day. Toy weapons or toys that contain any weapons are not welcome at any
time. Our center is fully equipped with an adequate supply of age-appropriate toys for the children
and toys brought from home often create problems. EarlyVentures cannot be held responsible for
lost, broken, or missing items.

MANDATED REPORTING/MALTREATMENT OF MINORS (SEE ATTACHED DHS DOCUMENTS)

Children need a safe, nurturing environment that allows them to grow, learn, and feel loved by their
caretakers. In order to grow and learn, children’s minimum needs for good nutrition, shelter, medical
care, bathing, clean clothes, intellectual stimulation, appropriate discipline, love, a feeling of
importance, and a safe, non-violent home setting must be met. When these needs are not met, a
child cannot grow and learn as easily. If you are temporarily or permanently unable or unwilling to
meet your child’s minimal needs as just described, EarlyVentures staff is mandated by Minnesota
State Law to file a report with a county child protection agency. It then becomes the role of Child
Protection to work with your family to ensure that your child’s needs are being met. Should you have
difficulty in providing for your child’s emotional or physical needs, or safety, you are encouraged to
ask for help. Our staff will help you find a community resource that can offer assistance. Some 24-
hour community resources which can help you when you find that you are experiencing more stress
than you can handle, include:

Parents Anonymous 1-800-225-4073

Rice County Crisis Hotline 1-800-607-2330

Rice County Child Protection 1-507-332-6214

Rice County Crisis Nursery 1-507-332-6255

Department of Human Services, Division of Licensing Maltreatment Intake Line 651-431-6600
Department of Human Services, Division of Licensing 651-431-6500

EarlyVentures expresses a commitment to provide an environment that encourages every child’s
safe growth and learning. If you feel that our staff is not meeting your child’s needs, we encourage
you to talk with the site leader. Should you feel your child’s needs are consistently not being met, our
staff will work with you to identify your child’s needs and assist you in meeting them. As mandated
reporters, EarlyVentures staff are required to make a report if there is reason to believe that a child is
currently being neglected, abused, subjected to witnessing domestic abuse, or has been within the
past three years.

INTERNAL REVIEW

When an internal or external report of alleged or suspected maltreatment has been made,
EarlyVentures will complete an internal review within 30 calendar days and will take corrective
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action, if necessary, to protect the health and safety of children in care. The internal review will
include an evaluation of whether:
1. Related policies and procedures were followed;
The policies and procedures were adequate;
There is a need for additional staff training;
The reported event is similar to past events with the children or the services involved; and

Viop W

the children in care.

The internal review will be conducted by the Ventures Coordinator. If the Ventures Coordinator is
involved in the alleged or suspected maltreatment, the Director of Community Services will be
responsible for completing the internal review.

There is a need for corrective action by the license holder to protect the health and safety of

Based on the results of the internal review, EarlyVentures will develop, document, and implement a

corrective action plan designed to correct current lapses and prevent future lapses in performance
by individuals or EarlyVentures, if any.

NORTHFIELD SCHOOL BOARD POLICY REGARDING HARASSMENT AND VIOLENCE

Please see Northfield Public School’s district Policy 413 Harassment & Violence, the procedures, and

the reporting form: https://northfieldschools.org/about/school-board/policies/

STAFF POLICIES

1. Children are to be supervised at all time. Children are not to be left in a room or on the playgroun
alone, even for a few minutes. All ratios will always be met.

2. Staff members are to engage and interact with children, not isolate themselves or converse at
length with other staff members.

3. Discipline is to be dealt with in a positive manner. Talk to the child without raising your tone of
voice. Try to determine the child’s reason for the misbehavior. Consult the center's discipline policy

d

for further details and follow accordingly. If separation from the group is necessary, a written report

must be filed.

4. Children are expected to treat others with respect. They learn by example and their role model is

you.
5. The staff is expected to sit with the children during snack and meal times.

6. All employees will be hired for a six month probation period. Employees will be evaluated
following Northfield Public School’s evaluation process.

7. EarlyVentures childcare center does not discriminate in its hiring practices. E.O.E.
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8. Teachers and Assistant Teachers are required to have standard first aid and CPR training within 9o
days of the start of work.

9. In-service training equal to 2% of the total hours worked is required by the State of Minnesota in
order for a staff member to remain working.

10. ISD #659 is a smoke free district. Smoking is not allowed in any district building or on its grounds.

11. All records at the childcare center are to be kept confidential. This includes, but is not limited to:
children's records, personnel records, accident, and discipline reports. Staff will release records only
to those people who have access as required by law.

12. As per DHS rule 17 Part 9543.1020, subpart 14, drug and alcohol use is prohibited. Individuals,
subcontractors, and volunteers when directly responsible for children served by the program are
prohibited from abusing prescription medication or being under the influence of a controlled
substance or alcohol. This includes any level of use that impairs or could impair the person's ability to
provide care or services.

RISK REDUCTION PLAN

EarlyVentures has developed a Risk Reduction plan in order to comply with Minnesota Statutes,
section 245.66 subdivisions 2 and 3. Risk Reduction Plans are in place to assess risks among children
in our environment and ensure there are procedures, policies, and staff trainings in place for all risks
determined. The Risk Reduction Plans is available on site at EarlyVentures and will be reviewed
annually. All EarlyVentures staff will receive an orientation to the Risk Reduction plan prior to first
providing unsupervised direct contact services and will review it annually thereafter.
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Appendix A: Procedures for ALC Student’s Child(ren)Accessing EarlyVentures.

1. The ALC student’s child must be eligible for county support (Child Care Assistance Program
(CCAP)) to pay for the cost of Early Ventures. CCAP does not cover Early Ventures full daily
rate, thus the ALC will be responsible for covering all charges the county does not cover.

2. The ALC student has to be enrolled in, or have successfully completed, the parenting class
offered through the ALC. The class will be taught by a Community Services Parent Educator.

3. The ALC needs to notify Early Ventures no later than February 1st of how many summer and
school year INFANT slots the ALC would like to hold and pay for. A child can be considered
an infant and be enrolled in the infant room until they turn 19 months. Due to current
families, Early Ventures will not hold TODDLER slots.

4. |If a new toddler or preschool spot is needed for the ALC, Early Ventures will determine if
space is available after Early Ventures' current family registration (typically held in early-mid
February). If space is available for a new toddler or preschooler, the ALC will need to
determine if they want to commit and pay for the slot prior to Early Ventures' new family
registration (1st week of March). The ALC will be responsible for paying for this slot for the
duration of the school year or until EarlyVentures can fill the slot with a community
member.

5. If a current ALC student that has a child enrolled in Early Ventures is not graduating at the
end of the school year and will need an Early Ventures slot (in any room) the following year,
the ALC student will be treated as a current family and will need to follow all current family
registration guidelines.

6. If an ALC student is enrolled in Early Ventures' summer program, the ALC will be charged for
the entire summer, not just days the ALC is in session. This will also allow the ALC student

to access childcare in August or days the ALC is not in session.

7. The ALC will be charged all registration and snack fees for each ALC student’s child in Early
Ventures. Child Care Assistance typically does not cover these fees.

Updated: April 23, 2019
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Appendix B: EarlyVentures Emergency Preparedness Plan

Cleai romm

111 MY (Ui
HUMAN SERVICES Serrnu e e

Child Care Emergency Plan

Befors completing this set of forms, please read the Kzeping Kids Safe planning gulde that includes instructions an how to

complete these forms.
AP OST ANT: ¥ you are not able to complets this form oniing, dick Print Blank Form to print the fom and compiats ® byhand.
Print Blank Form

Providff Information

—_—

DATE

| o g 1
71222017 } 'Provider Information t

NG A

EarlyVentures at Longfellow Schoal

v R | arooce
201 Orchard Street Nocthfield MN | 55067
AONE IV DNDGOVY RO :

S507-645-1248 507 6451216

Shelter-in-Place/Lockdown Procedures
If we need to stay in the building due to an emergency, the following procedures will be followed

LOCATIN 1 W ELRLOING [LOCATON 2 BLADING
Within each classrocm. Close/lock classroom door, pull | Infant/Toddler Room; Close/lock classroom door, cover
shades, quletly sit kids away from windows or doors. | docr windows, quietly sit kids away from the door.




| MO DURES FOR S-6L TER--PLACRLOODO WM
| Deacde yoar peacedanst peto, WSt wOE, M.
| 1. Stay Put Lockdown ( threat 1s OUTSIDE of the building)

' - Building administrator will arder and announce “this 1s a stay put lockdown®
' - Bring people lnside (if cutside of the butlding) :

- If applicable, available staff (typically the bullding admiaistrator) presses the lockdowm button in the main office. This |

will call 911 timmediately, locks all outside doars, disables card readers for non admin staff, and closes fire doors in the
| halbway. A blue strobe light will turn an cutside of the main entrance and a horn will sound to notify visitors of a

Jockdown.

- Staff mowe all students In to classrooms and closes the docr. Clear hallways, restrooms, and other rooms that cannot be
| secured. ‘
' - Pull shades and keep students away from windows.

- Report all missing students to bullding administrator

- Control all movements, but continue dally operation

- Do not allow students out of the classroom until the bullding administrator or designee announces the "all clear”(Since |

EV's dally operaticn includes children moving from coe location to another, staff should still allow, but use extra

precaution. As ahways, staff should be with a child/children moving from one location to ancther.)
| * Ifa stay put lockdown happens during after schooloffice hours, use best judgment about parents picking up. If the
 threat Is not immediately cutside of the building, EV staff can moattor the door and let parents/designated pick ups in

 to pick up their child. Staff should also monitor children tn the ballways, abways making sure that children are within
site and sound when moving from ane location to another.

2. Duck and Cover Lockdown (threat is INSIDE of the building)

- Buillding administrator or designee announces “this Is a duck and cover Jockdown® ‘
- Immediately direct all students, staff, and visitors into the nearest classroom or secured space. Classes that are cutside |
| of the butlding should NOT enter the bullding. Move all classes that are cutside to the primary evacuation location (St
John's Lutheran Church)

- If applicable. avallable staff presses the Jockdown button in the main office. This will call 911, immediately locks all

| outside doors, disables card readers for non admin staff, and closes fire doors in the halhways. A blue strobe light will

| turn on outside the main entrance and a harn will sound to notify visttors of a Jockdown.

- Lock all classroom doors to prevent entry from the outside.

| - Move pecple away from windows and doors. Turn off Lights.

| - Instruct kids to remaln as silent and still as possible

' - Keep out of site

- Continue the duck and cover until a bullding administrator or designee announces the “all clear™. (This may be a police
aofficer).

- IGNORE all fire alarms, sprinkler system activation, class bells, etc.

' - DoNOT respond to anyane at the door until the "all clear” has been given

- Bullding administrator or designee will announce the “all clear” and give directions an how to procesd.
- *1t is important to remember that f a duck and cover Jockdown happens during the beginning or ends of the day, tisa |
time when families are picking up/dropping off. During a duck and cover, nobody should be allowed Infout of the ‘
| bullding or tn/out of a classroom. Even 1f you know the parent outside of the doar, do not let them in.

| ShetterinFlace/Lockdown for Children with Deabikies or Chronk Medicl Condtions:

| Ok aNy sDACIN CICAMISIANCES OF Procaclures Daaded for chilaven with AVSabATR S or hranvc madica! conditions.

- Accommodations will be put in place should children need specialized procedures for shelter-in-place/lockdown. All
| EV medications will be kept in the classroom’s emergency backpack that can be accessed during Jockdown and is the
| first item grabbed during an evacuation.

Notification

| ENERGENCY FEIPONCE RS WILL 55 MOTIRED Whith

Emergency responders will be nottfled when the Jockdown button is pressed or when the threat reaches Jevels 24,
| (Lewel 1 and 2 may just Involve the school resource office)
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MENTLLUADWIE MLL K ROTFED WIEN

Families will be notified when the threat reaches levels 24 ar when there is an incident that significantly alters the daly
schedule or daily operation of the program. |

Emergency Kit

Descibe e condant of your emagen(y KX whowil be e ponstie for i and whene Xwill Oe storad.

The primary EarlyVentures emergency kit will be kept In the Butterfly Room. At the time of the incident, the EV Site
Leader will be responsible for it. 1f the the Site Leader Is not available, any Ventures staff can be responsible for 1t

The emergency kit will contain the following:

| 1. Farst Aud Kt |
- Sterfle bandages and band aids {
- Sterfle compresses .
- Sclssors

- Disposable [ce Pack

- Thermometer

- Adhestve Tape

- Current first aid manual

2. Flashlight with spare batteries

3. Emergency plan fip chart

4 Currentclass roster, attendance, and/or sign in/out
5 Iisposable gloves

6. Notepad and pencils

Evacuation and Relocation Procedures

If we need to evacuate our site and relocate to ancther site, the following procedures will be followed

EVACUATION ROUTES/EXITS
Show Now you and tha chilaren id¥\agve from any room o the bufiaing.
Please see the maps following this document

EVACUATING INFANTS/ TCODLERS )
| Desciibe any ecka! CYQUMSTN Ces O pROCROTes N 60 1Or evaxusting ifands and toddars fom e budang ;:
Infants and toddlers may be placed in strollers, wagons, cribs, and/or carriers for a quicker and easter evacuation. 5

Evacuating Children with Dissbifties or Chronic Madical Conditions
| Descibe any Pecial CRQUMSTNCES OFPOCRILTES N2 00T 1O EVaCUSTInG Chiran with AVsatiites or ranic machasi conditon s fom e
| batiang including procadures for Stoang o Child’s madcally N eCESS 07y Madk.
| Accommodations will be put in place should children need specialized procedures for evacuation. All EV medications
will be kept in the classroom's emergency backpack that can be accessed during Jockdown and is the first #tem grabbed
during an evacuation.

Notification
DNERGENCY REPOMOGRS WL 56 MOTIFED WHEN
The school resource officer will generally be notified If the threat 1s Level 1. At Level 2, the school resource office may

request assistance from the palice department. Level 3 requires a moderate response from the police departmentand |
Level 4 dictates an Intense response by local law enforcement. g

i
MAENTLCUA DA IE WLL K ROTFEDWIEN i

Families will be notified when the threat reaches levels 2-4 or when there Is an incident that significantly alters the dafly
schedule or daily operation of the program.

Emergency Kit
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| Descibe e cantant of your emagen gy X whowi be mponsiie for X and whene £ will 02 storad.
The primary EarlyVentures emergency kit will be kept In the Butterfly Room. At the time of the incident, the EV Site
Leader will be respansible foc it. 1f the the Site Leader Is not available, any Ventures staff can be responsible for 1t.

The emergency kit will contain the following:

1. First Aid Kit

- Sterile bandages and band aids
- Sterfle compresses

- Scissors

- Disposable Ice Pack

- Thermometer

- Adhestve Tape

- Current first aid manual

2. Flashlight with spare batteries
3 Emergency plan flip chart

4 Currentclass roster, attendance, and/or sign in/out
5. Disposable gloves

6. Notepad and pencils

Relocation - Location 1

PG NN
St. John's Lutheran Church

FEA SOME) YO VAU ATE TO LOCATION T
Threat 1s INSIDE LF and evacuation has been called

S003rd SLW.

ary WT | arooce
Northfleld MN | 55057

AONE WIVER
507-645-4429

TRANGPCETATION TO LOCATION |
Walking feet

St. John's Is located across the playground/field from LF.

Relocation - Location 2

PAING NG
Narthfleld Middle Schoal

| BEATONE) TOSVACUAT TO LOCATION 2

Primary location is not avatlable

ACCRESS
2200 Divisicn St. 8.

ary [SATE | Drooce

Northfleld MN | 55057

AN WIVEEA
507-663-0650

TRANGPCETATION T'O LOCATION 1
| Benjamnin Bus

| OMERDSTALS

If the primary and secandary locations are unavallable, the building administrator and/or law enforcement will

communicate next steps.

Relocation - Location 3

PLIING NG
St. Olaf College, Buntrock Commons Primary and secondary locations are unavallable
ary SMTE | Drooce
1500 St. Olaf Ave Northfield | MN 55067
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| mONE MIVEER | NERGENCY RO
* 507-786-2222
| TRANGPCETATION TO LOCATION 3 i

Elﬂhethrmnemmltymd:(u_ tormado has destroyed the entire town), all three relocation sites may be ‘{
E unavaflable. Staff should wait for Lnstructions from a bullding administratar before evacuating. If the entire town has |
|

| been devastated, administrators will wark oo finding a secure relocation site In a safe area, perhaps in a nelghboring
| town.

Parent/Guardian and Child Reunification Procedures

If we need to evacuate, shelter-in-place, or when parents/guardians/guardians are unable to get to children, the

following procedures wil be followed to reunite children with parents/guardiars or designated contacts as soonas it
is safe.

Notification
‘ PAENTLGUA DA M WILL I NOTFED WIEN

| Families will be notifled when the threat reaches Jevels 2-4 or when there is an Incident/threat that signficantly alters the |

| datly schedule or dally operation of the program. Any time children need to be relocated, families will obviously be
| notified

| PAIENTGUARDE AM CONTACT INFORMATION WILL I MA BTAIMED | M TIES LOCATION i

| Emergency information for each student will be kept in the emergency kit. Informaticn can also be found through the |
; online registration system (site leaders have access). ‘

|
|

Release

Children will only be released to parents/guardians or other individuals isted on the child's form (with proper identification)
,fannmunlwrmncm ‘
| Children will be kept Ln a safe, secure space away from the threat and away from the location’s entry. Children will not |
herchsednnﬁ]uhﬂ’penmhnprmlylﬂdthepumﬂgnmhnplchngnp ’

Continuing Operations Procedures
In the period during and after a crisis, the following procedures will be followed regarding continuing operations.
Notification and Dedsion Making

The i ibw ing pecple wi | need 13 be notlled and be 3 pant afthe L -] DUENG 3 ot

Beeezy Barrett, Ventures Coordinatar, 307-645- 124.5 or 50166&3750 l‘
Erin Bafly, Community Services Director, 507 664-3652 :
Mary Grace Hanson, Longfellow Buflding Administratar, 5076453436

Matt Hillman, Superintendent, 507-663-0629

The t ow PG Eete wil need 13 b¢ nclled ancd be 3Rt 11the JectEn kg Jurdrg NTeRacen
Beeezy Barrett, Ventures Coordinatar, S07-645- 1245 or 507-664-3750

Ertn Bafly, Community Services Director, 507 664-3652 ‘
Mary Grace Hanson, Longfellow Buflding Administratar, 507-645-3436

Matt Hillman, Superintendent, 507-663-0629

e

| Follow plans to the best of your ability but also use common sense! ‘

Page Sat1d DHE-MNIASNG 17
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Provider Emergency Contact Information

 RCACG NS FROVITER 7 HCAR HAVEER

' EartyVentures Learning Center 507-645-1216

| FCADG ACORETE any SATE | Jroooe
201 Orchard Street Northfleld 'MN | 55057

For Emergencies - Dial 911

Public Safety Agendes

CITY ¥ ppictiey COMTACT WAME

Northfleld Northfiel Palice Department

MOM-CMERGENTY W VEER | 24- HOUR SME BLINCY NLMEE S

507-645-4475 f
coumMTY CONTACT MAME
Rice Monte Nelson, Chief of Palice. monte nelson@cl northfield.mn.us
MCH-DNEBENTY WIVERR 24 HOLE INRENDY MINIR
507-663-9301

Utility Emergency Phone Numbers

| aEcTRC | COMPANY

CONTACT PERSON ‘ 24- RIS INRENCY MNIGR
Any Staff 800-895.1999

(=51 O WY

CONTACT PRRSON | M- HOLE DNERENCY MUNIGR
Any Staff 800-595.2999

WATSE OV ANY

Qty of Narthfleld

CONTACT PERSCM | 24-noLe NGOy u.mn%
Justin Wagner | 607.645.3083 ’

Page €113 CHSMIASMG 617
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General Emergency Resource Numbers

| POESOM CONTROL PHINE NUNGER:
| 800-222.1222
| 507645475
"POST-CREZS MENTAL MEALTH MOTUNE | PHOME NUNEER
| 320.253.5555
| Narthfield Fire Department; admin@unafrs.org | 507-366 8124
OnER TPHINE NUNEER
MAME OF INSLIRANCT AGENCY
| Narthfleld Insurance Agency
| INSURANCE CONTACT PEPSON | PHONE NUNEER
| Kevin Rogers | 507-645-8861

Licensing Information (If applicable)

DENESCIRTRCATON R UNGER
| 1042526
Licensedby:  [] sTATE & counry
Kimberly Sommers; kimberly d soonmers@state. mn.us LﬁSlUl-QSB

Child Care Assistance Program (CCAP) Information (If applicable)

CCAP PROVIDER ID

9711
| CCAP AGENCIES REGISTERED WITH CTAT AGRNCY PO NN IR,
: Rice County | 507-645-9576
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Child Emergency Contact Information

This form Is a resource for your emergency preparedness. You should collect each child's emergency contact information

and be prepared to take the contact iInformation with you in Lnstances of evacuation and/or relocation. This Is
Information that a parent or guardian can provide you.

| CHILD'S NAME | DATE OF SRTH |

%‘Phusulmhndmpqlnﬁmuthnﬁrqchchﬂdmthm

Parent/Guardian Contact Information

| PAENTICMEDI AN 1

nu: | RELATION -9 YO O-&D

| z

ADTeRSS ary | SR vavcm:

P-ONE WU VESR rm*lt FHDWE NAESR

'ul WOBCMAL WO A-ORE MNIR

%{nnmn.unm: ;

| MAME [ EIATION S 0O oaD

s ary [saw  arcoce |

i é

‘WDCII_I ALTEFMATE 7 HD W N_VEER : ‘

:ul WOREMAL ‘-)IH-D‘ L 1=

1

Emergency Contact Information (not a parent/guardian)

BNERCENCY CONTACT 1 (MOT A PARENT GLA IDWN

AN mﬂm”nw

; |

ary M ; araoee

R-ORE WIVESR ALTRRMATE 7 WD WS H_VEER
1

EMERCENCY CONTACT 2 (MOT A PARENT GLA IDWN ‘
|

g FELATION 549 70 G-LD [

ary ST DrCoé 1

z Name » 1
|

Pace B2f13 4 1A NG 617
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Non-Parent/Guardians Authorized to Pick up Child (with verification of
identification)
Authorized Person 1

RONE WIVESR ELAYNG# OO0

Authorized Person 2

RONE WIVESR ELAYNG® OO0

Authorized Person 3

ONE MUVEER EBLAY NG O OAD

Child's Medical Provider Information

| ANE |C1nac I
| |

ADCEESS |any SR 3rooce ‘
,

‘

: |

RONE WIVER ALTEEMATE 7HDME NAVGER 1
| |

|

Child's Dental Provider Information

AN cunc ;
AOCEESS any [sm | arcoce |
| ' 5
ARG WV ALTERMATE 7HOME MVEER ‘
l
Page Bat1l CHE- NI ASMG 617
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Identification of Hazards

This form Is provided as a resource for your emergency preparedness. [t allows you to identify the risk of certain hazards
occurring, the impact that a hazard could have if it did occur, and how you would continue operating during and after

the emergency.

Hazard

Risk of harm, potential impact at your site, and plan for continulng operations during and
after the emergency

Fire

Ventures practices at least 5 fire drills during the school year and 3 during the summer.
While threat of a fire is minimal, there is ahways the possibility. Damage would most likely
be minimal due to sprinkler systems and advanced technology Ln cur schools.

In the eventof a fire, notify the building administratorioffice o pull the fire alarm.
Evacuate students and staff to designated areas. (*Designated areas are at least 100 feet from
the butkding) Be aware of emergency responders. Keep students and staffa safe distance
from emergency responders and equipment. Follow the primary fire drill route whenever
possible. Follow the secondary route 1f the first is blocked or dangerous. Staff need to take
their emergency kit with an accurate attendance/sign out. If necessary, buflding
administrators may move staff and students to the secondary evacuation site. Staff and
students may not enter the buillding until fire and/or law enforcement deerns that it is safe.

If fire destroys EarlyVentures classrooms or the schoal as a whole, EarlyVentures would not
be able to continue to operate unless an alternate space was provided. The district would do
1ts best to find alternate space and rebulld a suitable replacement.

| Flood

EarlyVentures Is not in a flood prane zone. Thus, the potential of a flood 1s extremely
minimal.

Should the building flood due to a water main break, staff and students would evacuate the
bullding and go to the primary evacuation site. Shoukd the neighborhood become flooded,
students and staff would evacuate to the second or third evacmation site, depending on
which one was not flooded The third option, Buntrock Commons, sits on top of a large
hill. The possibility of this being flooded 1s next to impossible.

Should the school cootinue to be Inoperable due to flooding, the district would determine
the best alternative of where to hold school. Wherever classes were moved to, Ventures

would follow sult and would need space to operate. If damage to the school was minimal,
schoal and Ventures just may need to be closed until the building can be properly cleaned

Gas/Chemical Leaks

The risk of a gas or chemical leak & minimal, especially since Langfellow does not house
any science lab areas.

Should there be a gas/chemical leak Inside the school, students and staff will evacuate the
bullding Buikiing administrators and/cr fire officlals will determine If students and staff
need to be relocated to the primary evacuation site or secondary site. District custodtans
will shut off heating, cocling, and ventilation systems in contaminated areas to reduce the
spread of contamination.

If the leak Is cutside of the bullding in the neighborhood, fire officials or the bullding
administrator will determine If stodents need to evacuate and to which location they need
to evacuate. District custodians will consider closing cutside air intake.

Students and staff will walt until the "all clear” is given to re-enter the bullding, Should there
be damage to the building, the district will assess the needs of Ventures and determine if
other space options need to be Investigated. Ventures would close If the schoal was closed.

The risk of a hazardous material Jeak is minimal, especially since Longfellow does not house
any science lab areas.

Page

36

\
|
|
|
!

17



Should there be a hazardous leak inside the school, students and staff will evacuate the
bullding Builing administrators and/or fire officlals will determine If students and staff
need to be relocated to the primary evacuation site or secandary site. District custodians
will shut off heating, cocling, and ventilation systems in contaminated areas to reduce the
spread of contamination. District custodians will also seal off the area of the spilileak and
close doors.

If the leak Is outside the bullding in the nelghborhood. fire officlals o the butlding
administrator will determine If students need to evacuate and which Jocation to which they
need to evacuate. District custodians will consider closing outside air intake.

Students and staff will wait until the "all clear” is given to re-enter the bullding, Should there
be damage to the building, the district will assess the needs to Ventures. If school is closed,
Ventures will be closed. Ventures will do its best to operate wherever classes are moved to.

| High or Low Temperatures

Living in MN, the probabdlity of high and low temperatures Is guaranteed. EarlyVentures
follows the district’s policy an closing due to extreme weather. If school 1s closed for the
day, EarlyVentures is also closed for the day. If schoal has delayed start, EartyVentures will
also open two bhours late at 8:30 am. If school dismisses early, EarlyVentures will remain
open until 2:30 pm. Early Ventures staff will always remain on site until the last child has

been picked up.

EarlyVentures generally does not have outdoor recess if the alr temperature or wind chill &
below zero OR if the heat index exceeds one hundred degrees. EarlyVentures staff will use
common sense and base the amount of outside time oo weather.

EarlyVentures would not remain closed for an extended period due to extreme
temperatures.

‘ Infectious Diseases

In working with children, there is ahways the potential for a pandemic health crisis.

When absences for a particular fliness are twice the typical absence rate of the student
population within a building (ex. 4-5%), the building nurse will file the required MN
Schoal-based lliness Report with the Commissioner of Health. Students exhibiting flu-type
symptoms will be kept in a separate location from other health room users and parents/
guardians will be contacted immediately and asked to pick- up. These students willbe
required to wear surgical masks while an school property. The area/cot that the student
occupled will be cleaned using a disinfectant after each use.

The Director of Bufldings and Grounds will meet with the District School Nurse and Public
Health Nurse to determine if buildings should be cleaned differently and/or more often.

Upon nctification by the MN Diviston of Homeland Security and Emergency Management
Department of Education ar Public Health officials; or upon consultation with the schoal
board regarding a significant risk of spreading the lllness and/or lack of staffing to continue
the safe operation of the schools; the Superintendent, or Acting Superintendent, shall order
the schools closed during the duration of the outbreak. All non-essential staff will be sent
home for the duration of the schoal closure. District custodians will thoroughly clean all

bulldings.

Upon nctification by the Department of Education, Public Health or other governmental
agency that the pandemic crisis is under contral, the Superintendent ar Acting
Superintendent, shall order the schools reopened.

Ventures staffand bullding nurses will remain an helghtened alert, watching for signs of
sickness.

hage 11 13
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Nuclear Power There 1s not a nuclear power plant located within the county. A nuclear thereat is very
; minimal.
| Severs Winter Weather In MN, severe winter weather happens annually. Ventures fallows the district policy on
1 schoal closings due to severe winter weather. If the district Is closed for the day,
‘ EarlyVentures will also be closed. If school has a delayed start, Early Ventures will also have
a two hour delay and open at 8:30 am. [f the district closes early, EarlyVentures will close at
2:30 pm.

Ventures staff will remain on site until all children are picked up by a parent, guardian, or
emergency pickup. Ventures may remain closed until the dangerous weather has dissipated
and parking lots, sidewalks, etc are safe for staff and familles to use.

j Thunderstarm Thunderstorms happen on a regular basis through the months of about March/Apeil-

| October/November. Ventures staff will consistently monitor the weather and will not bring
children outside If there is lightening or thunder. If it is only a thunderstorm, staff will |
continue with regular Indoar activities. [If the thunderstoem turns severe or In to a tarnado |
warning, staff will follow the district’s severe weather/tormado policy. The caly time thata |
thunderstorm would greatly impact Ventures” ability to operate is If the starm caused major |
damage to the building (struck by lightening, trees through the windows, etc.) |
| Tarnado During the months of March-October, there Is the potential of tornadoes in MN. If the

: potential for severe weather Is forecasted, staff will continuously manitor the weather vlaa
weather radio, cnline news, radar, etc.

Should there be a severe weather warning, staff will being all children inside of the bullding,
close all windows, and review tornado drill procedures.

‘ Once a tornado warning is issued, a severe storm or tarnado has been spotted in the area.

; Staff will mowve all kids to the designated shelter (interior room., hallway without windows,

‘ etc). Staff will take accurate attendance/sign in, ensuring that they know how many and
which kids there have in their care. Staff will ensure that students are in "tuck” posttions.
Everyone remains in the shelter area until the warning expires ar emergency personnel have
Issued an allclear signal.

‘ Should Ventures rooms ar the building as a whole be destroyed or be inoperable, students
i and staff wil evacuate to the primary location. [If the primary Jocation & destroyed, staff will
wait to hear from rescue workers to determine the location to where they should evacuate.

If the school s destroyed, Ventures will need to remain closed until the district can
Investigate different space options for school and the program. Avatlable space will

ﬁ cbviously depend on how much of the town has been destroyed.

| Vialent Incidents The liklihood 1fa vialent Incident in an early childhood setting is much Jess likely than a

[ high schoal or middle school. Should there be any sart of incident, staff's priority Is

,‘ ensuring the safety of all students. This may mean gotng iato a Duck and Cover Jockdown.
‘ All staff should work as a team. Deal with the incident following district protocol as well as

Families should be notifled, following district palicy, If the Incident is severe or disrupts the
typical datly operation of the program.

Add secrion
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Assigned Responsibilities during an Emergency

This form 1s provided as a resource for your emergency preparedness. [t allows you to identify actions that need to
happen during an emergency and who Is responsible for taking those acticns. For each Item In the first column, Ideatify
the person or position respanstble, the required action, and under what circumstances that action should occur.

| Action | Perscn or Position Designated/Respoasibility/Location
? Example: Marlyss will take the chfldren to the safe room located in the basemment when the
| tormaddo sirem goes off.
Protecting the Children Ventures staff
Notifyin g Autharities Ventures Coordinator, Site Leader, andior Ventures staff
| Communicating with Superintendent, Directar of Community Services, Ventures Coordinator
Parents/guardians,

tage 1113
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EarlyVentures Emergency Plan
Northfield Public Schools Levels of Response

The Northfield Police Department and Northfield Public Schools identified four levels of response with examples to
assist in explaining who will respond and how/when notification will happen.

Level 1

e School personnel, including the School Resource Officer, handle all responses internally

Incident Example(s) Possible Responses
e  Suspicious person or vehicle in the vicinity e School Resource Officer (SRO) and school
e Bomb threat with no credibility administration handle the incident without
e Theft police assistance.
e Fights
Level 2

e  Minimum response by the District and local law enforcement

Incident Example(s)

Possible Responses

e  SRO requests assistance from the Police
Department

e  Public address announcement
e Letter home to parents
e No police response

Level 3

e  Moderate response by the District and local law enforcement.

Incident Example(s)

Possible Responses

Stranger in the building

Bomb threat with credibility

Police action in the vicinity of the school

campus (search warrant, search for fugitive)
e  Suspicious substance/package

e Public address announcements
e  Letter home to parents
e Inform Media

40




Level 4
e Intense response by the District and local law enforcement

Incident Example(s) Possible Responses
e  Child abduction e  Pubic address announcement
e Attempted child abduction e Letter home to parents
e Suicide in building e Tell Media
e Attempted suicide in building e May set up Joint Information Center within
e Shooter on the premises line of site of the school
e  Evacuation of the building
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Appendix C: Longfellow Floor Plan & Evacuation Routes

Primary Evacuation Site-

St. Johns Lutheran Church
500 37 St. W.

507-645-4429

(Across the playground field)

Secondary Evacuation Site-
Northfield Middle School
2200 Division St. S.
507-663-0650

(Use Benjamin Bus)
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Appendix D: Mandated Reporting

m DEPARTMENT OF o
HUMAN SERVICES
MALTREATMENT OF MINORS MANDATED REPORTING

This policy is for all providers licensed by the Minnesota Department of Human Services.

Who should report
® Any person may voluntarily report abuse or neglect.
® [f you work with children in a licensed facility, you are mandated (required) to report and cannot shift
the responsibility of reporting to your supervisor or to anyone else at your licensed facility. If you
| know or have reason to believe a child is being or has been neglected or physically or sexually abused
within the preceding three years you must immediately (within 214 hours) make a report to an outside
agency.
Where to report
8 [f you know or suspect that a child is in immediate danger, call 911.

B Reports concerning suspected abuse or neglect of children occurring in a licensed child foster care
or family child care facility should be made to county child protection services.
® Reports concerning suspected abuse or neglect of children occurring in all other facilities licensed
by the Minnesota Department of Human Services should be made to the Department of Human
Services, Licensing Division's Maltreatment Intake line at 651-431-6600.
® Reports regarding incidents of suspected abuse or neglect of children occurring
within a family or in the community should be made to |
the local county social services agency at 1-2V/-224-0:1% \
or local law enforcement at ¥1! . |
® [f your report does not involve possible abuse or neglect, but does involve possible violations of
Minnesota Statutes or Rules that govern the facility, you should call the Department of Human
Services Licensing Division at 651-431-6500.

What to report

® Definitions of maltreatment are contained in the Reporting of Maltreatment of Minors Act
(Minnesota Statutes, section 626.556) and should be attached to this policy.

® A report to any of the above agencies should contain enough information to identify the child
involved, any persons responsible for the abuse or neglect (if known), and the nature and extent of
the maltreatment and/or possible licensing violations. For reports concerning suspected abuse or
neglect occurring within a licensed facility, the report should include any actions taken by the facility
in response to the incident.

® An oral report of suspected abuse or neglect made to one of the above agencies by a mandated
reporter must be followed by a written report to the same agency within 72 hours, exclusive of
weekends and holidays.

Failure to report
® A mandated reporter who knows or has reason to believe a child is or has been neglected or
physically or sexually abused and fails to report is guilty of a misdemeanor.

® A mandated reporter who fails to report maltreatment that is found to be serious or recurring
maltreatment may be disqualified from employment in positions allowing direct contact with persons
receiving services from programs licensed by the Department of Human Services and by the
Minnesota Department of Health, and unlicensed Personal Care Provider Organizations.

Maltreatment Of Minors Mandated Reporting Policy
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Retaliation prohibited
® An employer of any mandated reporter shall not retaliate against the mandated reporter for reports
made in good faith or against a child who is the subject of the report.
® The Reporting of Maltreatment of Minors Act contains specific provisions regarding civil actions that
can be initiated by mandated reporters who believe that retaliation has occurred.

Internal review
® When the facility has reason to know that an internal or external report of alleged or suspected
maltreatment has been made, the facility must complete an internal review within 30 calendar days
and take corrective action, if necessary, to protect the health and safety of children in care.
® The internal review must include an evaluation of whether:

I.  related policies and procedures were followed;

Il. the policies and procedures were adequate;

lll. thereis a need for additional staff training;

IV. the reported event is similar to past events with the children or the services involved; and

V. there is a need for corrective action by the license holder to protect the health and safety of
children in care.

Primary and secondary person or position to ensure reviews completed

The internal review will be completed by Breezy Barrett. Ventures Coordinator . If this individual is
involved in the alleged or suspected maltreatment, Erin Bailey, Community Services Director il be
responsible for completing the internal review.

Documentation of internal review
The facility must document completion of the internal review and make internal reviews accessible to the
commissioner immediately upon the commissioner’s request.

Corrective action plan

Based on the results of the internal review, the license holder must develop, document, and implement
a corrective action plan designed to correct current lapses and prevent future lapses in performance by
individuals or the license holder, if any.

Staff training

The license holder must provide training to all staff related to the mandated reporting responsibilities
as specified in the Reporting of Maltreatment of Minors Act (Minnesota Statutes, section 626.556).
The license holder must document the provision of this training in individual personnel records, monitor
implementation by staff, and ensure that the policy is readily accessible to staff, as specified under
Minnesota Statutes, section 245A.04, subdivision 14.

Provide policy to parents
The mandated reporting policy must be provided to parents of all children at the time of enrollment in
the child care program and must be available upon request.

Maltreatment Of Minors M andated Reporting Policy
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Appendix E: Risk Reduction Plan

Minnesota Department of Human Services
Child Care Center Risk Reduction Plan

Program Name: EarlvVantures L2aminz Cantar

License =: 10423264-CCC

Child car= cantars must davalep a riskraduction plenthat idantifiss tha zanaral risks to childran sarvad
bw tha child cars cantar. The licenss holdarmust 2stablish spacific policias and procedurmes orrafar to
axisting policiss and procadures that minimizs idantifiad risks. train staff onthaprocadurss, and
annuallvraviawtha procaduras. [Mimnaesota Stattas, saction 243A 66. subdivision 2]

1. Physical Plant. Identifvspacificrisksto childran basad onan assessment ofths physical
plant wharalicansad sarvices araprovidad Theassessmant mmist inchad2an avaluation ofths
raquirad factors listad balow in colhummn 1. Writs sachidentified riskin column 2; insant
additional lins as nasdad In column 3, writ= spacific policies and proceduras vou have
davalopsd and implamanted to minimizz 2achrisk orin column4. rafarancs axisting policias
and procadures that minimiza sachrisk.

buildinz

[ Physical plant Identitiad risks Policiss and procaduras Existing policias and
factors dsvalopedand implamentedto | procaduras that minimiza
raquirad to be minimizs ths risks ths risks
assassad
Conditionand Tn addition to adhenng to DS |
dasisn of the | Locatad in four claszrooms in a licenzing zuidslines,
facility Northfiald Public School's EarvVanturss follows all

safsty and sacunity procaduras
32t forth by Northfiald Public
Schools as w2 ar= 2 district
prozram

Multipls district programs and
offices ar2 housad (n ths z:ams

Childran 2r2 supanvizad at all
timas  Childran 2r2 pever laft
alop= in 3 room of on the
playzround. Appropriats ratice
ar2 alwav: mat Classroom
doors ar2 closad whan the
group {8 in the classroom.
EarlvVanturss iz housad in a
sacure school building. Thers
13 a district smplovas starionsd
at the front door whan tha door
iz unlockad and 2ll wisitors
must chack in. EardvVanturss
familiss acces: the building
through 2 sacurs fingarprint
Ivitem.

school buildins.
Thres EardvVanturs:
clazzrooms ar= locatad
dowmstairz; Two claszrooms 22

locatad on the main lsval No
claszrooms ar2 locatad on the
zacond laval

Childran e superizad at all
timas and are never [=f slons
Appropriats ratios 22 alwavs
mst. Thar2 ar2 3ix 2xits out of
the school building Each
EadvVantuess classroom has

ons 2xit into 3 hallwsy with

Mencezon Degarmmesn: of Homs Senwces

Drmos of Licessmg
Cffice of Imspecsor General
Nevember 2012
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Minnesota Depariment of Human Services

23V 300233 10 an outside =it
on their floor laval.

Conditionand
dazim of tha
outdoor spacs

In tha front of the school, thers
iz 2 2rassv area and sidswalk
n2ar the road (Orchard St.)

In tha back of tha school, thers
13 3 partially anclosad
plavzround. It iz pantiallv
anclosad by 3 chain link fance.
Ther= i3 2 2zat2 in the fancs that
l2ads out of the plavzround and
down cemant stairs.

The part of ths plaveround that
iz not anclosad has a chain to
pravant wam childrsn not to 2o
into the parking lot that iz on
tha othar zid2.

Tha plavzround has asphalt 3
larzs zrassv area and 2 larzs
woodchip area Thaes a2 two
main plaveround structurss
appropriate for 2ardyv childhood
as wall as othar climbingz
structures and swings.

*Saspazas [53-15 and 28-2%4n
tha EardvVanturss Handbook
for 2 mor= datailad look at
axisting policias that mininue

Staff members will b2
informad of all rizks prasant
when takinz studants outdoos.
Childran will b2 supenisad at
all timas and appropriats ratios
alwavs mat. Childran will not
b2 allowad to plav near the
parking lot, zat2 or camant
stairs. Children will be
meonitorad and will only plav
on structurss appropriata for
thair 222 and devalopmantal
laval.

Eathrooms

EarvVenturss bathrooms are
locatad down ths hall from the
classrooms.

Staff will walk to the
bathrooms with the children
and children will b2 supanvizad
at all times. Appropriats ratios
will alwav: b2 mat. Plaass 322
pazas 13-15 and 28-29 in the
EarlyVentures handbook for
mor2 datails.

Fallinz off stools

All stool: will mast zafaty
standards and children will be
suparvizad while using them.

Water bums

Tha water tamperaturs will be
k=pt at an acceptabls
temperaturs for all children
and staff

Cma child will b2 allowad in 2

e
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Pinchad finzars bathroom stall at 2 tims.
Childr=n will not opan or hold
doors opan. Children will b2
supervizad at all timas
Clazninz suppliss and othar
Exposur2 to hazardous hazardous marsrizls will not e
matarizls storad in the bathroom.

Fallinz off the :mall stairz
l2ading to the sink in the
toddler room. (When kids are
washing thair hands aftar usinz
the potty chair or having thair

Stairz mast safsty standands and 2
staff mamber will alwavs be
prasant naxt to the st2irs whils
childran wash their hands

Accass to staff mambar: parsonal
balonzinzs:

Accass to food and bavarazas

Accasz to “teacher matenial:

Accas: to madications and
claaninz matenals

dizpar chanzad )
[ Phvsical plant Identitiad risks Procadurss davalopad and Existing policias and
factors implemeantad to minimizs ths | procadurss that minimizs
raquirad to bs risks tha risks
assassad
Storazs araas Pinchad Finzars Children will b2 supariisad at

all times Children will not be
allowad to open closs storazs
ar22 doors. Thar2 ar2 anumber
of cabinstz dezwars that have
child locks to pravent childran
from opaning closing them
and pinching their fingars.
$taff mambers parsonal
balonzinzs will be storad out
of reach of children orin a
clozad cabinst clozst. Thisz
includss 313 mambars
parzonal food of bevarazs
Other food and baveraze will
b2 kapt in 2 closad cabinst
inaccessible to childrsn
“Taacher matenialz will b2
k=pt in closad cabinats
closats. or out of r2ach of
children. All tovs ar= storad on
op=n shelving units. Tovs that
ar2 not in rotation ar2 stor=d in
3 differant room whare
children do not have access.
Madications and clasninz
materials ar2 storad out of
r2ach of children or in lockad
cabinets. See pases]3-13 and
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28-22 in the EV Handbook for
mor2 datails.

Accassibility
of madications
and claaninz
products

Poizoning

Chemical Bums

Sid= =ffact: from {nzastion

Sid= offacts from contact with
:h’n

Side 2ffactz from contact with
avas 2arz nos2 and throat

Chokinz

All madications and clasmninz
products are kapt out of r=ach
of childr=n or in lockad
cabinsts or dezwers. Childesn
ara alwayvs supenizad Staff
ar2 trzinad on how to cl2an
tables and othar itams to
protact children from chemical
r2zidus All cdesming products
2r2 appeovad by the Haslth
Consultant All madications
ar2 storad in the onizinal
child-proof containsrs and are
claarly labalad with 2ach
child’s nams Proper
paparwor i3 on fils for sach
child’s madication.
Pl2asa 322 pazas13-15 and 28-
29 in the EV Handbook for
mor2 datails.

Arzas that ars
ditficultto
supsarvisa

Bathroom Stalls

Only on= child at 3 tima will
b2 allow=d ix a bathroom stall
Childran ar2 supaniizad at all
timas in ths bathroom and
FODIOpTIalS atios 22
s

Walking in the hallways

Staff will alwavs superiis2
childran in the hallwav. Bafors
l2=vinz anv ares staff count
the number of childran in their
2roup, count ths zyoup a=ain
in the hallway, and count azam
upon amival of ther
dastination. If mor= than ons
staff membear {3 prasant. ons
staff l2ads the lin2 and the
othar iz at the and of the lins
Childran alwavs us2 “walking
f2=t” in the hallway

Plavzround structurss

Staff will position themaalves
to 322 all childran in their
zroup. [fnaceszany 3taff mav
“clos=” cartain plavezround
structuras 1o kasp childrenina
mors containad ares Staff
continuously count the number
of childran in their 2roup
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whil2 on the plaveround.

Cenain classroom arsas

EarlvVantures cdassrooms ars
32t up {n that thars a2 o
“plind” spots. The basics of
supanizion will always be
followad in that aach staff
mamber will position
thamsalves alwavs 1o 322 zll
children in their 2roup.

2. Environment. Idantifvspecificrisksto childran basad onan assessment ofths anvironmant
for 2ach facility. Th2 ass2ssment must induds an avaluation of tharaquirad factors listad
balow in column 1. Write sach idantifiad riskin cohmn 2 ; insart additional lines asns=dad
In column 3, writs spacific polici2s and proceduras vou havedavaloped and implemantad to
minimizs 2ach risk or in column4, rafarance axisting policiss and procedur=s that minimiza

2ach risk.

Environmantal Identitiad risks Policias and procaduras Existing policias and

factors devalopad and implamanted to | procadurss that minimiza
raquirad to ba minimiza ths risks tha risks

assassad

Tvpaot Anvtims childran 2r2 on the
sroundsand Sidswalks sumounding ths zidewalks thev will uss
r— building walking fast and will alwavs
surroundine b2 supanizsad Childran will
tha building SRS ShES RS e

sidswalks whan amtaning or
axiting tha building with thar
parant guardian of when
walking to 2 nearbv park A
staff mamber will always l2ad
the zroup and 3 staff member
will alwayvs b2 in the back of
the syoup's lins.

Parking lot connactad to the
playzround

The parkingz lot is of limit ©
children and iz onlv usad by
school personnsl and familiss
acceszinz Lonsfallow school
Ther= is 3 chain blocking off
the plavzround from the
pariing lot.

Woodchips on the plavzround

Childran ar2 superiizad at all
timas and 3taff position

themasalvas 1o 322 all childrsn
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in thair 2roup. Children muast
wazar shoas on the
plavzround. Childrsn are
tanzht that the woodchips
stav on the zround and that
thay a2 not to 20 in mouths.

Asphalt on plavzround

Childran ar2 supenqizad at all
timas. Children always waar
shoss outzids

Grassv ar=a on plaveround

Children ars alwayvs
supervizad Childrsn must
waar shoes 2t all times thev
ar= outdoors. Childrsn ars
taught that 2rass stavs on the
ground and doas pot 20 in
mouths.

Gata l2adinz out of the
plavzround

Th= zate near the plavzround

will ramain closad and lockad

during all times children are
prasant.

Staff ar2 wall informad of all
ths playzround and outsids
harzards Staff routinsly check
the plaveround and zrassv
ar23 for hazards. Should a
hazard b2 presant staff
follow the prascribad protoca
in dealing with the hazard
(removing it themsalves
informing the buildinz

snsineer 2ic).
Proximityto Orchard strest ha: minimal
hazards. busy | Lonzfellow school is locatad on teaffic. Whan children anter
roads.and Orchard 5t or =xit the door on Orchard
publicly 31, thev ar2 2ither
accassad sccompaniad by
businassss parants zuardians of they ars

closaly suparvizad by staff

Church across the strest in the The church building has
back of the building. minimal occupation duning
wask davs

Locatad {n a district building the
contains other district programs.

All vizitors to ths buildinz
must chack in at the front
offic2. All other doors to the
building ar2 lockad Familiss
can anter EardvVantures
throuzh 2 sacurad fingarprint
svitem Staff havs been

&
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trzinad to address all peopls
thev do not r2c02mize in the
building or on the
playzround.

F.azidantial arss with housas
surrounding the building on
thees sidas.

Childran a2 supanizad at all
timas Naizhbors have no
r2330m 10 access the building.
If visitinz Lonzfallow,
n2izhbors must chack in at
ths front office and have a
purpos: for visiting.

3. Additional risk of harm factors to children. In addition to anv program-spacific risks
idantifiad undar tha phvsicsl plantand snvironment assassments. thariskraduction plan must
addrasstha risks identifiad balow incohmm . In column 2. writs spacific policiss and
procaduras vou havs davalopad and implamentad to minimize 2achrisk orin cohmm 3,
rafarance axisting policies and proceduras that minimiza sachrizk.

Idantitied risks

Policias and procaduras

davzlopad and implamantad to

minimizs the risk

Existing policizs and procaduras
that minimizs tha risk

Closinzchildran s tingars in doors.
includins cabinst doors

Children will not baallowadto
opan or hold doors. Chiden will
also mainteinan sppropriats
distancs fromthz bathroom stall
door whan thevaranotthaons
usingtha stall. Cabinstsand
drawars will ba dasisnatad for
tzachars onlv orwill havelocks on
them Plsass also 322 pagas 13-13
and 28-22 in ths EarlvVantures
Handbook for more datails.

Lzaving childran in ths commumity
without suparvision

Anvtims childranars out in the
community with EadvVantoras,
staff will carrvansmarsancy
backpack containins smargency
information. Ths amarzancy
information inchadas a picturz of
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each child. Children will be
supervisad at all ttmes and staff will
contmuously count the number of
children m their group. Pleasealso
see pages 13-17 and28-29mthe
EarlyVentrss Handbook for more
detals.

Children leavmg the facility without
supsrvision

Children will be supervised at all
tmes. Doors to the classrooms will
be closed any time children are m
the room. Please also se2 pages 13-
15 and 28-29 m the EzdyVentuges
Handbook for more details.

Caragrver dislocation of children's
elbows

Staft will never grab children by
the arm or swmg them zround b'»
the am m play. 1f absolutely
necessary, staff will usea “basket
hold ” Please also 522 pagss 13-13

and 28-29 mthe EadyVentures

Handbook for more details.
Bums from hot tood or beveragss, Staff are not allowad to brmg hot
whether served to children or bemg beverages mto the work place.

consumed by caregrvers, and the
devices used to warm food and
beverages

Northfield Public School s
Nutrition Staff (or staff that have
been tramed by Nutrition Services)
serves lunch to EzrdyVentures
students. Tramed staff also monitor
food temperatures and makes sure
all tsmperatures are m compliance
with state gmdelmes. No hot snacks
are served. Bottls warmers and
microwavas ars storad on shelves
out of reach of children and cords
ar= maccessible to children. Please
also see pages 13-15and28-29 mthe
mmg; Handbook for more

Injunies trom equipment. such as
scissors and glue guns

:'\H teacher SC133013. :‘BPIE!'S glus
guns, and smular it=ms will be
stored out of reach of children.
Please also se2 pages 13-15and 8-
29 mthe EarlyVenturss Handbook
for mor= datatls.

Sunbum

Parsnts must 2ill out the sunscreen
permission form upon registration.
Should parents refuseto signa
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permission fofm. they will be askad
to s1gn a release ofhabﬂm

Children will not be allowad m the
program unless 2 sunscresn
permission is signad or a release of
lizbility is signad Parents are askad
to ;upplx 2 bottls of sunscraen for
therr child. Sunscreen bottles are
labeled with the child’s first and
last names. EarlyV entugss will
provide sunscreen for children that
do nothave therr ownbote. Staff
will always apply sunscreen to
children and staff will zpply at
approprate times. Sunscraen will
be stored out of reach of children.
Please also see pages 13-15 and28-
29 m the EardyVentures Handbook
for mor= details.

TF==dmg children T00ds fo which they

are allergic

Upon registration tor 2ach session.
parents are asked to provide
mformation regardmg any zllergies.
Allergy lists ar= po:ted m ths hmch
room and m the classrooms near
snack arsas. Northfield Public
Schools Nutriton Services will be
notified of any food allergies. Staff
are CPR and first 2id tramed should
a child have an allergic reaction.
Please also see pages 9-10,12-13,
and 28-29 m the EarlyvVenturss
Handbook for more dstals.

Fesdmg children the corract breast
milk formulz m the mfant room

On 115018 a policy was
mplementad m which 2ach
child’s bottle n=eds to be venfied
by two staff beforeit 1s fadto a
child. One staff can warm the
bottle, but befors feadmg. the
staff personneeds to showitto a
fellow staff to make sursthe
bottle’s lzbel matchss the child
that will be fad.

Furthermore, on 4 819 a policy
was mplementad m which staff
need to record the staff person

All bottles are clearly labeled with
the child’s first and last nams. All
children zlso have thetr own
colorzad label, with 2ach child m the
room havmg 2 different color.
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preparmg 2 bottle, the tme of
day, the staff personthat i
double chackmg the accuracy of
the bottle, and the staff person
feadmg sach child 2 botte. This
1s recorded on 2 spreadshestm
the bottle area and a picturs of
the spreadshest 1s taken at the
end of each day for EV's records.

Chudren tallmg from changmg Staft will tollow all diaper
tables changmg procadurss. which

mcludes kespmg onshand on the
child bemg changad at 2ll tmes.
Staff will never walk away from 2
child on the diaper changmg station
even if they are buckled. Staff will
not let children clmb on the diaper
changmg station themselves. Please
also see pages 10, 13-15.and28-29
m the EarlyV entures Handbook for
more details.

Children accessme dangerous items
or chemicals or commg mto contact
with residue from harmful cleanmg
products

Cleanmeg products are out of reach
of children at all tmes. Staff are
tramed on how to clean tables and
other ttems to protact children from
chemical residue. All cleanme
products ars approvad by the health
consultant. Please also see pagss
13-15 and28-29 mthe
EardvVentrss Handbook for more
details.

4. Accessibility of hazardous items. Ths accessibility ofhazardous ttems to children 15
prohibited at all ttmes when children are present.

th

Policies and procedures to ensure adequate supervision of children. Thensk
reduction plan must mclude specific policies and procedures to ensure adequate

supervision of

children at all ttmes as defmed under Mmnesota Statutes, section 2454 .02, subdmvision 18. The
polictes and procedures must mclude particular emphasts on the areas identified below m
column . Incolumn 2. wnite specific policies and procedures developad and mplementad to
ensure children will be adequately supervised at all tmes.

Requirad areas to be addressed Policies and procedures developed
regardmg supervision of children and mplement=d to ensurs adequate
supervision of children
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Timea3s when childran ar= transiyon=d from ons ar=2
within the facility to another

Childran ars naver [aft alon2and ar= alwavs suparvisad
razardlass of whatharthevars stationsd araa ortransitioning
from ona arsato anothar. Staffmaintainappropriats ratios &t
all timas. Staff count tha childran in thair sroup bafors thay
lzavs an arsa whils thav ara transitionins. and onecs thav zat
to thair final dastination.

Nap-tme supervision. mcludmg miant cnb rooms. as
specified under Mmnesota Statutes, section 243402,
subdivision 18, which raquires that when an mfant 1s
placed m a enb to slesp. supervision occurs when a
staff person 1s withm sight or hearmg of the mfant.
When supervision of 2 cnib room s provided by sight
or hearmg, the center must have 2 plan to address the
other supsrvision component

All EarlvVaptugs cribs ars within sizht and sound of statfin
the infant room Childran araalways supsrvisad and staff
navar laava ths roomif a child is aslaspin a crib.

Child drop-off and pick-up times

Parants zuardians must sign thairchildin and out 2ach dav.
Parants must walk thair child into theirdasignatad roomand
maksa contact with staff or thav must walk into ths roomto
pick up thair childatths and of th2 davand maks contact
with staff. Staff sithar walcome tha child forths davor wish
ths child a sood nishtupondsparturs Oncaths childis
sisnad in. EarlvVantumes staff ararasponsibla for tha child
Staff know howmany children and whichchildrenars
prasant atall timas.

Supervision durmg outdoor play and on community
activities, mcludmg but not lmited to field trips and
neighborhood walks

Childran ar= always suparvisadand appropriata ratios
maintainad. Staff position themsalvas sothevcan sas all
childran in thair sroup whils outside. Writtan pamission
from parants is obtainad anv tima childentraval offsita.
Staff know howmany and which kids thav ars takine
offsite. Stafftaks an smerzancy backpack with themwhan
travaling offsits that contains smargancy informationand
first aid suppli=s. Staff consistently count tha numberof
children in thair sroup. All offsits dastinations ar2 ags
appropnats.

Supervision of children m hallways Childran ar= always suparvisad Staffnsver [osssight of the
childran in hallways. Children walk in the halkvavs.
Date nsk reduction plan was mially completad: 11-7-11

6. Orientation to the risk reduction plan. Thelicense holder shall snsurs that 2l
mandatad reporters, as defmed m section 626.536, subdivision 3, who are under the control of
the license holder. recerve an onentation to the nsk raduction plan prior to first providmg
unsupervised direct contact services, as defmed m section 243C .02, subdivision 11, to children,

not to exceed 14 days from the first supervisad direct contact, and annually thereafter.
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Documsntztion of onentation to the nsk reduction plan mustbe documentsd m each mandat=d
reporter s personnel racord.  [MN Statutes, section 245A 66, subdivision 3]

Annual review of the risk reduction plan. Thslicense holder must revisw the nsk
raduction plan annually. When conductng the review, the license holder must consider
mcidents that have occurrad m the center smes the last review. mcludmg the followmg:
(1) the assessment factors m the plan;
(2) the mtemal reviews conduct=d under Mmnesota Statutss. section 243A 66.
subdrvision 1, of any;
(3) substannatad maltreatment fmdmes. if any; and
(4) mcidents that cansed myury or harm to 2 chid. if any. that occurrad smee the last
rEVIEw

Followmg any change to the nsk raduction plan, the license holder must mform mandated
reportars, under the control of the license holder. of the changes m the nisk raduction plan. The
annual review of the nisk reduction plan or changes m the plan must be documentad m the
center’s admmistrative records.
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Annual review of the risk reduction plan

Prozram Nams: EarlvVanterss Laamins Cantar Licansa=: 1{(42326-6-CCC

Tha licansz holdar must ravisw tharisk raduction plan arnmmslly. Whan conducting tharavisw, the
licens= holdar nmst considar incidants that havs ocourad inths cantar sincaths last ravisw, inchuding:

(1) A raviaw of the assessment factors in theplan:

(2) A raviaw of the intamal raviews conducted undar Minnasota Stahatas saction 243A 66,
subdivision I, if amy:

(3) A raview of substantistad maltreatment findings . if any-

(4) A raview of incidants that causad injury orham to a child sincsthe last raviaw, if anv:

Basad on thesanmual ravisw what chansas waramads to tha risk raduction plan’
NA

Name and titls ofparson complating anmal ravisw:

Datz of annual raviaw

®
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Welcome to KidVentures!

KidVentures is excited that you have selected our school age program for your child! Our goal is to create
a caring, quality learning environment that compliments your child’s school day. We believe that every
child is special and unique and our staff will work to provide an atmosphere that fosters their growth.

KidVentures offers low staff to student ratios and a variety of enrichment opportunities. KidVentures is
an option-based program that includes activities which foster social and emotional development; language
and literacy; the arts; math and critical thinking; science and inquiry; social studies; and health and
physical education. KidVentures also encompasses “youth voice” and incorporates a wide range of youth
driven programming.

KidVentures is open from 6:30 AM until the start of the school day and until 6:00 PM after school
dismissal. During the summer and on most non-school days, KidVentures is open from 6:30 AM-6:00
PM, Monday— Friday

KidVentures is offered through Northfield Public Schools Community Services Division. Like all other
district programs, we are governed by the policies and guidelines of the Board of Education. KidVentures
has also adopted the National Standards of Quality School-Age Care as our guide for programming and
best practices.

Our program focuses on respect, creativity, safety, friendship, and fun! We welcome you and your child
to KidVentures!

Program Mission
To provide care for school age children in a safe, enriching environment that supports the individual
needs of children, families, and staff while building positive relationships.

KidVentures Sites Ventures Main Office:

Bridgewater Elementary Community Services Division

401 Jefferson Parkway Northfield, MN 55057 1651 Jefferson Parkway Northfield, MN 55057
507-664-3395 507-664-3750

Greenvale Park Elementary Breezy Barrett -Ventures Coordinator:

700 Lincoln Parkway Northfield, MN 55057 507-664-3653

507-645-3532 BBarrett@northfieldschools.org

Sibley Elementary Mary Hansen-Administrative Assistant:
1400 Maple Street Northfield, MN 55057 507-664-3750

507-645-3422 MHansen@northfieldschools.org

Erin Bailey -Director of Community Services Division
EBailey(@northfieldschools.org




Registration

KidVentures registrations are accepted on a space available basis. Registration for the following school
year will open each spring. Registration information is always available online by following the
Community Services tab on the Northfield Public School’s website: www.northfieldschools.org

Families may also call the Ventures main office at 507-664-3750 to inquire about availability and the
registration process.

Payment of the registration fee must accompany the KidVentures registration form. All previous balances
must be cleared before a child can re-enroll into the KidVentures program. If the site you select is full,
you will be notified immediately and your child’s name will be placed on a waiting list. In order for your
child to start on the first day of school, your registration must be received by the second week in August.

Families registering after the start of school can enroll by contacting the Ventures main office at 507-664-
3750.

Family Involvement

We strongly encourage input and involvement from all families. The quality of the staff/parent/guardian
relationship greatly impacts the success of our program. Your suggestions and concerns are always
welcome. Parents and guardians are also always allowed access to their enrolled child during
KidVentures program hours.

Communication to Families

Each KidVenture location uses a parent table and bulletin board to share information with families. Please
check for information daily. This is where you’ll find non-school day information as well as other
important notices. Please share all pertinent information with staff (i.e. your child will be picked up
directly from school, grandma is picking up, etc.), so staff are able to write it in the staff communication
log.

Communicating Concerns/Suggestions to Staff

Your ideas, suggestions, concerns, and feedback help us make continual quality improvements to our
program. Please share your thoughts and perspectives by:

»  Speaking to the staff working directly with your child.

* Scheduling a conference with the site leader.

» (Calling or emailing the site leader.

If you have additional comments or issues that have not been resolved, contact the Ventures Coordinator
at 507-664-3653.



Family Responsibility Checklist

e Read the KidVentures Family Handbook and know the contract terms and program policies.
Failure to follow policies could result in termination of child care services.

e Sign your children in and out daily.

e Check the parent table and bulletin board daily for communication.

e Notify site staff if your child will be absent (even for one day), attending after-school programs,
or picked up early for any reason. Notifying the school office is not sufficient. If a child does
not arrive after school as expected, staff will investigate immediately by attempting to contact
parents/guardians, the identified emergency numbers and, if necessary, the police. A Finder’s
Fee will be assessed.

e  Ask staff for feedback on your child’s day or progress in the program.

e Model respectful behavior when dealing with staff and students.

e Provide written notice of change in contract, or withdrawal from the program by filling out the
appropriate forms and submitting to the Community Services office at least two weeks in
advance.

e Pay all costs incurred for your contracted days regardless of whether your child attends.

e Adequately dress your child for indoor and outdoor play.

e Make sure your child is picked up by 6 PM.

General Information

Lunch/Snack

KidVentures provides an afternoon snack for all children enrolled after school, on non-school days, and
during the summer program. Unless otherwise specified, children must bring a lunch with a drink on non-
school days. If your child wants to bring a treat for children in the program, state law requires it be
individually wrapped and commercially produced.

Energy Curtailment

The school district works with Xcel Energy to make the best use of available power. During extremely
hot summer days, Xcel Energy limits power use at some district buildings.

Apparel

Weather permitting, KidVentures goes outside daily. Children must be adequately dressed for outdoor
play (boots, hats, gloves, snow pants, socks, and jackets) and all items should be clearly labeled with your
child’s name. KidVentures follows the district-wide recess policy which states that students will go
outside if the air temperature is warmer than 0° F AND the wind chill is warmer than -10° F.

Personal Property

Personal items or items of value should remain at home. KidVentures will have special “bring a toy from
home days” where children may bring a personal toy. Aside from these days, all toys should remain at
home. Toy weapons or any toys containing weapons are never allowed. KidVentures is not responsible
for lost or damaged personal belongings.



Transportation

Parents are responsible for arrangement of their child’s transportation to and from KidVentures. If you
need to make busing arrangements, contact Benjamin Bus at 507-645-5720. KidVentures does not
transport children.

Severe Weather

e Ifschool is closed for the day because of severe weather, all KidVentures programming will also
be closed.

e If school has a delayed starting time, there will be no KidVentures before school programming.

e Ifschool is dismissed early, KidVentures after school programming will remain open for up to
one hour following the dismissal. If children come to KidVentures, their parents or the child’s
“emergency pick-up person” must pick them up within one hour. Late fees will be applied to any
child/ren picked up after one hour.

e KidVentures closing after 3 p.m. -- If the weather becomes severe after children have arrived,
KidVentures may decide to close early. KidVentures will contact families to let them know.

e Non school days: In case of severe weather, KidVentures may be closed for the day, or may close
early. You will be notified during the day if KidVentures closes early.

e Credit is not given towards Ventures programs for days or time missed due to emergency
closings.

Notification

K-12 families will receive a Skylert message if severe weather impacts a regular school day

KV families receive an email from the Ventures Coordinator if severe weather impacts a non-school
day

Radio and Television Stations
KYMN radio, KDHL radio, FOX 9, KARE 11, KSTP, WCCO, and Northfield News

Release Days/Late Start/Early Release

Release Days

KidVentures is open on most non-school days. Release days are open from 6:30 AM until 6:00 PM. All
KidVentures sites will be combined into one site for each release day. A calendar of dates is included in
your welcome packet and can be found on our website at
https://northfieldschools.org/communityservices/ventures. KidVentures provides field trips and/or on-site

enrichment opportunities on release days. Release Day contracts will be available on the website, at each
KidVentures location, at the Community Services office, and will be emailed out to all KidVentures
families. Contracts are available on or around the 5™ of the previous month. Release day spaces are
limited and are filled on a first-come, first-serve basis. Release days are non-refundable unless cancelled
in writing at least two weeks in advance.



Late Start Wednesdays

All KidVentures sites will be open for care during late start Wednesdays. Late start days begin at the
school’s typical morning playground supervision (either 7:45 or 7:50) and run until school begins (9:15 or
9:20). If you are normally contracted on Wednesday mornings, you do NOT need complete the additional
late start paperwork. If you are not contracted for Wednesday mornings, you must submit the additional
“Late Start Wednesday” form and pay the designated fee per Wednesday. Late start forms are available
on the website, at each KidVentures location, and at the Community Services office.

Summer Programming

The KidVentures summer program is open from 6:30 AM -6:00 PM and runs similarly to non-school
days, incorporating themes and field trips. The summer program allows kids to experience a multitude of
enrichment and recreation-based opportunities. Our mission is to foster a fun atmosphere where children
are encouraged to explore new interests and develop new friendships. Throughout the summer, children
will participate in a variety of hands-on activities that build social, emotional, physical, and academic
development. Enrollment information for Summer KidVentures is available on the website in early March
with registration taking place in late March/early April. Summer days are non-refundable unless cancelled
in writing at least two weeks in advance.

Security and Safety

Child Protection

KidVentures must comply with the reporting requirements for abuse and neglect specified in section
626.556 including:

e Any person may voluntarily report abuse or neglect.

e KidVentures staff are legally required or mandated to report and cannot shift the responsibility of
reporting to a supervisor or anyone else in the program. If staff know, or have reason to believe, a
child is being or has been neglected or physically or sexually abused within the preceding three
years, they must immediately (within 24 hours) make a report to an outstanding agency.

e Staff may make reports to:

o The telephone number of the Department of Human Services, Division of Licensing
Maltreatment intake line at 651-431-6600, for reporting suspected maltreatment of a child
occurring in a certified child care program.

o The telephone number of Rice County child protection agency for reporting suspected
maltreatment of a child occurring within a family or in the community (1-507-332-6214).

o The telephone number of the Department of Human Services, Division of Licensing at
651-431-6500, for reporting possible certification violations.

o Reports concerning suspected abuse or neglect of children occurring in a licensed child
foster care or family child care facility should be made to county protection.

e KidVentures provides training to all staff related to the mandated reporting responsibilities as
specified in the Reporting of Maltreatment of Minors Act (MN Statutes, 626.556). KidVentures
documents this training in individual personnel records and monitors implementation by staff.




Signing In and Out

For the safety of each child, KidVentures requires that a parent or guardian sign their child in and out of
the program each day. This requires both your signature and the time you are signing in or out. Children
are not allowed to sign themselves in or out of KidVentures. If you do not sign in or out, you may be
assessed a finder’s fee. Continued refusal to sign in or out will result in termination of child care. When
your child arrives directly from school or by bus, KidVentures staff will sign them in to the program.

Our program opens at 6:30 AM
Although our staff persons may arrive before 6:30 AM to prepare for the day, they are unable to provide
child care until the official start time of our program.

Release of Children

Children will be released only to people listed on their emergency card unless KidVentures staff have
been notified in writing of an alternative pick-up. A waiver may be signed in advance if your child is to
be dropped off or picked up by an older sibling. In an emergency, parents must call to inform
KidVentures staff if someone other than an authorized person listed on the emergency card will pick up
your child. A description of the person and driver’s license may be requested for verification. Your child
will not be released to an unauthorized person until identification and verification can be made.

Late Pick Up

Children must be picked up by closing time, which is 6:00 PM. Families will be charged $1 per child for
every minute late. If you have an emergency and must be late, please call your KidVenture location as
soon as possible to notify staff. If your child is not picked up and you (or other contacts listed on the
emergency form) cannot be reached, the police may be called to pick up your child.

Attempt to Contact Time frame:
After 15 minutes: Call parent
After 20 minutes: Call emergency contacts listed for child

After 60 minutes: Call police

Absences

Families MUST notify KidVentures staff if children will be absent at any time for any reason. School
offices do not automatically provide KidVentures with absence information. If your child does not arrive
after school or on the bus as expected, program staff will investigate immediately by attempting to contact
you, the emergency contacts, and if necessary, the police. Failure to notify staff of absences poses a major
safety risk as a significant amount of time may elapse in trying to locate multiple children. Due to the
amount of time involved in locating missing children, a Finder’s Fee will be assessed to families that fail
to notify KidVentures staff of absences. Increased fees will be imposed for continued occurrences.

Legal Custody
In the event of a divorce, separation, or joint custody ruling, every effort will be made for KidVentures to

treat each parent equally. If legal action has been placed against one parent, it is the responsibility of the
requesting parent to provide KidVentures with the necessary court ordered documentation in order for




KidVentures to act in compliance with the request. KidVentures will only accept one registration form for
each child, and it is suggested that each parent has a copy.

Building and Physical Premises

KidVentures will ensure that areas used by children are clean and in good repair and that furniture and
equipment are structurally sound and are appropriate to the age and size of a child who uses the area.
KidVentures will also ensure that hazardous items, including but not limited to, sharp objects, medicines,
cleaning supplies, poisonous plants, and chemicals are out of reach of a child. The program will also
safely handle and dispose of bodily fluids and other potentially infectious fluids by using gloves,
disinfecting surfaces that come in contact with potentially infectious bodily fluids, and disposing of
bodily fluid in a securely sealed plastic bag.

Emergency Preparedness

KidVentures follows the school district’s emergency policies. If an accident should occur during
KidVentures, staff will inform families as soon as possible. If inmediate attention is needed, 911 will be
called and paramedics will be notified of the child’s hospital preference. Staff will then contact the
parents/guardians or others listed on the child’s emergency card.

KidVentures must inform the commaissioner within 24 hours of:

e The death of a child in the program

e Any injury to a child in the program that required treatment by a physician
KidVentures must use the Injury/Incident Reporting form on the Certified Center webpage to make a
report.

KidVentures has written, site specific emergency preparedness plans that use the Child Care Emergency
Plan form developed by the commissioner. These plans are available for review upon the request of a
child’s parent or legal guardian. KidVentures staff are also trained on their site’s emergency plan during
orientation and at least once each calendar year. Training is documented in each staff person’s file.

The Emergency Preparedness Plans include the following:

e Procedures for an evacuation, relocation, shelter-in-place, or lockdown

e A designated relocation site and evacuation route

e Procedures for notifying a child’s parent or legal guardian of the relocation and reunification with
families

e  Accommodations for a child with a disability or a chronic condition

e Procedures for storing a child’s medically necessary medicine that facilitates easy removal during
an evacuation or relocation

e Procedures for continuing operations in the period during and after a crisis

e Procedures for communicating with local emergency management officials, law enforcement
officials, or other appropriate state or local authorities

e The identification of hazards which include the potential impact this hazard could have on at the
site and a plan for continuing operations during and after the emergency

10



Each KidVentures location also conducts at least one evacuation and one shelter-in-place drill each

quarter.

Illness/Medical Conditions

Illness

If a child becomes sick during KidVentures, the parent/guardian will be notified immediately that their
child is not feeling well and needs to be picked up from the program. Sick children will continue to be
supervised, but will be isolated from other children in the program and will not be allowed to actively
participate in program activities.

KidVentures will post or give notice to the parent or legal guardian of an exposed child the same day the
program is notified of a child’s contagious reportable disease specified in Minnesota Rules, part
4605.7040, or scabies, impetigo, ringworm, or chicken pox. This notification will be posted on the parent
board near the sign in/out and will minimally include the illness and date of potential exposure.

School district policy requires that children be fever free, without the aid of fever reducing medication,
for 24 hours before returning. Parents should also keep children home from KidVentures:

e Ifyour child has vomited within the past 24 hours

e If your child has had diarrhea within the past 24 hours.

e Ifyour child has an undiagnosed rash.

e Ifyour child feels ill enough that he/she would not be able to benefit from school

e [f having your child at school would significantly put others at risk for contracting your child’s |
illness

e If your child has had a temperature of 100.0 degrees or higher in the past 24 hours

Please keep your child’s emergency information current. Registration and emergency information is
kept on site for each child. KidVentures is not linked to a main school office database, so parents
must contact KidVentures separately with family information changes, address, absences etc.

Medication

Parents must inform the KidVentures site leader if a child has a health condition that requires regular
medication, if a child requires medication in the case of an emergency (allergic reaction), or if a child is
discontinuing use of a medication. If medication needs to be given during KidVentures, families will need
to complete a “School Medication/Physician Order & Parent Authorization Form™ to give written
permission BEFORE medication can be dispensed. Medication must be in its original packaging or
prescription bottle with a legible label stating the child’s first and last name, Dr.’s name, medication
name, and dosage instructions. Medication will only be given to the child whose name is on the label and
it will not be given after the expiration date on the bottle. Unused medication will be returned to the
child’s parent or legal guardian or destroyed. Medication is not accessible from the school nurse’s office.
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Should medication be administered during program hours, KidVentures will document in the child’s
record the child’s first and last name; name of the medication or prescription number; date, time and
dosage; and the name and signature of the person who administered the medicine.

KidVentures follows the Northfield Public Schools’ medication policy requiring a child to take antibiotics
for a full 24 hours before returning to school.

Aside from medication, KidVentures must obtain written permission from a child’s family to administer
sunscreen, insect repellent, and hand sanitizer. KidVentures does not apply diapering products. All
medications, sunscreen, insect repellent, and hand sanitizer will be administered according to the
manufacturer’s instructions unless provided written instructions by a licensed health professional to use a
product differently. All medicines, sunscreen, insect repellent, and hand sanitizer will be stored according
to directions on the original container.

The site leader must be informed of special needs or medical conditions that impact your child’s health,
well-being, or involvement in activities. Families are responsible for keeping this information current. A
conference with the family may be requested in order to provide the most appropriate care.

Allergies

Prior to admitting a child for care, KidVentures must obtain documentation of any known allergies from
the child’s parent or legal guardian. This can be done through the KidVentures Emergency Card and the
KidVentures Health Update, which are part of the registration packet. KidVentures maintains current
allergy information in each child’s record. This information includes a description of the allergy, specific
triggers, avoidance techniques, symptoms of an allergic reaction, and procedures for responding to an
allergic reaction, including mediation, dosages, and a doctor’s contact information.

KidVentures will inform staff of each child’s current allergy information. At least annually and when a
change is made to allergy-related information in a child’s record, KidVentures will inform staff of the
change. Documentation that staff were informed of the child’s current allergy information will be kept on
site.

Allergy information will be available at all times, including on site and when on field trips. Food allergy
information will be readily available to staff in the area where food is prepared and served.

Medication, including EpiPens, are not accessible from the school nurse’s office.

Immunizations

Children that are not currently enrolled in Northfield Public Schools but will attending the KidVentures
summer program or KidVentures release days must provide an up-to-date immunization record or
applicable exemption before receiving care. The district maintains immunization records for all current
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Northfield Public School students and KidVentures does not provide care for non NPS students on regular
school days.

Absences/Sick Leave

Call your KidVentures site if your child will be absent. Tuition is not credited for sick days or other
absences. If an illness extends beyond two weeks, contact your site leader.

Accommodations/Program Qualifications

KidVentures is not designed to provide long term 1:1 assistance for students. If a child receives 1:1
student support in the classroom or has a behavior plan developed, KidVentures must have a meeting with
the family prior to the start date in order to determine the appropriate level of support needed. The child’s
start date may be delayed so that KidVentures can hire additional staff with the skills necessary to meet
the child’s needs and/or work with school case workers to determine the level of care.

*Please Note the Following Criteria Children Must Meet to Enroll in KidVentures*

e All children are expected to be toilet trained. KV does not have changing facilities. You will be
called to pick up your child if they have a bathroom accident.

e Students must be able to independently participate in a large group setting with similar age peers.

e Students must be able to independently follow simple directions appropriate to the child’s age.

e Students must have the ability to independently play and work cooperatively with similar age
peers.

e Students must be able to safely and successfully transition independently from one activity to
another.

e Students must be able to remain in the building or on school premises unless otherwise directed
by a staff person.

e Students must refrain from hitting, kicking, biting, or any other forms of physical aggression
towards peers or staff.

Information regarding your child is not automatically shared between KidVentures and other district
programs except in the areas of health and safety. If you would like to have this information shared with
us, please contact the Ventures Coordinator at 507- 664-3653. Information regarding a student’s needs
will not be used to prohibit a child’s enrollment in KidVentures, unless it is determined that the child will
need significant assistance beyond our program’s capabilities.

At any time the Site Leader or the Ventures Coordinator may offer information about available
professional support.

Release of Information

KidVentures follows the Data Privacy Policy of District 659, which is sent to all district families at the
beginning of each school year. It is also available upon request from the district office.
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KidVentures reserves the right to speak with appropriate school personnel regarding a child’s behavior.
All information gathered will remain confidential and will be used solely to help benefit the child in the
KidVentures program.

Billing

KidVentures bills are processed every month. In our effort to be green, billing statements will be sent out
one time per year unless written request has been made to the Ventures main office. Families are strongly
encouraged to view their accounts online. Please call the Ventures main office at 507- 664-3750 or email
Mary Hansen at MHansen@northfieldschools.org to set up online access. It is each family’s
responsibility to make payments by the due date.

KidVentures Billing Information

e The registration fee is due when registration forms are submitted.

e Please note: The payment amount due may change due to additional fees (late pick up charge,
additional drop-in care, late payment fee, extra tee-shirts, etc.)

e Release Days are not included in the typical fee schedule. Release day payments should be
submitted with submission of a release day contract.

e Tuition may be paid at each KidVentures site (cash or check), at the Northfield Public Schools
Community Services office located at 1651 Jefferson Parkway, Northfield, MN 55057, over the
phone by calling 507-664-3750 (credit card), or online (credit card). To set up online access,
please contact the Ventures main office at 507-664-3750 or email Mary Hansen at
MHansen@northfieldschools.org.

e Tuition payments may be paid by cash, check, or credit card. Credit card payments cannot be
processed at the KidVentures locations. To pay with credit card, you must pay online, at the
Northfield Community Resource Center, or over the phone to the Ventures main office. Please
make all checks payable to “KidVentures™ and put your child(ren)’s name in the memo line.

e A late fee of $10 is automatically assessed after the 15th of the month on ANY unpaid balance
(including any previous late fees that are left unpaid).

e Northfield Public Schools charges a $20 processing fee for all checks returned from the bank. If
a check is returned, you must make a cash or money order payment within five days of notice.
Failure to make payment on uncollected checks could result in termination of childcare services.

e KidVentures must receive written authorization for families receiving financial assistance from
outside agencies before childcare can begin. If financial assistance is cancelled, you will be
responsible for all expenses incurred. If you receive financial assistance, you assume
responsibility for fulfilling county requirements (providing information and child care schedules,
submitting timely reports, and making payments not covered by financial assistance programs).

If your account is not paid in full for the month, child care will be terminated on the Ist day of the next
month, L.e. if account is not paid in full by 10/30, child care will be terminated effective 11/1.

Year End Financial Information
Year end statements with the Federal Tax ID number will be sent to your home in late January.
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School Year Enrollment Options

Option One

Option One is a standard agreement; families do NOT need to fill out a monthly calendar.
Families are choosing a consistent weekly commitment, attending the same days each week. No
credit will be given for days not in attendance (i.e. vacation, sick).

A two day a week minimum is required (Ex. 2 am sessions, or 2 pm sessions.)

This option is the most cost effective and allows for a consistent schedule for your child.

The days you choose will be the days you are contracted and scheduled for during the school
year.

Families may make permanent schedule changes to a child’s contract by submitting a two week
written notice to the KidVentures office. Complete a change of schedule form, sign, date and
return to the KidVentures office with a $5.00 contract change fee. The contract revision will
become effective two weeks after the request has been received in the KidVentures office. No
schedule changes will be granted until October.

When leaving the KidVentures program, a two-week written notice must be given to the KV
office. All charges will remain on your account until a two week written notice is received.

Option Two

Option Two is a monthly agreement. Families must fill out a calendar each month for the
days/sessions care is needed.

Monthly contracts with payments are due to the KidVentures site by the 20th of each month for
the upcoming month. Calendars and payments received after the 20th of the month will be billed
a $5.00 late fee.

No credit for changes is given.

Option Two calendars are available at the KidVentures office, each KidVenture location, on the
website, and via email. Families must fill out and submit a new calendar each month.

When leaving the KidVentures program, a two-week written notice must be given to the KV
office. All charges will remain on your account until a two week written notice is received.

Release Days

Release days are contracted and billed separately.

Release days may not be added at the last minute as tickets, busing, and staffing have been
arranged.

Release days fill quickly and are first come, first served.

Families may cancel release days without penalty if notification is submitted at least two weeks in
advance AND notification is in writing.

Children registered for release days must attend the field trip or special event. If your child is not
interested in the KidVentures trip or activity, please make other arrangements for the day.

All activities are planned by the Site Leaders and reviewed by the Ventures Coordinator and
deemed age-appropriate.

Staffing ratios are increased to make sure that safety is a first priority.




All Release days require a minimum of 15 children enrolled to operate. Families will be contacted
in advance if a release day is cancelled due to low enrollment.

Contract Terms

Schedule Changes/ Add Ons/ Withdrawal

Additional days may be added at the Option Two rate IF space is available. The additional
payment is due at the time of service (drop off or pick up).

Families may make permanent schedule changes by submitting a “change of schedule form.”
Sign, date and return the form to the Site Leader or the Community Services Division Office with
a $5.00 contract change fee. The change of schedule will become effective within two weeks
from the date the request was received.

No contract or calendar changes can be made in the beginning of the school year until October.
Only two contracted changes are allowed per child per school year. If more than two are made,
families will automatically be changed to the next Option (Ex. Option one moves to an option
two agreement).

KV must receive a two week written notice for any withdrawal from the program. All charges
will remain on accounts until a two week written notice is received. Families that provide written
notice to withdraw immediately from KV will still be charged for two weeks of tuition.

Additional Fees

A registration fee is due upon enrollment with any new KidVentures session. Registrations will
not be processed until the fee is paid in full.

A Late Pick-up Fee of $1.00 per minute per child will be charged for children not picked up by
the 6:00 pm closing time.

A $5.00 Finders Fee is charged if your child’s Site Leader does not receive a call or written notice
stating that your child will not be in attendance. Calling on missing children takes a significant
amount of time and poses a major safety risk for the entire program. The elementary schools DO
NOT automatically communicate absences or messages with KidVentures staff.

Additional Contract

Each child is permitted to be signed up for only one option.

Full payment of contracted days is due whether or not children are in attendance.

No credits for changes will be given for sick or vacation days.

Payments are due in advance of service as KidVentures is a pay ahead program.

Account summaries will be generated at the end of each month for families to view their account
status. All families are encouraged to view their statements online.

KidVentures reserves the right to limit or terminate service due to non-payment.

If payment is made at a child’s site, please allow 2 business days for payment to reach the
KidVentures main office.
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e All billing is done at the Community Services Division Office, located at the Northfield
Community Resource Center. For billing inquires, contact the Community Services Division
office at 507-664-3750.

Sick/Vacation Leave

KidVentures does not credit tuition for sick or vacation days during the school year program. For release
days and the summer program, families may cancel days without penalty if done at least two weeks in
advance AND in writing.

Responsibilities

e To provide safe, enriching, challenging, engaging, fun, and developmentally appropriate activities
for children in the KidVentures program.

e To engage children, each other, and parents/guardians in a positive, respectful, and constructive
manner.

e To report any evidence or suspicion of child abuse or neglect as required by MN State statutes.

e To help connect the school day with out of school time programming.

e To provide feedback to families regarding their children in the KidVentures program.

e To keep families up-to-date with KidVentures happenings and use the parent table and parent
board as a means of communication.

e To build healthy, positive relationships with students and families.

Staffing

KidVentures sites are staffed according to the age and number of children in attendance: 1 staff member
per 12 — 15 elementary (K-5) aged students.

KidVentures staff members are selected for their education and experience in working with children. Staff
are expected to demonstrate sound judgment, dependability, responsibility, and the ability to create an
environment which reflects care, respect, and safety of all children. They also must positively engage all
children and families.

All staff members are expected to participate in continuing education activities and professional
development opportunities offered throughout the year. These in-services may include safety and
supervision, child protection, behavior management techniques, diversity, curriculum, and conflict
resolution. KidVentures staff are certified in First Aid/CPR. Criminal background checks are required for
all newly hired Northfield Public Schools employees.
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Behavior Expectations

Expectations of children are communicated in a positive, consistent, and firm manner. Staff members
ensure children understand expectations through consistency, multiple forms of communication, and
positive reinforcement.

Behaviors which are considered inappropriate and harmful include:

e Behavior which threatens the safety of children or staff. A child exhibiting these behaviors may
be suspended from the program immediately. A parent/guardian conference is required before the
child can return to the program.

e Behavior which directly or indirectly threatens others. This includes any form of aggression such
as hitting, kicking, pushing, biting, throwing objects, verbal threats, disrespectful language,
inappropriate gestures, inappropriate touching, etc.

e Behavior which prevents a staff person from fulfilling his/her ability to be available for all
children, including removing self from group or program area without staff approval, or
demonstrating lack of self control (anger, blatant disrespect, or absolute refusal to follow
directions of staff person in charge.)

e Behavior which intentionally causes destruction of property.

e Behavior which demonstrates child’s lack of readiness for KidVentures, including not being toilet
trained, not being dressed appropriately for school/weather, any behavior resulting from
inadequate or untimely administration of medication, or not being able to interact appropriately in
a group setting.

Behavior Management

KidVentures goal is to promote a positive approach to child care and the management of behavior issues.
The program is designed to offer an environment that:

e Provides a positive, safe, and enriching atmosphere for all children.

e Meets the developmental level of each age group.

e Provides space for privacy and independence as well as areas to interact as a large group.

e Maximizes the capacity of staff supervision.

KidVentures is part of Northfield Public Schools and follows the district’s values. These values state that
children are expected to: respect self, other children and staff; accept each others’ individual differences;
accept the consequences of their behavior; let staff know their needs; and respect others’ equipment and

property.

Every effort will be made to make reasonable adjustments to the program to accommodate the unique
needs of each child. If a child demonstrates behavior which has a negative impact on themselves or
others, staff will make adjustments in one or more of these areas: environment, grouping of children,
activities, and/or staffing. Staff will help the child understand the impact of his/her behavior and identify
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acceptable alternatives to unacceptable behavior. Staff and peers provide positive modeling of appropriate
behavior. Children are encouraged to take responsibility for their actions.

Suspension from School

If a child is suspended from school or sent home by a school staff, s/he may not attend KidVentures
during the suspension. Children who are suspended are not allowed to be on School District property.
Charges for child care will remain in effect as scheduled.

Behavior Incident Reports

A serious disciplinary action such as those listed above will result in a Behavior Incident Report being
filed. Charges will be assessed for behavior leaves resulting in one, three, and five days off. Should a
child receive a sixth Behavior Incident Report, charges will cease with the last date of service, and
alternate care must be found immediately, as the child will not be allowed to return to the program. This
Behavior Incident Report Policy is inclusive of all School Age Child Care Program options, i.e., Summer
and School Year Programs, as well as Non-School Enrichment/Late Start/Early Release Days when
children attend a KidVentures field trip. Behavior Incident Reports accumulate consecutively throughout
these program options

1st Behavior Incident Report:

Parents/guardians, site staff, and child will discuss the behavior to resolve the situation. Parents/guardians
will be informed that should a second Behavior Incident Report occur, a meeting will be scheduled to
include the parent/guardian, child, and Site Leader.

2nd Behavior Incident Report:

Parents/guardians will be contacted for a meeting to include the parent/guardian, child, and Site Leader.
The process continues should a parent/guardian refuse to attend a meeting. The parent or guardian will
receive a written warning that should a third Behavior Incident Report occur, the child will need to take a
one-day leave of absence from the program.

3rd Behavior Incident Report:

Parent/guardian will be notified by telephone or in person that the child will need to take a one-day leave
of absence from the program on the next scheduled day. (Fees will be charged during this absence.) The
parent or guardian will receive a written warning that should a fourth Behavior Incident Report occur, the
child will need to take a three-day leave of absence from the program.

4th Behavior Incident Report:

The parent or guardian will be notified by telephone or in person that the child will need to take a three-
day leave of absence from the program beginning with the next scheduled day. (Fees will be charged
during this absence.) The parent or guardian will receive a written warning that should a fifth Behavior
Incident Report occur, the child will need to take a five-day leave of absence from the program.
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5th Behavior Incident Report:

The parent or guardian will be notified by telephone or in person that the child will need to take a five-day
leave of absence from the program beginning with the next schedule day. (Fees will be charged during
their absence.) The parent or guardian will receive a written warning that should a sixth Behavior Incident
Report occur, the parent/guardian will be required to find alternate child care immediately, and the child
will not be able to return to the program. Charges will end with the last date of service.

6th Behavior Incident Report:

The parent or guardian will be notified by telephone or in person that alternate care will be needed
immediately, as the child will not be allowed to return to the program. Charges will end with the last date
of service.

After one (1) full calendar year of absence from the program following the sixth Behavior Incident
Report, a child may be considered for re-entry into the program if the following criteria are met:

1. A goal-setting meeting with parents/guardians and staff will be scheduled to discuss the child’s
behavior and changes that need to occur for a successful return to the program.

2. Parents/guardians understand that the receipt of one (1) Behavior Incident Report constitutes
immediate dismissal from the program with no remaining chances for return. |

3. All outstanding balances have been cleared from the parent/guardian account.

4. The child will return to the program based upon enrollment availability. If the child’s site has a waiting
list, s/he will not pre-empt other children. The child cannot be placed on a waiting list until the above
criteria have been met.

Dismissal from the Program

KidVentures reserves the right of immediate dismissal of a child from KidVentures based on probable
cause as listed below:

Child related probable cause for dismissal:

1. High absenteeism or non-attendance for 10 or more scheduled consecutive days, without parent
notification.

2. Significant harmful/inappropriate behavior toward staff, children or other parents.

3. KidVentures cannot meet the needs of the child.

Parent related probable causes for dismissal:
1. Failure to complete, sign, and return appropriate program forms.
2. Harmful, threatening, or inappropriate behavior toward staff, children, or other parents.
3. Consistent late or non-payment of tuition and program fees.
4. Refusal to cooperate and work with KidVentures staff to correct behavior concerns.

20




5. Repeated instances of failure to sign child in and out
6. Lack of adherence to KidVentures policies and procedures.

7. Repeated instances of late pick up.
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OUR VISION

We will prepare every student for lifelong success within a world-class learning environment with a commitment to

community partnerships and sustainability.

OUR MISSION

The mission of the Northfield Public Schools is to deliver educational excellence that empowers all learners

to participate in our dynamic world.

BELIEFS

Public Education

We believe that public education is the foundation of
our democratic republic.

Learning

We believe that everyone can learn and has unique gifts
and talents that must be nurtured and valued. We
believe that learning is a life-long, multi-faceted process
that involves more than academics.

Shared Responsibility

We believe that education is the collective responsibility
of our students, families, schools and communities.
Learning Environment

We believe that everyone in our schools has a right to a
positive learning environment that provides physical,
emotional and intellectual safety, and nurtures mutual
respect, responsibility and rigor.

Decision-Making

We believe decisions must be based on the district’s

mission and beliefs and relevant sources of information.

We believe in an open decision-making process that
invites honest dialogue.

Diversity

We believe that all learners have a right to equitable
access to educational opportunities.

STRATEGIES
Priorities
Ongoing
e Prioritize recruiting and retaining diverse
staff.

e Robust core subject instruction.

Quality Education

We will hire and retain highly qualified educators and
provide them with ongoing support and training to
deliver high quality instruction that meets the unique
needs of all learners.

Climate

We will create and strengthen an environment that
fosters mutual respect, responsibility and rigor, and
ensures the right to physical, emotional and intellectual
safety for every person.

Curricular Outcomes

We will implement a consistent, comprehensive and
challenging set of curricular outcomes that reach and
engage all learners.

Stewardship

We will consistently demonstrate good stewardship by
analyzing information, prioritizing needs and managing
our financial, physical and human resources to support
out mission.

Communication/Partnerships

We will build and strengthen bridges of open
communication that engage staff, students, families and
communities as effective partners in education.
Diversity

We will implement plans and practices that foster full
participation by all learners and that address issues that
include, but are not limited to, race, gender, culture,
religion, sexual orientation, language, disabilities and
socio-economic factors.

Near-Term

e Building and fostering relationships —
commitment to social/emotional health
for all.

e Develop along-term solution that allows
for reasonable class sizes while
maintaining financial stability.

e Spaces that are modern, innovative,
creative and flexible.

e Equitable opportunities and support for
all career and college paths.



PLUS PHILOSOPHY

PLUS 1S A TARGETED SERVICES PROGRAM WHICH IS RUN THROUGH THE MN DEPARTMENT OF
EpucatioN. TARGETED SERVICES PROGRAMS CAN PROVIDE BEFORE SCHOOL, AFTER SCHOOL, AND SUMMER
PROGRAMS FOR STUDENTS IN GRADES K-8 WHO MAY BE STRUGGLING IN THE REGULAR SCHOOL PROGRAM
AND NEED ADDITIONAL TIME TO DEVELOP SKILLS AND ABILITIES. TARGETED SERVICES ARE DESIGNED FOR
MEETING THE NEEDS OF THE WHOLE CHILD. THEREFORE, IT IS NOT MORE OF THE SAME TEACHING AND
LEARNING THAT OCCURS DURING THE SCHOOL DAY, BUT A DIFFERENT APPROACH TO ENGAGE STUDENTS WITH
THE TEACHER, SCHOOL, AND COMMUNITY. THE PURPOSE IS TO DEVELOP THE SKILLS NEEDED TO BE
SUCCESSFUL IN THE REGULAR SCHOOL PROGRAM. (HTTPS://EDUCATION.MN.GOV/MDE/FAM/AFTER/)

BEcaUSE oF THiS, PLUS IS DESIGNED TO PROVIDE ACADEMIC SUPPORT AS WELL AS SOCIAL
EMOTIONAL SUPPORT. WE HAVE A MIXTURE OF TIME WITH LICENSED TEACHERS WHERE THERE IS AN
ACADEMIC FOCUS, AND TIME WHERE CLUBS ARE OFFERED. [HE CLUBS PROVIDE SOCIAL INTERACTION AS
WELL AS OPPORTUNITIES FOR POSITIVE RELATIONSHIPS TO BE DEVELOPED. |HESE MAY INCLUDE ACADEMIC
TOPICS WHERE A LICENSED TEACHER OR OTHER COMMUNITY MEMBER IS SUPERVISING THE ACTIVITIES.

2020-2021 NORTHFIELD TARGETED SERVICES
ADMINISTRATION

Administration Staff
Targeted Services Coordinator/ ALC Director: Daryl Kehler
Administrative Assistant: Mary Huberg

Youth Development Coordinator: Sarah VanSickle

Located at Longfellow Building

201 Orchard St S

Northfield, MN 55057

645-1201 (office)

645-1250 (fax)

dkehlet@northfieldschools.org (Daryl Kehler email)

mhuberg@northfieldschools.org (Mary Huberg email)

svansickle@northfieldschools.org (Sarah VanSickle email)




ELIGIBILITY

According to state statute, Targeted Services programming is to be run through ALCs, so the same

“at-risk” criteria is used for both programming. Below is the statute as well as the PLUS program specific

criteria.

124D.68 GRADUATION INCENTIVES PROGRAM

Subd. 2. Eligible pupils. A pupil under the age of 21 or who meets the requirements of section 120A.20, subdivision 1,
paragraph (c), is eligible to participate in the graduation incentives program, if the pupil:

Northfield PLUS Program

Performs substantially below the performance
level for pupils of the same age in a locally
determined achievement test.

Has been excluded or expelled.

Speaks English as a second language or has
limited English proficiency.

Is a victim of physical or sexual abuse.

Has experienced mental health problems.

Has experienced homelessness sometime
within six months before requesting a transfer
to an eligible program.

Has withdrawn from school or has been

chronically truant.

Is behind in satisfactorily completing
coursework or obtaining credits for graduation.

AND

This is a Minnesota Department of Education program in which students must meet (Minnesota
Statutes, section 124D.68, Subdivision 2) criteria as well as the following. Please note the following
criteria students must meet in order to enroll in the PLUS program:

e able to follow verbal instructions and directions provided by Plus Program staff and

supervisors;

e demonstrate age-appropriate cooperative play and work behaviors (i.e., turn taking, sharing,
etc.) in both small and large group activities with minimal adult supervision;
able to work independently without disturbing others when assigned individual tasks;
able to safely and successfully transition from one activity to another, and from one location
to another with minimal adult supervision; and

e refrain from hitting, kicking, biting, and other forms of physical aggression toward other

students and staff.




SCHEDULES AND DATES

ONLINE SUMMER PLUS DATES FOR 2020 ARE AS FOLLOWS;

JuLy 6 - JuLy 30 (MONDAYS THROUGH THURSDAYS), 9:304-11:30A

TypricAL SUMMER PLUS SCHEDULE (WHEN NOT ONLINE)

TIMES: 9:30A - 3:00P TOTAL PROGRAMMING. ROUGH DRAFT SCHEDULE BELOW.

9:30A BUSES ARRIVE

9:30-12:00p TIME w TS TEACHERS

12:00-12:30p LunNcH For CABINS A-H; RECESs FOR I-P (MoNDAY/ TUESDAY)
12:30-1:00p LuncH For Casins I-P; REcEss FOrR A-H

12:45pr GO 1O POOL FOR CERTAIN CABINS

1:00-1:50p CLUBS SESSION A

1:55-2:40p CLUBS SESSION B

2:40-2:55p CIrRCLE TIME

3:00p BUSES DEPART

ScHOOL YEAR PLUS DATES AND SCHEDULE

EARLY NOVEMBER THROUGH MID-MARCH (SPRING BREAK), MONDAYS THROUGH THURSDAYS,
3:30r-4:30p

BEHAVIORAL/DISCIPLINE CHALLENGES




If a student receives a behavior referral, please follow this procedure, however it is based on the
director’s discretion which means more severe incidents may skip steps. Documentation is required

for each step.
1. Talk with student

This usually involves a “Fix-It” plan. There also needs to be a parent contact made.

2. Parent call/meeting
To inform parents of on-going issues. This may involve discussions of interventions to try
or ones that have been used already. Staff could also try to see if there are other factors such
as an issue at home, issue with a classmate, etc.

3. Change of placement, altered schedule, or removal from program
If there are continued issues these are the 3 options.

More intense interventions
An altered schedule (only attend mornings/afternoons)

Removal from the program

Because the PLUS program is a Targeted Services program where students must meet “at-risk”
criteria, all students attending are in need of additional support. The PLUS staff must make efforts
to work with students and parents, but keep the needs of other struggling students in mind as well.

Policy 413 HARASSMENT AND VIOLENCE

I. GENERAL STATEMENT OF POLICY

A. The policy of the school district is to maintain a learning and working environment that is free
from harassment and violence on the basis of race, color, creed, religion, national origin, sex, gender,
age, marital status, familial status, status with regard to public assistance, sexual orientation, or
disability. The school district prohibits any form of harassment or violence on the basis of race,
color, creed, religion, national origin, sex, gender, age, marital status, familial status, status with
regard to public assistance, sexual orientation, or disability.

B. A violation of this policy occurs when any student, teacher, administrator or other school district
personnel harasses a student, teacher, administrator or other school district personnel or group of
students, teachers, administrators, or other school district personnel through conduct or
communication based on a person’s race, color, creed, religion, national origin, sex, gender, age,
marital status, familial status, status with regard to public assistance, sexual orientation, or disability
as defined in the attached procedures.

C. A violation of this policy occurs when any student, teacher, administrator or other school district
personnel inflicts, threatens to inflict, or attempts to inflict violence upon any student, teacher,
administrator or other school district personnel or group of students, teachers, administrators, or
other school district personnel based on a person’s race, color, creed, religion, national origin, sex,



gender, age, marital status, familial status, status with regard to public assistance, sexual orientation,
or disability.

D. The school district will act to investigate all complaints, either formal or informal, verbal or
written, of harassment or violence based on a person’s race, color, creed, religion, national origin,
sex, gender, age, marital status, familial status, status with regard to public assistance, sexual
orientation, or disability, and to discipline or take appropriate action against any student, teacher,
administrator or other school district personnel who is found to have violated this policy. E. For
purposes of this policy, school personnel includes school board members, school employees, agents,
volunteers, contractors or persons subject to the supervision and control of the district. 1.

HARASSMENT OR VIOLENCE AS ABUSE

A. Under certain circumstances, alleged harassment or violence may also be possible abuse under
Minnesota law. If so, the duties of mandatory reporting under Minn. Statutes may be applicable. B.
Nothing in this policy will prohibit the school district from taking immediate action to protect
victims of alleged harassment, violence or abuse.

*Please refer to appendix A for contact information relating to discipline issues.

ATTENDANCE INFORMATION

Attendance at PLUS is voluntary and therefore there are no requirements to attend. With that said,
learning is enhanced by regular attendance. Regular attendance assists in maximizing the educational
benefits for each individual student so please encourage regular attendance when possible.

If a student will be absent from programming, we request the student’s parent/guardian call/text the
Attendance Line at 612-695-2139 (talk and Text available) the day of the absence or eatlier. The
attendance line is available 24 hours a day, but messages will be received/returned during
programming hours.

ELECTRONICS

Speakers (such as Blue Tooth speakers) are not allowed during programming. This includes speakers
that connect to phones, etc, but also includes using a phone’s speaker to broadcast music, videos, etc.
This is distracting to programming and therefore these items should be left at home.

MANDATED REPORTING




Due to the Targeted Services being a public school function, all staff are mandated reporters. Please
refer to this resource https://edocs.dhs.state. mn.us/Ifserver/Public/DHS-2917-ENG to help with

general questions.

What to do: If something is heard or suspected, talk with Site Leader and/or Daryl within 24 hours.
Daryl must be notified of all possible reports. When unsure, it should be reported. Social Services
will determine if it is something that warrants an investigation. Form to be used is attached to this
handbook.

Rice County Child Welfare & Family Protection 507-645-9576 (Northfield)
507-332-6115 (Faribault)

PERSONAL POSSESSIONS

The PLUS program is not responsible for lost or damaged personal articles. Students are responsible
for all belongings brought to programming.

VISITOR POLICY

All visitors, upon entering the building, are to report first to the Front Table (Greeter station) and
sign in. After confirming the visit/appointment the front table personnel should either grant access
to the building or have visitors wait while the student is brought to the greeter station. Students are
not allowed to bring friends/relatives (not enrolled in PLUS) to programming.

NURSE

The PLUS program does not have a nurse on duty. A PLUS staff member (usually the Site Lead) will
be trained on administering medications in the event a student needs to take medication during the
programming day. If at all possible, please request that parents administer medications before or
after programming. All students who become ill during programming are required to check in with
the front desk/greeter station so parent/guardian can be notified and the student can go home.

WEBSITE

Northfield Area Learning Center and the PLUS program website can be accessed at

northfieldschools.org

CHILD NUTRITION

It is the practice of the Child Nutrition Department, which is supported by the Independent School
District #659 School Board, to comply with the federal and state laws which prohibits the denial of
a meal or milk to any eligible (paid, free, or reduced) student as a disciplinary measure. Child




Nutrition information is available on the school district’s website at northficldschools.ore  Child

Nutrition is listed under the Support Services tab.

There is a federally funded program that supports free meals to our program so all students will
receive 1 snack in the morning and 1 meal as part of Summer PLUS programming. The afternoon
snack depends on outside donations so this is not guaranteed. The federal program needs to be

applied for and approved on a yearly basis.

SECURITY

In order to maintain a safe environment, we will have the front table/greeter station serve as the
“controlled entry”. This means the front table staff will greet and assess if individuals entering the
building are allowed access, need to wait in front entry, or are asked to leave. This also includes
calling the Northfield Police Department in case of an issue that warrants police involvement.
There will be signage pointing individuals to the front table to check in as well. In the case of a
lockdown, call 911. If the office is open there is a lockdown button to be pushed.

INJURY

In case of a student injury, call 911 first (if an emergency). If not immediate danger, then call parent
and inform of injury. Report injury to Site Leader. An injury report form needs to be filled out
within 24 hours. Site Lead or staff is to inform Daryl of the injury and he will ensure injury form is
submitted. The form is included in the appendix of this handbook.

In case of staff injury, call 911 first (if an emergency). If not immediate danger, talk with staff on

what they would like to do (call parent if under 18). An injury report form needs to be filled out
within 24 hours and reported to Site Lead or the Director.

Appendix A



m
LPIRUILDLE

Targeted Services

MSYC/BLAST Handbook

2020-2021

201 Orchard Street South, Northfield, MN 55057
Phone: 507-645-1201 (ALC/PLUS Office)

northfieldschools.org

Director: Daryl Kehler
dkehler@northfieldschools.org




Table of Contents

Northfield District Strategic Plan

MSYC & BLAST Philosophy and Administration

Targeted Services Eligibility

Dates and Schedules for BLAST & MSYC

Behavior Challenges and Attendance

Mandated Reporting & Visitors

Security & Injury

Appendix A



OUR VISION

We will prepare every student for lifelong success within a world-class learning environment with a
commitment to community partnerships and sustainability.

OUR MISSION

The mission of the Northfield Public Schools is to deliver educational excellence that empowers
all learners to participate in our dynamic world.

BELIEFS

Public Education

We believe that public education is the
foundation of our democratic republic.
Learning

We believe that everyone can learn and has
unique gifts and talents that must be nurtured
and valued. We believe that learning is a
life-long, multi-faceted process that involves
more than academics.

Shared Responsibility

We believe that education is the collective
responsibility of our students, families, schools
and communities.

Learning Environment

We believe that everyone in our schools has a
right to a positive learning environment that
provides physical, emotional and intellectual
safety, and nurtures mutual respect,
responsibility and rigor.

Decision-Making

We believe decisions must be based on the
district’'s mission and beliefs and relevant
sources of information. We believe in an open
decision-making process that invites honest
dialogue.

Diversity

We believe that all learners have a right to
equitable access to educational opportunities.

Priorities

Ongoing
e Prioritize recruiting and retaining
diverse staff.
e Robust core subject instruction.

STRATEGIES

Quality Education

We will hire and retain highly qualified educators
and provide them with ongoing support and
training to deliver high quality instruction that
meets the unique needs of all learners.

Climate

We will create and strengthen an environment
that fosters mutual respect, responsibility and
rigor, and ensures the right to physical, emotional
and intellectual safety for every person.
Curricular Outcomes

We will implement a consistent, comprehensive
and challenging set of curricular outcomes that
reach and engage all learners.

Stewardship

We will consistently demonstrate good
stewardship by analyzing information, prioritizing
needs and managing our financial, physical and
human resources to support out mission.
Communication/Partnerships

We will build and strengthen bridges of open
communication that engage staff, students,
families and communities as effective partners in
education.

Diversity

We will implement plans and practices that foster
full participation by all learners and that address
issues that include, but are not limited to, race,
gender, culture, religion, sexual orientation,
language, disabilities and socio-economic
factors.

Near-Term
e Building and fostering
relationships — commitment to
social/emotional health for all.




e Develop a long-term solution that e Equitable opportunities and

allows for reasonable class sizes support for all career and college
while maintaining financial paths.
stability.

e Spaces that are modern,
innovative, creative and flexible.

MSYC/BLAST PHILOSOPHY

MSYC/BLAST is a Targeted Services Program which is run through the MN Department of
Education. Targeted Services programs can provide before school, after school, and summer
programs for students in grades K-8 who may be struggling in the regular school program and
need additional time to develop skills and abilities. Targeted services are designed for meeting
the needs of the whole child. Therefore, it is not more of the same teaching and learning that
occurs during the school day, but a different approach to engage students with the teacher,
school, and community. The purpose is to develop the skills needed to be successful in the
regular school program. (https://education.mn.gov/MDE/fam/after/)

Because of this, MSYC/BLAST is designed to provide academic support as well as social
emotional support. We have a mixture of time with licensed teachers where there is an
academic focus, and time where clubs are offered. The clubs provide social interaction as well
as opportunities for positive relationships to be developed. These may include academic topics
where a licensed teacher or other community member is supervising the activities.

2020-2021 Northfield Targeted Services
ADMINISTRATION

Administration Staff

Targeted Services Coordinator/ALC Director: Daryl Kehler

Administrative Assistant: Mary Huberg
Youth Development Coordinator: Sarah VanSickle

Located at Longfellow Building

201 Orchard St S, Northfield, MN 55057

645-1201 (office)

645-1250 (fax)

dkehler@northfieldschools.org (Daryl Kehler email)

mhuberg@northfieldschools.org (Mary Huberg email)

svansickle@northfieldschools.org (Sarah VanSickle email)




ELIGIBILITY

According to state statute, Targeted Services programming is to be run through ALCs, so the
same “at-risk” criteria is used for both programming. Below is the statute as well as the PLUS

program specific criteria.

124D .68 GRADUATION INCENTIVES PROGRAM
Subd. 2. Eligible pupils. A pupil under the age of 21 or who meets the requirements of section 120A.20,
subdivision 1, paragraph (c), is eligible to participate in the graduation incentives program, if the pupil:

Northfield BLAST/MSYC Program

Performs substantially below the performance
level for pupils of the same age in a locally
determined achievement test.

Has been excluded or expelled.

Speaks English as a second language or has
limited English proficiency.

Is a victim of physical or sexual abuse.

Has experienced mental health problems.

Has experienced homelessness sometime
within six months before requesting a transfer
to an eligible program.

Has withdrawn from school or has been
chronically truant.

Is behind in satisfactorily completing
coursework or obtaining credits for
graduation.

AND

This is a Minnesota Department of Education program in which students must meet (Minnesota
Statutes, section 124D.68, Subdivision 2) criteria as well as the following. Please note the
following criteria students must meet in order to enroll in the PLUS program:

e able to follow verbal instructions and directions provided by Plus Program staff and

supervisors;

e demonstrate age-appropriate cooperative play and work behaviors (i.e., turn taking,
sharing, etc.) in both small and large group activities with minimal adult supervision;
able to work independently without disturbing others when assigned individual tasks;
able to safely and successfully transition from one activity to another, and from one
location to another with minimal adult supervision; and

e refrain from hitting, kicking, biting, and other forms of physical aggression toward other

students and staff.




Schedules and Dates

Online Summer Blast dates for 2020 are as follows;
July 6 - July 30 (Mondays through Thursdays), 10:30a-12:30p

Typical Summer Blast schedule (when not online): Times: 9:30a - 2:30p total programming

9:30A-9:45A BuUSES ARRIVE

9:30-12:00p Tive w TS TEACHERS

12:00-12:30p LuNcH For CABINS
12:30-1:00pr Ourtsipe RecEss

1:00-1:40p CLuBs SESSION A
1:45-2:30pP CLuBs SESSION B
2:30p BusESs DEPART

MSYC dates for 2020 are late September through early May, Mondays through Thursdays,
3:00p - 4:45p.
Typical schedule:

3:00p - 3:50pP Homework AND TiME wiTH TS TEACHER
3:55pr - 4:40p CLuBS SESSION

4:45p Buses DEPART




BEHAVIORAL/DISCIPLINE CHALLENGES

If a student receives a behavior referral, please follow this procedure, however it is
based on the director’s discretion which means more severe incidents may skip steps.
Documentation is required for each step.

1. Talk with student

This usually involves a “Fix-It” plan. There also needs to be a parent contact
made.

2. Parent call/meeting

To inform parents of on-going issues. This may involve discussions of
interventions to try or ones that have been used already. Staff could also try to
see if there are other factors such as an issue at home, issue with a classmate,
etc.

3. Change of placement, altered schedule, or removal from program
If there are continued issues these are the 3 options.

1. More intense interventions
2. An altered schedule (only attend mornings/afternoons)
3. Removal from the program

Because the PLUS program is a Targeted Services program where students must meet
“at-risk” criteria, all students attending are in need of additional support. The PLUS staff
must make efforts to work with students and parents, but keep the needs of other
struggling students in mind as well.

Policy 413 HARASSMENT AND VIOLENCE

GENERAL STATEMENT OF POLICY

A. The policy of the school district is to maintain a learning and working environment
that is free from harassment and violence on the basis of race, color, creed, religion,
national origin, sex, gender, age, marital status, familial status, status with regard to
public assistance, sexual orientation, or disability. The school district prohibits any form
of harassment or violence on the basis of race, color, creed, religion, national origin,
sex, gender, age, marital status, familial status, status with regard to public assistance,
sexual orientation, or disability.

B. A violation of this policy occurs when any student, teacher, administrator or other
school district personnel harasses a student, teacher, administrator or other school
district personnel or group of students, teachers, administrators, or other school district
personnel through conduct or communication based on a person’s race, color, creed,
religion, national origin, sex, gender, age, marital status, familial status, status with
regard to public assistance, sexual orientation, or disability as defined in the attached
procedures.

C. A violation of this policy occurs when any student, teacher, administrator or other
school district personnel inflicts, threatens to inflict, or attempts to inflict violence upon




any student, teacher, administrator or other school district personnel or group of
students, teachers, administrators, or other school district personnel based on a
person’s race, color, creed, religion, national origin, sex, gender, age, marital status,
familial status, status with regard to public assistance, sexual orientation, or disability.

D. The school district will act to investigate all complaints, either formal or informal,
verbal or written, of harassment or violence based on a person’s race, color, creed,
religion, national origin, sex, gender, age, marital status, familial status, status with
regard to public assistance, sexual orientation, or disability, and to discipline or take
appropriate action against any student, teacher, administrator or other school district
personnel who is found to have violated this policy. E. For purposes of this policy, school
personnel includes school board members, school employees, agents, volunteers,
contractors or persons subject to the supervision and control of the district.

HARASSMENT OR VIOLENCE AS ABUSE

Under certain circumstances, alleged harassment or violence may also be possible
abuse under Minnesota law. If so, the duties of mandatory reporting under Minn.
Statutes may be applicable. B. Nothing in this policy will prohibit the school district from
taking immediate action to protect victims of alleged harassment, violence or abuse.

*Please refer to appendix A for contact information relating to discipline issues.

ATTENDANCE INFORMATION

Attendance at PLUS is voluntary and therefore there are no requirements to attend.
With that said, learning is enhanced by regular attendance. Regular attendance assists
in maximizing the educational benefits for each individual student so please encourage
regular attendance when possible.

If a student will be absent from programming, we request the student’s parent/guardian
call/text the Attendance Line at 612-695-2139 (talk and Text available) the day of the

absence or earlier. The attendance line is available 24 hours a day, but messages will

be received/returned during programming hours.

ELECTRONICS

Speakers (such as Blue Tooth speakers) are not allowed during programming. This
includes speakers that connect to phones, etc, but also includes using a phone’s
speaker to broadcast music, videos, etc. This is distracting to programming and
therefore these items should be left at home.

MANDATED REPORTING

Due to the Targeted Services being a public school function, all staff are mandated
reporters. Please refer to this resource
https://edocs.dhs.state.mn.us/Ifserver/Public/DHS-2917-ENG to help with general
questions.

What to do: If something is heard or suspected, talk with Site Lead and/or Sarah or
Daryl within 24 hours. Daryl and Sarah must be notified of all possible reports. When



unsure, it should be reported. Social Services will determine if it is something that
warrants an investigation. Form to be used is attached to this handbook.

Rice County Child Welfare & Family Protection: 507-645-9576 (Northfield)
507-332-6115 (Faribault)

PERSONAL POSSESSIONS
The PLUS program is not responsible for lost or damaged personal articles. Students
are responsible for all belongings brought to programming.

VISITOR POLICY

All visitors, upon entering the building, are to report first to the Front Table (Greeter
station) and sign in. After confirming the visit/appointment the front table personnel
should either grant access to the building or have visitor wait while the student is
brought to the greeter station. Students are not allowed to bring friends/relatives (not
enrolled in PLUS) to programming.

NURSE

The PLUS program does not have a nurse on duty. A PLUS staff member (usually the
Site Lead) will be trained on administering medications in the event a student needs to
take medication during the programming day. If at all possible, please request that
parents administer medications before or after programming. All students who become
ill during programming are required to check in with the front desk/greeter station so
parent/guardian can be notified and the student can go home.

WEBSITE

Northfield Area Learning Center and the PLUS program website can be accessed at
northfieldschools.org.

CHILD NUTRITION

It is the practice of the Child Nutrition Department, which is supported by the
Independent School District #59 School Board, to comply with the federal and state
laws which prohibits the denial of a meal or milk to any eligible (paid, free, or reduced)
student as a disciplinary measure. Child Nutrition information is available on the school
district’s website at northfieldschools.org.

Child Nutrition is listed under the Support Services tab.

There is a federally funded program that supports free meals to our program so all
students will receive 1 snack in the morning and 1 meal as part of Summer PLUS
programming. The afternoon snack depends on outside donations so this is not
guaranteed. The federal program needs to be applied for and approved on a yearly
basis.



SECURITY

In order to maintain a safe environment, we will have the front table/greeter station
serve as the “controlled entry”. This means the front table staff will greet and assess if
individuals entering the building are allowed access, need to wait in front entry, or are
asked to leave. This also includes calling the Northfield Police Department in case of an
issue that warrants police involvement. There will be signage pointing individuals to the
front table to check in as well. In the case of a lockdown, call 911. If the office is open
there is a lockdown button to be pushed.

INJURY

In case of a student injury, call 911 first (if an emergency). If not immediate danger, then
call parent and inform of injury. Report injury to Site Leader. An injury report form needs
to be filled out within 24 hours. Site Lead or staff is to inform Daryl of the injury and he
will ensure injury form is submitted. The form is included in the appendix of this
handbook.

In case of staff injury, call 911 first (if an emergency). If not immediate danger, talk with
staff on what they would like to do (call parent if under 18). An injury report form needs
to be filled out within 24 hours and reported to Site Lead/Daryl.



Policy 408 SUBPOENA OF A SCHOOL DISTRICT EMPLOYEE

L. PURPOSE

The purpose of this policy is to protect the privacy rights of school district
eleovees and students under both state and federal law :ths—pehey—pfeﬂdes

when requested to testlfy andfor pr0v1de educatlonal records for a Jud1c1al or

administrative proceeding.

II. PROCEDURES GENERAL STATEMENT OF POLICY

This policy is to provide guidance and direction for school district employees who

may be subpoenaed to testify and/or provide educational records for a judicial or
administrative proceeding.

III. DATA CLASSIFICATION

A. Educational Data

1. State Law

The Minnesota Government Data Practices Act (MGDPA), Minn. Stat.
Ch. 13, classifies all educational data, except for directory information as
designated by the school district, as private data on individuals. The state
statute provides that private data on individuals may not be released,
except pursuant to informed consent by the subject of the data or

pursuant to a valid court order or a parent if the sub|ect of the data is

2. Federal Law

The Family Educational Rights and Privacy Act (FERPA), 20 U.S.C.
§1232g, provides that educational data may not be released, except
pursuant to informed consent by the individual subject of the data or any
lawfully issued subpoena. Regulations promulgated under the federal law
require that the school district must first make a reasonable effort to notify
the parent of the student, or the student if the student is 18 years of age or
older, of the subpoena in advance of releasing the information pursuant to
the subpoena.

|

Personnel Data




The MGDPA, Minn. Stat. Ch. 13, also classifies all personnel data, except
for certain data specifically classified as public, as private data on
individuals. The state statute provides that private data on individuals
may not be released, except pursuant to a valid court order or
informed consent by the subject of the data.

IV. APPLICATION AND PROCEDURES

A.

Any employee who receives a subpoena for any purpose related to
employment is to inform the building administrator or designated
supervisor when the employee receives the subpoena. The building
administrator or designated supervisor shall immediately inform the
superintendent that the employee has received a subpoena.

No employee may release educational data, personnel data, or any other
data of any kind without consultation in advance with the school district
official who is designated as the authority responsible for the collection,
use and dissemination of data.

Payment for attendance at judicial or administrative proceedings and the
retention of witness and mileage fees is to be determined in accordance
with the applicable school board policies and collective bargaining
agreements.

The administration shall not release any information except in strict
compliance with state and federal law and this policy. Recognizing that
an unauthorized release may expose the school district or its employees to
civil or criminal penalties or loss of employment, the administration shall
confer with school district legal counsel prior to release of such data.

Policy 408 Subpoena of a School District Employee
Adopted: 2/28/05; Updated: 2007; Updated: INSERT DATE HERE

School Board

INDEPENDENT SCHOOL DISTRICT 659
Northfield, Minnesota

Legal References:

Cross References:

Minn. Stat. Ch. 13 (Minnesota Government Data Practices Act)
Minn. Rules 1205.0100, Subp. 5 (Minnesota Rules Regarding Data Practices)
20 U.S.C. § 1232¢g (Family Educational Rights and Privacy Act)

MSBA/MASA Policy 211 Criminal or Civil Action Against School District, School Board
Member, Employee, or Student

MSBA/MASA Policy 515 (Protection and Privacy of Pupil Records)

MSBA Service Manual, Chapter 13, School Law Bulletin “I”" (School Records-Privacy-Access to
Data)
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WELCOME BACK!

Dear Northfield Public Schools Families, Staff and Community Members,

| start every school year feeling excited and hopeful. Welcoming our students and
faculty back to their classrooms and anticipating the growth and learning ahead always
fills me with joy. This year, the start of the school year also brings new challenges. Each
and every family in our district is trying to make sense of the many hurdles ahead and
striving to make the best decisions possible. None of us have started a school year with
as many questions and unknowns as we do now.

This document is intended to give you some clarity of how we will return to school
together in Northfield. | am proud of the work our teams have completed to prepare
for numerous scenarios. | am appreciative of the feedback so many families have shared
with us formally and informally. Together, we have created a plan that is both detailed
and flexible.

During the past months, | have often asked for your patience and understanding. | know
how difficult it is not to have clarity and to be waiting anxiously for firm decisions. The
reality of this school year, however, is that things are already changing quickly. lam
committed to communicating with you frequently and transparently. As we did last year,
we will continue to strengthen and adjust our plans to better serve our students. We will
learn from any mistakes and keep you informed throughout the year.

| am excited for the start of our new school year. It will not'look like any other school year
we've experienced, but it will still be filled with exciting milestones and achievements.
From our newest learners starting their first days in kindergarten, to our rising senior
class of 2021, we will do everything we can to make sure the year ahead is joyful, safe
and academically engaging for everyone.

Sincerely,

Matt Hillmann, Ed.D.
Northfield Public Schools Superintendent



AT A Glance

» We plan to announce the learning model for each
school site on August 17, 2020, based on the latest
available data at that time. Learn more about how this
decision is made on page 3—4.

»

<

Students who are not ready or able to physically
return to school in person or using the Hybrid learning
model may register for the Portage learning model
(see page 9). The Portage learning model is a full
semester, online-only commitment.

»

<

Between Tuesday, September 8, and Friday, September

11, we hope you will participate in a fall family meeting.

Each school will send a link for registration, and you
are strongly encouraged to use this individualized
time to ask specific questions important to you and
your family.

p)

<

The first day of formal instruction is Monday,
September 14. Each school principal will provide
details to all families about the first day of school.

» Transportation will be available for all students in both
the In-Person and Hybrid learning models. Benjamin
Bus will communicate directly with families the details
of bus stops and pickup/drop-off times.

P

<

Meals will be available throughout the school year,
regardless of learning model.

@Northfield

PUBLIC CHOOLS

» Parents/guardians will be required to conduct a daily
health screening before sending their child to school.
See page 15 for more information.

» We are committed to numerous virus mitigation tactics
inside our facilities. Learn more on page 14.

b

<

COVID-19 and the resulting global health crisis
remains a fluid situation. The district will re-evaluate
contingency plans for how each of the three learning
models works and make any significant changes at the
start of each academic quarter.

)

<

High school Girls Tennis; Boys and Girls Cross Country;
Boys and Girls Soccer; and Girls Swimming and Diving
begin on August 17. Football and Girls Volleyball will be
delayed until a spring season. There will be changes to
competitive schedules and detailed protocols shared
by coaches. Information regarding the status of middle
school fall sports and activities will be communicated
by August 24.
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GUIDING Principles

As we embark on the 2020-21 school year, we strive to create a seamless system of instruction and services that meets

the needs of every learner, regardless of the scenario.

The guiding principles below are intended to provide a vision for the instructional framework developed by schools.
These are used to inform decisions that will be made when the inevitable unanticipated situations arise.

THE NORTHFIELD PUBLIC SCHOOLS GUIDING PRINCIPLES ARE:

RELATIONSHIPS FIRST

Model empathy for the wide diversity of
situations for our students and staff, and create
ways to connect with them to support their
academic, physical, mental health and social-
emotional needs.

EQUITABLE ACCESS

Plans will support the academic, social/emotional
and co-curricular needs of all students. Students
must have access to technology and internet
service to fully participate in all of the scenarios.

HIGH-QUALITY INSTRUCTION
We will endeavor to provide the highest quality
instruction practicable within each scenario.

RELENTLESS SUPPORT

We will be relentless in our attention to
engaging and connecting with every learner
and staff member.

MONITOR AND ADJUST

This is not business as usual. We will be flexible
and make timely adjustments as needed based
on feedback in our pursuit of continuous
improvement.

@Northfield
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REASONABLE CONSISTENCY

Students, staff and families need a certain level
of predictability. We will make every effort to
provide reasonable consistency in instructional
and operational practices while still maintaining
flexibility.

GIVE OURSELVES GRACE

This experience is historic. Even with the best
planning, mistakes will be made. We will monitor,
adjust and continuously improve.

STEWARDSHIP

We will carefully consider the immediate benefit
of our decision-making with the long-term
financial impact.

ACCEPT THAT SCHOOLS PLAY A ROLE
IN CHILD CARE

While Northfield Public Schools is often
recognized as a leader in high-quality education,
we must accept that public schools play a critical
role in caring for children during the traditional
workday.

STRIVING TOGETHER | 3



mm= T LEARNING
= MODEL DECISION

Earlier this summer, the Minnesota Department of Education
(MDE) and Minnesota Department of Health (MDH) provided
guidance to school districts to prepare for three potential
learning models during the 2020-21 school year. The learning
models are:

» IN-PERSON

»

» DISTANCE LEARNING

Since that time, the state has announced their Safe Learning
Plan for 2020-21 which provides additional guidance. The
Safe Learning Plan outlines an approach to determine a
recommended learning model based on new COVID-19 cases
per 10,000 over 14 days by county of residence. In addition to
the number of cases, other factors are considered such as the
district’s ability to follow MDE and MDH safety guidelines and
having enough staff to operate the school.

Ultimately, the learning model for each school is determined
by the school district, in consultation with the Rice County
Public Health Department and driven by the state’s Safe
Learning Plan.

After determining the base model for starting the school year,
the district will review bi-weekly data with the Rice County
Public Health Department. If the data indicates a change

in the learning model is warranted, a regional support
committee composed of MDE, MDH and the Southeast
Service Cooperative will advise the district on the next steps.
While the primary driver will be the number of cases per
10,000 over 14 days at the county level, other factors will also
be considered, such as specific locations of virus outbreaks
associated with the increase/decrease in cases.

Number of cases per
10,000 over 14 days by Recommended Learning Model
county of residence
0-9 In-person learning for all students
10-19 In-person learning for elementary students; Hybrid learning for secondary students
20-29 Hybrid learning for all students
3049 Hybrid learning for elementary students; Distance Learning for secondary students
50+ Distance Learning for all students

If necessary, the superintendent will make any significant changes at the start of each academic quarter.

@Northfield
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IN-PERSON

DESCRIPTION

The In-Person learning model means all students in the site
will be in school for a traditional school day. Students will
follow a traditional schedule. Attendance will be taken daily.

SAFETY PROCEDURES

Parents are required and responsible for daily screening of
COVID-19 symptoms and agree to keep their child home if
they areill (see page 15). Parents will be expected to report
COVID-19 symptoms or exposure to the school. Late students
must report to the main office in accordance with building
procedures.

All staff are required and responsible for daily self-screening
of COVID-19 symptoms and agree to stay home if they are ill.

Face coverings are required in accordance with Executive
Order 20-81. The school district will provide one face mask
for each student and one face shield for K-8 students who
request them. Families are expected to ensure their child has
a clean face covering daily.

School staff will create as much physical spacing as feasible.
Frequent hand-washing and/or hand sanitization will be
encouraged.

If COVID-19 symptoms are reported during the school day, an
isolation process will be implemented.

TECHNOLOGY

All K-12 students will be provided with a district-issued
iPad, protective case and Logitech Crayon. Internet access
will be provided for students who are unable to purchase it.
Email techhelp@northfieldschools.org or call 507.645.1260 for
assistance.

@Northfield

PUBLIC CHOOLS

LEARNING MODEL

TRANSPORTATION

Transportation will be provided by Benjamin Bus with a
two-tier system with reduced (two-thirds) capacity. In the
morning, all K-12 rural students will be picked up on the first
tier and dropped off at school. Buses will be disinfected and
then all K-12 in-town students will be picked up and dropped
off at school. In the afternoon, all K-12 in-town students will
be dropped off at home first. Buses will be disinfected and
then all K-12 rural students will be dropped off at home.

MEALS |
Students will spread out to eat, including limited physically

distanced options within the cafeteria. Meals will be prepared

on-site. Meals and beverages served at school will be

individually packaged, wherever possible. Where individual

packaging is not possible, food and beverages will be served

directly to students.

SCHOOL-AGED CHILD CARE
A fee-based program will be available before and after school.

VISITORS

Nonessential visitors, volunteers and activities involving
external groups or organizations will be restricted, and, in
most cases, non-staff are not allowed in the buildings. Parents
will be able to drop off essential items for their students

due to forgetting them at home (iPads, lunch, backpack,
medication, etc.) in accordance with building procedures.

AFTER-SCHOOL ACTIVITIES

High school Girls Tennis; Boys and Girls Cross Country; Boys
and Girls Soccer; and Girls Swimming and Diving begin

on August 17. Football and Girls Volleyball will be delayed
until a spring season. There will be changes to competitive
schedules and detailed protocols shared by coaches.

Information regarding the status of middle school fall sports
and activities will be communicated by August 24.
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LEARNING MODEL

Maroon Cohort (A)

Gold Cohort (B)
DISTANCE DISTANCE DISTANCE IN-PERSON IN-PERSON
MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY

The Hybrid learning model uses both Distance Learning
and In-Person learning. Students will report to school on

a rotating schedule, and attendance will be taken daily.
Students are divided into two cohorts. Students from the
same family will be assigned to the same cohort, attending
their school(s) on the same days. Cohorts will be finalized by
August 17,2020.

The Maroon Cohort (A) meets in person Mondays and
Tuesdays and works via Distance Learning Wednesday-
Friday. The Gold Cohort (B) meets in person on Thursdays
and Fridays and works via Distance Learning Monday—
Wednesday. Buildings will be deep cleaned on Wednesday.

Parents are required and responsible for daily screening of
COVID-19 symptoms and agree to keep their child home if
they are ill (see page 15). Parents will be expected to report
COVID-19 symptoms or exposure to the school. Late students
must report to the main office in accordance with building
procedures.

All staff are required and responsible for daily self-screening
of COVID-19 symptoms and agree to stay home if they are ill.

@Northfield
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Face coverings are required in accordance with Executive
Order 20-81. The school district will provide one face mask
for each student and one face shield for K-8 students who
request them. Families are expected to ensure their child has
a clean face covering daily.

School staff will create six feet of physical distancing for all
interactions among students and with staff. Frequent hand-
washing and/or hand sanitization will be encouraged.

The site will maintain less than 50% of each building’s fire
marshal occupancy limit.

If COVID-19 symptoms are reported during the school day, an
isolation process will be implemented.

All K-12 students will be provided with a district-issued
iPad, protective case and Logitech Crayon. Internet access
will be provided for students who are unable to purchase it.
Email techhelp@northfieldschools.org or call 507.645.1260 for
assistance.

continued on page 7
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LEARNING MODEL

Transportation will be provided by Benjamin Bus with a
two-tier system with reduced (up to 50%) capacity. In the
morning, all K-12 rural students will be picked up on the first
tier and dropped off at school. Buses will be disinfected and
then all K-12 in-town students will be picked up and dropped
off at school. In the afternoon, all K-12 in-town students will
be dropped off at home first. Buses will be disinfected and
then all K-12 rural students will be dropped off at home.

Students will spread out to eat, including limited physically
distanced options within the cafeteria. Meals will be prepared
on-site. Meals and beverages served at school will be
individually packaged, wherever possible. Where individual
packaging is not possible, food and beverages will be served
directly to students. Students can pick up meals at the end

of the school day on Tuesdays and Fridays for consumption
while they are in the Distance Learning portion of the Hybrid
learning model.

A fee-based program will be available before and after
school. Limited all-day care will be available at no charge
for Tier | critical care workers on Distance Learning days.
EarlyVentures will continue as scheduled.

Nonessential visitors, volunteers and activities involving
external groups or organizations will be restricted, and, in
most cases, non-staff are not allowed in the buildings. Parents
will be able to drop off essential items for their students

due to forgetting them at home (iPads, lunch, backpack,
medication, etc.) in accordance with building procedures.

High school Girls Tennis; Boys and Girls Cross Country; Boys
and Girls Soccer; and Girls Swimming and Diving begin

on August 17. Football and Girls Volleyball will be delayed
until a spring season. There will be changes to competitive
schedules and detailed protocols shared by coaches.

Information regarding the status of middle school fall sports
and activities will be communicated by August 24.

@ Northfield
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MODEL

DESCRIPTION

The Distance Learning model allows all students to learn
remotely. Attendance will be taken, and school buildings
will not be open for any student activities. Teachers will
deliver instruction online via Seesaw (K-3) and Schoology
(4-12). Videoconferencing will be held via Zoom.

SAFETY PROCEDURES
Students will remain at home. All school buildings will be
closed to the public.

TECHNOLOGY

All K-12 students will be provided with a district-issued
iPad, protective case and Logitech Crayon. Internet access
will be provided for students who are unable to purchase it.
Email techhelp@northfieldschools.org or call 507.645.1260 for
assistance.

TRANSPORTATION
Buses will not transport students. Buses may be used for
other needs such as food delivery and Wi-Fi access.

@Northfield
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DISTANCE LEARNING

MEALS
Meals will be provided using curbside pickup or delivery
with buses.

SCHOOL-AGED CHILD CARE

Limited all-day care will be available at Sibley Elementary
School for Tier | critical care workers. Fees will apply for the
usual before- and after-school time frames. EarlyVentures
will continue as scheduled.

VISITORS
All facilities are closed to the public.

AFTER-SCHOOL ACTIVITIES
No after-school activities.
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PORTAGE

DESCRIPTION

The Portage learning model is an online-only option for
students who are not ready or able to physically return to
school. Families would be committing to the online option
for the entire fall semester or the 2020-21 school year.

Grades K-5 students: In the online-only option,
elementary students will use a mix of videoconferencing
and assignments under the direction of a Northfield Public
Schools teacher.

Grades 6-12 students: In the online-only option, secondary
students will be coached by a Northfield Public Schools
teacher and use Odysseyware®, an online curriculum.
Tutoring will also be available.

SAFETY PROCEDURES

Students will remain at home.

TECHNOLOGY

All K-12 students will be provided with a district-issued
iPad, protective case and Logitech Crayon. Internet
access will be provided for students who are unable to
purchase it. Email techhelp@northfieldschools.org or
call 507.645.1260 for assistance.

@Northfield
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LEARNING MODEL

TRANSPORTATION
As students will be learning from home in the Portage
learning model, transportation will not be provided.

MEALS

Meals will be provided for students enrolled in the Portage
learning model using a pre-order, curbside pickup system.
Families participating in this learning model will receive
detailed information about the process for ordering and
pickup.

AFTER-SCHOOL ACTIVITIES
Students enrolled in the Portage learning model will be
eligible to participate in after-school activities, if desired.
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SERVING Every Student

SPECIAL EDUCATION SERVICES

Special education provides individualized instruction and
services aligned with Individuals with Disabilities Education
Act (IDEA), Minnesota statutes and rules, and MDE/MDH
guidance to students with disabilities who qualify for
learning support across settings.

EQUITABLE ACCESS

Northfield Public Schools will ensure equitable educational
opportunities for all students while prioritizing health and
well-being. Special education teachers will communicate
frequently with families, general education teachers and
related service providers to meet student needs in both the
physical and virtual settings.

FREE APPROPRIATE PUBLIC EDUCATION
Northfield Public Schools is responsible for providing a free
appropriate public education (FAPE) to each eligible student
with a disability, under either an Individualized Education
Program (IEP) (or, in the case of virtual or Distance Learning,
an Individualized Distance Learning Plan — IDLP), or Section
504 plan.

PARENTAL PARTICIPATION

Strong partnerships with parents/guardians is essential for
engaging in the best possible planning and implementation
efforts, making progress toward goals, and ensuring
equitable opportunities and appropriate student
involvement. This necessitates ongoing communication
between the case manager, general education teachers,
parent/guardian, support and related service providers. A
communication plan will be discussed at the beginning of
the school year.

OTHER SPECIAL EDUCATION CONSIDERATIONS
Ensuring equitable learning opportunities to enable
students with disabilities to make progress in the mastery
of Minnesota Academic Standards and social emotional
learning continues to be the aim of IEP and 504 teams.

@Northfield
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The district plan in all three learning scenarios focuses on
maximizing effectiveness of specialized instruction and
related services and minimizing COVID-19 infection risk
through application of Centers for Disease Control and

Prevention (CDC) and MDH-recommended safety measures.

The district will monitor and adjust the movement of
itinerant staff (staff who are assigned to provide services
to students in more than one building) between multiple
buildings, and provide instructional services from these
staff in a variety of ways, including in person, virtually and
consultatively.

The IEP team will review the services and supports in the
current |[EP and review the services and supports provided
during spring 2020's Distance Learning. IEP teams will
ascertain individual needs and determine if IEPs should be
amended or rewritten.

» In a Hybrid model, students receiving special education
services in the district’s Setting ll/lll special education

programs will be eligible to receive services in a school setting

four days per week.

For more information or specific
questions about special education
services, please call 507.645.3410.

STRIVING TOGETHER |
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SERVING Every Student

ENGLISH LANGUAGE (EL) STUDENTS

Students receiving EL services will be given access to
academically rigorous, grade-level appropriate, standards-
aligned instruction that simultaneously builds their
background knowledge, conceptual understanding and
language competence. Supports and teacher guidance
consistent with research need to be provided to EL students
to supplement — not replace - core instruction and ultimately
foster student independence.

Collaboration between content and EL teachers will be
prioritized and planned for from the start.

The EL team will discuss how English language development
services will be provided to English learners during all three
learning scenarios, in accordance with MDE guidelines. The
Northfield Public Schools Language Instruction Education
Plan will be updated to reflect the delivery of EL services in
the Hybrid and Distance Learning scenarios.

Meaningful access for English learners includes differentiated
supports for academic content as well as strategies to
increase language acquisition. Content teachers will provide
representations of concepts, sentence frames, differentiated
texts and vocabulary instruction with a focus on academic
language. EL teachers have strategies that provide structured
opportunities for students to produce oral and written
language.

EL teachers will establish a schedule for regular contact with
EL students. This contact time (one-on-one or in a small
group) will be used for conferring, providing feedback,
setting individual learning goals and/or checking on
progress.

@Northfield
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EL teachers will provide support options to students for
development instruction that is additional to mainstream
instruction. Students at a beginning proficiency level in
English will receive more contact time and have more
options for support from their EL teacher than students at
intermediate and advanced levels.

In collaboration with the EL teacher and classroom teachers,
secondary Level | and Level Il EL students may adopt an
adapted schedule during Distance Learning that considers
the specific needs of an individual student.

In Distance Learning, Northfield Public Schools will continue
to screen students for EL services using MDE guidelines.

For more information or specific
questions about EL services,
please call 507.645.3436.

STRIVING TOGETHER | 11



INSTRUCTIONAL Practices

OVERVIEW

Northfield Public Schools believes that everyone in our
schools has the right to a positive learning environment
that provides physical, emotional and intellectual safety,
and nurtures mutual respect, responsibility and rigor. This
school year, regardless of which learning environment
your child attends, we will implement a consistent,
comprehensive and challenging set of equitable curricular
outcomes that reach and engage all learners.

All schools will focus on establishing effective relationships
and community.

Recognizing the challenges and limitations of the
upcoming school year, Northfield Public Schools is revising
curriculum pacing at the elementary, middle and high
school levels to teach and assess critical core standards for
the grade level or course.

All students will receive grades in accordance with the
2020-21 Planning Guidance for Minnesota Public Schools
{(published 6/18/2020), which says grades should include

@Northfield
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evidence of mastery at the end of a unit or course and
that evidence should be able to be collected in a variety
of manners to allow students to demonstrate their
understanding.

All classes will use similar, district-supported learning
materials, texts and instructional tools with consistent
practices across the district.

All students will receive appropriate support and services
through the general education program, Special Education
Individualized Educational Plans (IEPs), 504 plans, EL,
intervention and enrichment services.

As needed, students will receive support from building
counselors, social workers, school psychologists and
behavior coaches.

SOCIAL AND EMOTIONAL LEARNING

The direct and indirect impacts of the global COVID-19
pandemic are expected to have a lasting effect on students
and staff. Northfield Public Schools will reinforce and
enhance curriculum and supports focused on social-
emotional learning, relationship-building and successful
transitions to new schools, classrooms and environments,
whether in person or through distance learning. Students
with mental health needs and/or those who have
experienced trauma are supported by building-level teams,
which may include behavior coaches, school psychologists,
school counselors, social workers and peer helpers.

continued on page 13

STRIVING TOGETHER |

12




INSTRUCTIONAL Practices

ATTENDANCE AND ENGAGEMENT

Students who attend school regularly have been shown to
achieve at higher levels than students who do not. Northfield
Public Schools recognizes that both attendance and
participation (engagement) contribute to student growth
and success.

Northfield Public Schools is committed to ensuring every
student is able to access and participate in school activities
in all learning scenarios. Alternate plans can be arranged
between a parent, student and teacher if joining a video call

during the day is not feasible in the Distance Learning model.

Flexibility will be allowed for families with extenuating
circumstances.

Attendance will be reported daily.

Building and district teams will closely monitor attendance
and provide support to students and families facing barriers.

Students are expected to show engagement by completing
and submitting required work for the day.

@Northfield
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DISTRICT ASSESSMENTS

The Northfield assessment framework includes a variety of
assessments that can provide different information about
student learning. Students complete classroom assessments
as part of day-to-day instruction and standardized
assessments designed for monitoring overall district
performance in accordance with MDE guidelines. Classroom
assessments will occur in all three learning scenarios.

Northfield students will participate in the following district-
wide assessments in the 2020-21 school year:

» Dynamic Indicators of Basic Early Literacy Skills [DIBELS]
(Grades K-5, all learning scenarios)

» Measures of Academic Progress [MAP] (Grades K-8,
In-Person and Hybrid scenarios only)

» PreACT (Grade 10, In-Person and Hybrid scenarios only)

» ACT (Grade 11, In-Person and Hybrid scenarios only)

1 LgveYou
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scHooL Buildings

Virus Prevention and Mitigation Efforts Overview

Critical safety protocols will be in place to limit exposure and transmission
of COVID-19 for the In-Person and Hybrid learning models.

VIRUS MITIGATION AT SCHOOL PHYSICAL DISTANCE MARKINGS
The district will take steps to reduce virus transmission while Floor markings will provide reminders about the need for
students are on campus. These steps include: physical distancing throughout schools. This will help direct
traffic patterns and flow. School-level teams will determine
» Physical distancing will be practiced as feasible. the best way to mark and label spaces, including:
Six feet of physical distancing will be required in the
Hybrid model. » Hallways
» Offices

» Face coverings are required in accordance with Executive
Order 20-81.The school district will provide one face
mask for each student and one face shield for K-8 » Common areas
students who request them. Families are expected to
ensure their child has a clean face covering daily.

» Classrooms

» Regular hand-washing and/or sanitization will be
encouraged as part of daily routines.

» Reduced sharing of items will be encouraged. IORTHE

» Building ventilation and fresh air mixture will be
increased to the greatest extent practicable.

» Enhanced cleaning and decontamination of buildings
and buses will be implemented.

See our entire COVID-19 Disinfection Plan »

%NOT’thﬁEld STRIVING TOGETHER | 14
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PARTNERING WITH Families

DAILY HEALTH SCREENINGS

Parents/guardians will be required to conduct a daily health
screening before sending their child to school. Each family
will be required to sign a declaration confirming that they will
conduct the screening daily and keep their child home when
ill. Students should remain home if they, or anyone in the
household, have any of the following symptoms:

» Fever 100.0° or higher (daily home temperature
check required)

» Chills

» New or worsening cough
» Shortness of breath or difficulty breathing
» Fatigue

» Muscle or body aches

» Headache

» New loss of taste or smell
» Sore throat

» Congestion or runny nose
» Nausea or vomiting

» Diarrhea

By sending your child to school, you are reporting that your child, and all members of
your household, do not have any of the above symptoms. All families will be required
to sign a declaration pledging to strictly follow the daily health screening and only
send their child to school when they are symptom-free.

@Northfield
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COVID-19 SUSPECTED OR
CONFIRMED CASE PROTOCOLS

Staff and families are asked to self-report if they or their
student(s) have symptoms of COVID-19, a positive test for
COVID-19 or had close exposure to someone with COVID-19
within the last 14 days. Reporting data will be handled in a
manner consistent with the Health Insurance Portability and
Accountability Act (HIPAA) and the Family Educational Rights
and Privacy Act (FERPA). Specific protocols are in place should
someone display symptoms during the school day. The
district will use the Minnesota Department of Health’s (MIDH)
Decision Tree for People with COVID-19 Symptoms in Youth,
Student and Child Care Programs to determine eligibility. The
district COVID-19 coordinator is the primary point of contact
with MDH.

COVID-19 COORDINATORS/TEAMS

The district’s COVID-19 coordinator is Director of Special
Services, Cheryl Hall (507.645.3410, chall@northfieldschools.
org). The district COVID-19 team includes Superintendent,
Matt Hillmann; Executive Assistant to the Superintendent and
School Board, Anita Aase; the district’s Licensed School Nurse,
Maimouna Toure-Keita; Director of Buildings & Grounds,

Jim Kulseth; and Administrative Assistant for Buildings and
Grounds, Dorothy Cohan.

Each school and program will have its own coordinator and
team. Building coordinators are responsible for reporting
confirmed cases to the district COVID-19 coordinator, who
will coordinate communication with MDH, lead contact
tracing and audit building-level virus mitigation practices.

@Northfield
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PROTOCOLS
The district will use the following flow charts to make
decisions and communicate with families and staff:

» Student protocol flow chart
» Staff protocol flow chart

ISOLATION PROCESS

If a student is displaying symptoms during the school day,
the nurse’s office will be used as the isolation area. Students
with non-COVID-19 health issues will report to the school’s
main office when the nurse’s office is being used as an
isolation area. If more than one individual is symptomatic, six-
feet distancing is required in the isolation space. If this is not
possible, students will be assigned to the building’s alternate
isolation space. If a staff member is displaying symptoms
during the school day, they will leave the building. If the staff
member is too ill to leave on their own, they will be assigned
to the alternate isolation space until they can be safely
transported by a family member.

CONTACT TRACING

Contact tracing will be conducted under the direction of
MDH. Families and staff will be notified about any exposure
in accordance with MDH. Staff and students will be required
to quarantine based on the MDH Decision Tree for People with
COVID-19 Symptoms in Youth, Student and Child Care Programs
to determine eligibility.

STRIVING TOGETHER | 16




How To Get Help

Northfield Public Schools is committed to making sure that every family has the support they need to assist their children as they
participate in any of the learning scenarios. If you need help, please reach out to the contacts below:

Topic

Contact Information \

Technology: Schoology, Seesaw, Skyward,
Zoom or iPad

Email techhelp@northfieldschools.org or leave a voicemail at 507.645.1260
and your call will be returned.

f -

Internet access or internet speed

Email techhelp@northfieldschools.org or leave a voicemail at 507.645.1260
and your call will be returned.

I need help from one of my child’s teachers

Access the staff directory. This provides email and direct dial information.

I need emotional help for my student

Access the staff directory to find contact information for your child’s principal,
school social worker or guidance counselor.

Rice County Social Services offers services to families. Contact them at
507.332.6115.

| think my child needs more help or support
than from just their teacher (but doesn't
already receive special education services)

Contact your school’s Multi-Tiered Systems of Supports (MTSS) main contact:

Area Learning Center: Daryl Kehler
507.645.1201

Bridgewater Elementary: Adam Danielson
507.663.3300

Early Childhood: Sara Line
507.645.1200

Greenvale Park Elementary: Melissa Larsen
507.645.3500

Hand in Hand Preschool: Sara Line
507.645.1200

Northfield High School: Nancy Veverka
507.663.0630

Northfield Middle School: Marcy Korynta
507.663.0650

Sibley Elementary: Peg Witt
507.645.3470

| need more information about COVID-19

Contact your physician or county public health department:

Dakota County Public Health: 651.554.6100

Goodhue County Public Health: 651.385.3200
Rice County Public Health: 507.645.9576

@Northfield

PUBLIC CHOOLS

STRIVING TOGETHER | 17




NORTHFIELD PUBLIC SCHOOLS
School Board Minutes

July 13, 2020
Teleconference

IL.

111

Call to Order

Board Chair Julie Pritchard called the Regular meeting of the Northfield Board of Education of Independent School
District 659 to order at 7:00 p.m. Due to the health pandemic and the extension of Governor Walz’s Executive Order
20-01 COVID-19 Peacetime Emergency, and in accordance with Minnesota Statute 13D.021, which permits boards to
hold a meeting by telephone conference call or other electronic means, this meeting was conducted via video
conference. In addition, the school board determined that it was not feasible for at least one board member, or the
superintendent to be physically present at the regular meeting location and that it was not feasible for the public to
attend this meeting at the regular locaton. The district did make accommodations for public comment which are
outlined below.

Board member attendance was taken by roll call. Anita Aase, Executive Assistant to the Superintendent and Board of
Education, called the name of each board member in alphabetical order by last name and the board member
tesponded “present” when his/her name was called. Present: Baraniak, Goerwitz, Hardy, Iverson, Pritchard, Quinnell
and Stratmoen. Absent: None.

Also present at this video conference meeting was: Dr. Matt Hillmann, Superintendent; Anita Aase; Erin Bailey,
Director of Community Education; and Hope Langston, Director of Instructional Services. Observing the meeting
via Zoom was Sam Wilmes, a reporter with the Northfield News. This meeting was live-streamed and recorded, and
access to the recording was posted to the school district website.

Board Chair Pritchard outlined the procedures for this meeting:

® Board members were asked to mute their microphones when not speaking.

® During the course of the meeting when a motion and a second is required, Dr. Hillmann would initiate the
“unmute” for all board members.

® At the start of each discussion Chair Pritchard said she would call on each board member in alphabetical
order by last name for any questions or comments. If they didn’t wish to speak, they would be welcome to
pass.

® There would be one round of questioning for board members. If board members had a follow-up question or
comment, they could consider using the Raise Hand feature in order to be recognized by the Chair.

e All votes on the Items for Individual Action would be conducted by roll call by Aase. Each board member
was instructed to wait until their name was called before voting.

Agenda Approval/Table File
On a motion by Quinnell, seconded by Iverson, the Board approved the agenda by roll call. Voting ‘yes’ were
Baraniak, Goerwitz, Hardy, Iverson, Pritchard, Quinnell and Stratmoen. No one voted ‘no’.

Public Comment

To accommodate the public comment portion of our meeting, members of the public were invited via the school
district website to submit feedback to the Board via email by 5:00 p.m. on July 13, 2020. All submissions that followed
the district policy regarding public comment would be read by Chair Pritchard at this time. There was one public
comment submitted by Jessie Fuller Rodgers, 1412 Bridgewater Parkway, Dundas, MN, regarding social skills groups
for district children.

Announcements and Recognitions
There were no announcements or recognitions.



Items for Discussion and Reports
A. Community Education Update. Director of Community Education Erin Bailey presented an update about her

division’s summer programming during COVID-19. Director Bailey reviewed the Summer 2020 recreation
programs being offered in person and those being offered on-line or virtual. Moving forward we anticipate a
hybrid offering for many classes. Both Early Ventures and Kid Ventures childcare sites are operating, and
facility use rentals started in early July. Director Bailey shared reasons some programs have not run this
summer and some of the hurdles faced with implementing programs, such as health screenings and social
distancing at program sites. These lessons learned during the summer will be used to help formulate plans
and programs for school opening in Fall 2020.

Dyslexia Update. Hope Langston, Director of Instructional Services, updated the board on the District’s
efforts to address the needs of Northfield students struggling with characteristics of dyslexia. Improving and
targeting instructional strategies for these students will lead to better reading instruction for all of our
Northfield youth. Director Langston reviewed nationwide dyslexia trends, current Minnesota legislation,
Minnesota’s definition of dyslexia, and Northfield Public Schools’ reading data, curricular response and action
plan.

Summary of Superintendent’s Performance Appraisal. School Board Chair Julie Pritchard shared her

summary of the Superintendent’s performance appraisal. Board members gave Dr. Hillmann a very strong
performance rating across all key areas. His overall average score was 4.94 on a 5-point scale across 48 job
responsibilities organized around eight major topics.. Board members cited Dr. Hillmann’s exceptional work
during the school year which presented previously unimaginable challenges. With the abrupt change to
distance learning Dr. Hillmann demonstrated his outstanding ability to adapt his instructional leadership. The
Board cited Dr. Hillmann’s passion and proactive leadership relating to the difficult and pernicious state of
affairs regarding race and equity as it not only related to the school district but also to the community as a
whole. The Board expressed their great confidence in his ability to tackle the complex challenges the district
will face particularly in the coming school year..

. Policy Recommendations & Handbook Review. Dr. Hillmann presented the Policy Committee’s
recommendations on the Hand In Hand Preschool Handbook, Policies 401, 402, and 407. This will be an
item for individual action at the next Board meeting.

Operations Update. Dr. Hillmann updated the Board on planning for school year 2020-21 and the District’s
anti-racism work. The purpose of the 2020-2021 Northfield Public Schools COVID-19 contingency plan is to
support staff in developing a seamless system of instruction and services that meets the needs of every
learner regardless of the scenario. He also shared the COVID-19 Contingency Planning Guiding Principles.
The Minnesota Department of Education (MDE) and Health (MDH) released guidelines guidance for the
2020-21 school year. Three options could be used during the school year: 1) in-person instruction, 2) distance
learning, 3) a hybrid option where some students would be on campus and others learning from home. Our
school district leadership team is reviewing the guidance and has begun contingency planning for all three
options. MDE and MDH have indicated they will provide a decision about what scenario will be used to start

the school year during the week of July 27.

The District continues its work to eliminate systemic racism. Northfield Public Schools, the City of
Northfield, and Northfield Healthy Community Initiative are collaborating with the intention of creating a
broader community coalition of organizations to do this work together. As we work to develop a
comprehensive anti-racist framework, three action areas continue to arise: 1) symbolism, 2) systems behavior,
and 3) individual behavior.

Financial Update. Dr. Hillmann provided a brief financial update to the Board and shared more details about
the CARES Act and how the district initially plans to use the funding.



VI.  Consent Agenda
On a motion by Hardy, seconded by Goerwitz, the Board approved the following Consent Agenda items by roll call.
Voting ‘yes” were Baraniak, Goerwitz, Hardy, Iverson, Pritchard, Quinnell and Stratmoen. No one voted ‘no’.

A. Minutes
e Minutes of the Regular School Board meeting held on June 8, 2020

B. Gift Agreements
® §$1,424.00 from Northfield Fine Arts Booster for a binding machine

e §$1,000.00 from Northfield Fine Arts Booster for vocal activity video contracted services

C. District Youth Council Membership
The following student was recommended to serve on the District Youth Council during the 2020-2021 school

year:

Rising Sophomore: Grace Ryden

D. Fiscal Year Organization Actions
The School District’s financial year runs from July 1 to June 30. Each year at the first School Board meeting

in July, financial organizational issues must be approved. They are as follows:

1.  Motion to approve authorizing the Director of Finance to invest surplus district funds in accordance
with applicable laws and with the district’s Investment Policy 705, for fiscal year 2020-2021.

2. Motion to approve designating Wells Fargo Bank, N.A., PMA/Associated Bank, Frandsen Bank &
Trust Dundas, U.S. Bank Minnesota and the Minnesota School District Liquid Asset Fund as official
bank depositories provided they maintain adequate pledged collateral as required by law per district
procedures to Policy 705 - Investments, for fiscal year 2020-2021.

3. Motion to approve authorizing the Director of Finance to make appropriate wire transfers to and
from district depository accounts for fiscal year 2020-2021.

E. Memberships for 2020-2021

The school district belongs to several cooperatives, leagues and associations. Membership in the groups listed
below should be renewed for the 2020-2021 school year.

1. Minnesota State High School League. The designated Northfield High School Representative is
Activities Director Joel Olson and the designated School Board Representative is Board Member
Julie Pritchard.

Minnesota Association of School Administrators.
Minnesota Association of Charter School Authorizers.
Schools for Equity in Education.

Southeast Service Cooperative.

Region V Computer Services Cooperative.

Rice County Family Services Collaborative.
Minnesota School Boards Association.

Healthy Community Initiative.

ol I S SRS

E  Personnel Items

a) Appointments
1. Joseph Auge, Summer Recreation Position with Community Services, beginning 6/30/2020-8/31/2020;

$10.00/hr.

2. Delia Benson, Summer Recreation Position with Community Services, beginning 6/30/2020-8/31/2020;
$10.00/hr.

3. Celine Falcon-Geist, Summer Recreation Position with Community Services, beginning 6/30/2020-8/31/2020;
$10.00/hr.

4. Nick Hupton, Summer Recreation Position with Community Services, beginning 6/30/2020-8/31/2020;
Community Services Program Supervisor $15.14/ht., Junior Team Tennis Supervisor $1,800 Stipend.
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11.

12.

13.
14.

15.

16.
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20.
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22.
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24.

25,

Jayna Janseen, Summer Recreation Position with Community Services, beginning 6/30/2020-8/31/2020;
$10.25/hr.

Michelle Martinez, Targeted Services Club Leader for up to 3 hours/day Mon.-Thurs., Distance Learning,
beginning 7/6/2020-7/30/2020; $22.27 /hr.

Elizabeth Meehan, Aquatics Instructor with Community Services, beginning 6/30/2020-8/31/2020; General |
$10.00/ht., Lifeguard $10.14/hr. |
McKenzie Mikulski, 1.0 FTE Special Ed Teacher EBD at Greenvale Park, beginning 8/25/2020; BA, Step 5
Ananda Myint, Aquatics Instructor with Community Services, beginning 6/30/2020-8/31/2020; General
$10.00/hr., Lifeguard $10.14/hr.

Debra O’Meara, 1.0 FTE Administrative Support Assistant to Instructional Services and Technology (Class IV)
at the District Office, beginning 7/1/2020; Class IV, Step 5

Caroline Peterson, Aquatics Instructor with Community Services, beginning 6/30/2020-8/31/2020; General
$10.00/ht., Lifeguard $10.14/hr.

Kaed Rauk, Summer Recreation Position with Community Services, beginning 6/30/2020-8/31/2020;
$10.00/hr.

Ryan Redetzke, Behind The Wheel Instructor with Community Services, beginning 6/30/2020,

Craig Simmons, Behind The Wheel Instructor with Community Services, beginning 6/30/2020;

Keely Spens, Summer Recreation Position with Community Services, beginning 6/30/2020-8/31/2020;
$10.00/hr.

Sandra Thiele, 1.0 FTE Long Term Substitute English Language Teacher at Greenvale Park, beginning
2/1/2021-6/10/2021; BA+40, Step 2

Ariana Vermilyea, Aquatics Instructor with Community Services, beginning 7/13/2020-8/31/2020; General
$10.00/hr. ‘

Winston Vermilyea, Aquatics Instructor with Community Services, beginning 6/30/2020-8/31/2020; General
$13.25/hr., Lifeguard $13.39/hr.

Recreation Positions with Community Services Effective June 15 — August 31, 2020

Laura DeGroot, Wt. Room Summer Program, $30/hour

Cory Callahan, Wt. Room Summer Program, $30/hour

Recreation Positions Effective June 29 — August 31, 2020

Laura Sheehy, Program Supervisor, $11.50/hour

Summer Recreation Positions #3143, Effective June 30, 2020 — August 31, 2020
Beth LaCanne, Program Supervisor, $15.14/hour

Abby Borene, General Recreation, $11.00/hour

Jack Meyer Garvey, Program Supervisor, $11.14/hour

Nick Albright, Program Supervisor, $10.64/hour

Sarah Will, Program Supervisor, $11.64/hour

MaryKatherine Deschamp, Program Supervisor $12.64/hour, General Recreation $12.00/hour
Mark Welinski, Program Supervisor $15.14/hour

Laura Sheehy, Program Supervisor, $11.25/hour

Marty Johnson, Program Supervisor $1,800 Stipend

Summer Recreation Positions #3142, Effective June 30, 2020 — August 31, 2020
Lily Moravchik, General Recreation, $10.75/hour, Lifeguard $10.89/hour
Lauren Moravchik, Program Supervisor $11.64/hour

Summer Recreation Positions #3143, Effective June 30, 2020 — August 31, 2020
Elizabeth Brust, General Recreation, $10/hour

Caroline Ash, General Recreation, $10/hour

Summer Recreation Positions #3143, Effective June 30, 2020 — August 31, 2020

Victoria Rivera, General Recreation, $11.50/hour

Summer Recreation Positions #3143, Effective July 6, 2020 — August 31, 2020

Adison Dack, General Recreation, $10.50/hour
Madeline Moser, Summer Aquatics Position with Community Services, beginning 7/10/2020-8/31/2020;
$10.25/hr.

b) Increase/Decrease/Change in Assignment

1.

Charlie Alvarez, Teacher at Greenvale Park, add Lead Companeros Teacher at Greenvale Park, effective
8/31/2020-6/10/2021; Stipend $750/year.

Ritva Barsness, CNA III at Greenvale Park, add Summer CNA for up to 7 hours/day at the Middle School,
effective 6/8/2020-8/31/2020; $18.34/hr.

Josie Beacom, KidVentures Student Site Assistant at Greenvale Park, change to KidVentures Site Assistant
Substitute, effective 6/8/2020-8/26/2020. $13.21/hr.
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22,

23.

24.

25.

26.

27.

28.

29,

30.

51,

32.

Laura Berdahl, Community School Coordinator for 43 weeks/year for 40 hours/week at Greenvale Park,
change to Community School Coordinator for 40 weeks/year for 20 hours/week at Greenvale Park,effective
7/6/2020.

Melissa Borup, .5 FTE Academic Advocate at the ALC, change to .8 FTE Academic Advocate at the ALC,
effective 7/1/2020. MA, Step 8

Russel Boyington, KidVentures Site Assistant for 23.5 hours/week at Bridgewater, change to KidVentures Site
Assistant for 40 hours/week at Bridgewater, effective 6/8/2020-9/4/2020.

Haanah Braun, EarlyVentures Site Assistant for 40 hours/week at Longfellow, add EarlyVentures Site Assistant
at Bridgewater for 40 hours/week between both locations, effective 6/8/2020-8/26/2020.

Erik Burton, .6 FTE ESL at the High, add .4 FTE Long Term Substitute Social Studies Teacher, effective
8/31/2020-6/10/2021.

Anne Campbell, Special Ed Teacher at the High School, add Participant in EBD Setting III Pilot Project
meetings/professional development for up to 80 hours with the District, effective 6/9/2020-8/28/2020.
Lane/step

Anita Corwin, EarlyVentures Site Assistant for 37.5 hours/week at Longfellow, add EarlyVentures Site
Assistant at Bridgewater for 27 hours/week between both locations, effective 6/8/2020-8/26/2020.

Caleb Davidson, Targeted Services Teacher at Greenvale Park, add Summer BLAST Teacher for up to 2.5
hours/day Mon.-Thurs. at the Middle School, effective 6/29/2020-8/1/2020; Yr. 1-$27.11 /hr.

Claire Edwards, KidVentures Student Site Assistant at Sibley, change to KidVentures Site Assistant Substitute,
effective 6/8/2020-9/4/2020. $13.21/hr.

Kristin Freeman, KidVentures Site Assistant for 20 hours/week at Bridgewater, change to KidVentures Site
Assistant for 32 hours/week at Bridgewater, effective 6/8/2020-9/4/2020.

Debbie Foley, EarlyVentures Assistant Teacher for 30 hours/week at Longfellow, add EarlyVentures Assistant
Teacher at Bridgewater for 28.75 hours/week between both locations, effective 6/8/2020-8/26/2020.

Robert Garcia, Teacher at Greenvale Park, add Targeted Services Summer PLUS Teacher for up to 3 hours/day
Mon.-Thurs. Distance Learning, effective 7/6/2020-7/30/2020; Yr. 9-$28.22 /ht.

Aimee Gerdesmeier, KidVentures Site Leader for 30 hours/week at Sibley, change to KidVentures Site Leader
for 40 hours/week at Bridgewater, effective 6/8/2020-9/4/2020.

Sara Gerdesmeier, EarlyVentures Site Assistant for 36.25 hours/week at Longfellow, change to EarlyVentures
Site Assistant on call as needed, effective 6/8/2020-8/26/2020.

Courtney Gilomen, EarlyVentures Teacher for 39.5 hours/week at Longfellow, change to EarlyVentures
Teacher for 20 hours/week at Longfellow, effective 6/8/2020-8/26/2020.

Dylan Golla, Teacher at the High School, add .5 Assistant Football Coach at the High School, effective
8/17/2020; Level E, Step 2.

Emileana Graupmann, Teacher at the High School, add an overload for the 2020-2021 school year, effective
8/31/2020-6/10/2021.

Erin Hall, Teacher at Bridgewater, add Targeted Services Summer PLUS Teacher for up to 3 hours/day
Mon.-Thurs. Distance Learning, effective 7/6/2020-7/30/2020; Yr. 6-$27.73 /ht.

Mikayla Hoff, Teacher at Bridgewater, change to Targeted Service Summer PLUS Teacher for up to 3
hours/day Mon.-Thurs. Distance Learning, effective 7/6/2020-7/30/2020; Yr. 2-$27.11/hr.

Michael Humann, Night Lead Engineer from 3-11 p.m. M-F at the Middle School, change to Day Engineer
6:00 a.m. -2:30 p.m. M-F at Longfellow, effective 7/13/2020.

Kristin Hummel, Teacher at Bridgewater, add Targeted Service Summer PLUS Teacher for up to 3 hours/day
Mon.-Thurs. Distance Learning, effective 7/6/2020-7/30/2020; Yt. 2-$27.11 /ht.

Kiristin Johnson, Behavioral Coach at Greenvale Park, add Targeted Services Summer PLUS Teacher for up to
3 hours/day Mon.-Thurs. Distance Learning, effective 7/6/2020-7/30/2020; Yr. 3-$27.11/hr.

Mckenzie Jonas, EarlyVentures Teacher for 40 hours/week at Longfellow, add EarlyVentures Teacher at
Bridgewater for 40 hours/week between both locations, effective 6/8/2020-8/26/2020.

Anna Kelly, Educational Assistant at Greenvale Park, add Targeted Services Summer PLUS Teacher for up to 3
hours/day Mon.-Thurs. Distance Learning, effective 7/6/2020-7/30/2020; Yr. 2-$27.11/hr.

Megan Kremin, Special Education Teacher at Longfellow, add Special Education Teacher ESY for up to 144
hours at Longfellow, effective 6/9/2020-8/28/2020.

John Kromschroeder, Custodian at the Middle School, change to Night Lead Custodian Engineer w/o license
at the Middle School, effective 7/10/2020.

Briana Lanham, KidVentures Site Assistant for 28.5 hours/week at Sibley, change to KidVentures Site Assistant
for 32 hours/week at Bridgewater, effective 6/8/2020-9/4/2020.

Jamie Larson, EarlyVentures Teacher for 40 hours/week at Longfellow, change to EarlyVentures Teacher for 33
hours/week at Longfellow, effective 6/8/2020-8/26/2020.

Jill Lauritzen-Kohel, Teacher at the high school, add ALC Summer School Teacher for up to 10 hours/week
Mon.-Thurs. at the ALC, effective 6/9/2020-7/23/2020.
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Alissa Lien, KidVentures Student Site Assistant for up to 16 hours/week at Bridgewater, change to
KidVentures Site Assistant for 36 hours/week at Bridgewater, effective 6/8/2020-9/4/2020. $13.21/hr.
Jenny Link, Special Ed Teacher at the Middle School, add Summer BLAST Teacher for up to 2.5 hours/day
Mon.-Thurs. at the Middle School, effective 6/29/2020-8/1/2020; Yr. 3-$27.11 /hr.

. Stephanie Mahal, Occupational Therapist at Bridgewater and Sibley, add Occupational Therapist ESY for up to

20 hours with the District, effective 6/15/2020-7/30/2020.

Tonya Merritt Skluzacek, KidVentures Site Lead for 30 hours/week at Bridgewater, change to KidVentures Site
Leader for 40 hours/week at Bridgewater, effective 6/8/2020-9/4/2020.

Nick Mertesdorf, EA at the High School, add Participant in EBD Setting III Pilot Project
meetings/professional development for up to 80 hours with the District, effective 6/9/2020-8/28/2020. Spec
Ed EA rate of pay.

Peggy Mills, KidVentures Site Assistant for 23.5 hours/week at Sibley, change to KidVentures Site Assistant for
15.75 hours/week at Bridgewater, effective 6/8/2020-9/4/2020.

Karen Murphy, Custodian at Greenvale Park and Sibley, change to Custodian at Sibley, effective 7/10/2020.
Makenna Nelson, KidVentures Student Site Assistant at Sibley, change to KidVentures Site Assistant Substitute,
effective 6/8/2020-8/26/2020. $13.21/hr.

Lacey Neuman Bissonnette, KidVentures Site Leader for 30 hours/week at Greenvale Park, change to
KidVentures Site Leader for 30 hours/week at Bridgewater, effective 6/8/2020-9/4/2020.

Carol Nick, EarlyVentures Teacher for 35 hours/week at Longfellow, change to EarlyVentures Teacher for 0
hours/week at Longfellow, effective 6/8/2020-8/26/2020.

Belen Ocampo, EarlyVentures Teacher for 40 hours/week at Longfellow, add EarlyVentures Teacher at
Bridgewater for 40 hours/week between both locations, effective 6/8/2020-8/26/2020.

April Ostermann, Teacher at Sibley, add Lead Companeros Teacher at Sibley, effective 8/31/2020-6/10/2021;
Stipend $750/ year.

Natalie Ponciano Bartolo, KidVentures Site Assistant for 5.5 hours/week at Bridgewater, change to
KidVentures Site Assistant for 0 hours/week at Bridgewater, effective 6/8/2020-8/26/2020.

Kari Prestemon, Social Worker at the High School, add Participant in EBD Setting III Pilot Project
meetings/professional development for up to 80 hours with the District, effective 6/9/2020-8/28/2020.
Lane/step

Teri Quamme, EA at the Middle School, add Participant in EBD Setting III Pilot Project
meetings/professional development for up to 80 hours with the District, effective 6/9/2020-8/28/2020. Spec
Ed rate of pay

Brent Rauk, 7th Grade Football Coach-Hourly at the Middle School, change to .5 Assistant Football Coach at
the High School, effective 8/17/2020; Level E, Step 1.

Sara Redetzke, EA at the Middle School, add Participant in EBD Setting III Pilot Project
meetings/professional development for up to 80 hours with the District, effective 6/9/2020-8/28/2020 -
Special Ed EA rate of pay.

Steve Rinderknecht, Custodian at the High School and Bridgewater, change to Custodian at Bridgewater,
effective 7/8/2020.

Shelby Rodeman, EA at Greenvale Park, add Targeted Services Summer BLAST Teacher for up to 2.5
hours/day Mon.-Thurs. at the Middle School, effective 6/25/2020-8/1/2020; Yr. 1-$27.11/hr.

John Sand, Teacher at the High School, add .5 Assistant Football Coach at the High School, effective
8/17/2020; Level E, Step 1

Angie Schewe, EarlyVentures Teacher for 38.75 hours/week at Longfellow, change to EarlyVentures Teacher
for 38.25 hours/week at Longfellow, effective 6/8/2020-8/26/2020.

Katie Schuman, EarlyVentures Teacher for 40 hours/week at Longfellow, change to EarlyVentures Teacher for
35 hours/week at Longfellow, effective 6/8/2020-8/26/2020.

Michael Sherman, Special Ed Teacher at the Middle School, add Participant in EBD Setting I1I Pilot Project
meetings/professional development for up to 80 hours with the District, effective 6/9/2020-8/28/2020.
Lane/step

. Amber Soderlund, Teacher at Sibley, add Targeted Services Summer PLUS Teacher for up to 3 hours/day

Mon.-Thurs. Distance Learning, effective 7/6/2020-7/30/2020; Yr. 4-$27.73/hr.

. Tom Sola, 1.0 Assistant Football Coach at the High School, change to .5 Assistant Football Coach at the High

School, effective 8/17/2020; Level E, Step 5.

Keely Spens, General Recreation with Community Services, change to Program Supervisor with Community
Services, effective 6/30/2020-8/31/2020; $10.64/hr.

Robyn Spillman, KidVentures Site Assistant for 7.5 hours/week at Bridgewater, change to KidVentures Site
Assistant for 0 hours/week at Bridgewater, effective 6/8/2020-8/26/2020.
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60. Heather Stanton Ims, Social Worker at the Middle School, add Participant in EBD Setting III Pilot Project
meetings/professional development for up to 80 hours with the District, effective 6/9/2020-8/28/2020.
Lane/step

61. Erik Swenson, Teacher at Bridgewater, add Lead Companeros Teacher at Bridgewater, effective
8/31/2020-6/10/2021; Stipend $750/year.

62. Garret Swenson, KidVentures Student Site Assistant at Sibley, change to KidVentures Site Assistant Substitute,
effective 6/8/2020-9/4/2020. $13.21/hr.

63. Gina Swenson, Teacher at Sibley, add Targeted Services Summer PLUS Teacher for up to 3 hours/day
Mon.-Thurs. Distance Learning, effective 7/6/2020-7/30/2020; Yr. 7-$27.73 /hr.

64. Pam Taubman, KidVentures Site Assistant for 23.5 hours/week at Greenvale Park, change to KidVentures Site
Assistant for 0 hours/week at Greenvale Park, effective 6/8/2020-8/26/2020.

65. Sarah Woodcock, EarlyVentures Teacher for 40 hours/week at Longfellow, change to EarlyVentures Teacher
for 30 hours/week at Longfellow, effective 6/8/2020-8/26/2020.

66. Brent Yule, Assistant Football Coach at the High School, change to Football Coordinator at the High School,
effective 8/17/2020; Level C, Step 1.

Leave of Absence

1. Mark Harder, Head Custodian at Longfellow, Family/Medical Leave of Absence effective 7/15/2020 for up to
12 work weeks.

2. Jerry Jarvis, Custodian at Greenvale Park, Family/Medical Leave of Absence effective 7/13/2020 for up to 12
work weeks.

Retirements/Resignations/ Terminations

David Beck, Soccer Coach at the high school, resignation effective 6/29/2020.

Frances Garvey, EA at the High School, resignation effective 7/7/2020.

Kimberly Harris, EarlyVentures Teacher at Longfellow, resignation effective 6/18/2020.

Robert Knutson, Driver’s Education Instructor at the High School, resignation effective 6/15/2020.

John Ostberg, Head Ski Coach at the High School, resignation effective 6/29/2020.

Melissa Phelps, Child Nutrition at the Middle School, resignation effective 7/7/2020.

Brent Rauk, Football Coach at the Middle School, resignation effective 6/23/2020.

Arlene Tuma, EA with Community Services, resignation effective 6/26/2020.
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e) Admmlstratlon is Recommending the Approval of the Following:

Administration submits the following employment contracts/agreements for approval. These contracts/ agreements
cover the period of July 1, 2020 through June 30, 2022.
1. Correction to the Technology Employee Agreement previously approved by the school board.

VILI.  Superintendent's Report
A. Items for Individual Action.

1.

2

iPad Lease Agreement. On a motion by Baraniak, seconded by Goerwitz, the Board approved the Master
Lease Purchase Agreement dated as of July 30, 2020 between Apple Inc. and Northfield Public Schools
ISD 659 for 450 each iPads, cases, and Logitech crayons. The District will make lease to own payments of
$43,385.59 each year for four years at a total cost of $173,542.36. The new iPads will be used by staff and
current iPads will go to students to ensure a one-to-one ratio for all K-2 students. The current staff iPads

are the same as the current student iPads. There is a desire to ensure each student has the same device
model. This lease will support student learning regardless of the scenarios implemented during the
2020-21 school year. The first two years of the lease will be funded by the CARES Act. The third and
fourth years will be funded through the District’s operating capital budget. Voting ‘yes’ were Baraniak,
Goerwitz, Hardy, Iverson, Pritchard, Quinnell and Stratmoen. No one voted ‘no’.

Resolution Establishing Dates for Filing Affidavits of Candidacy. On a motion by Iverson, seconded by
Goerwitz, the Board approved the CliftonLarsonAllen, LLP Audit Engagement Letter for the audit of

the 2019-2020 school year in the amount of $23,700 plus other expenses. The engagement letter
establishes the parameters and fees associated with the annual audit required by statute. The District and
CliftonLarsonAllen, LLP have entered into a HIPAA Business Associate Agreement dated and approved
by the Board on June 10, 2019. Voting ‘yes’ were Baraniak, Goerwitz, Hardy, Iverson, Pritchard, Quinnell
and Stratmoen. No one voted ‘no’.



3. Resolution Regarding Conducting School Business on the Federal Christopher Columbus Holiday. On a
motion by Hardy, seconded by Goerwitz, the Board approved the following Resolution Regarding

Columbus Day.

WHEREAS, Minnesota Statutes, Section 645.44, Subdivision 5, and Minnesota Statutes, 120A.42 gives
the district an option of determining whether Christopher Columbus Day shall be a holiday, then

BE IT RESOLVED, that Christopher Columbus Day on October 12, 2020, shall not be a holiday.
Voting ‘yes’ were Baraniak, Goerwitz, Hardy, Iverson, Pritchard, Quinnell and Stratmoen. No one
voted ‘no’.

Chair Pritchard asked for a motion to extend the Board meeting beyond 10:00 p.m. On a motion by Goerwitz, seconded by
Quinnell, the Board approved to extend the Board meeting beyond 10:00 p.m. Voting ‘yes’ were Baraniak, Goerwitz, Hardy,
Iverson, Pritchard, Quinnell and Stratmoen. No one voted ‘no’.

VIII.  Items for Information
A. Filing for School Board is July 28-August 11, 2020 in the District Office. An affidavit of candidacy must be
filed in the office of the school district clerk and the $2 filing fee paid prior to 5:00 o’clock p.m. on August 11,
2020. Candidates should contact Anita Aase at #507.663.0629 to arrange an appointment to file. Candidates
may also file electronically or mail their affidavit of candidacy, with the filing fee, to Northfield Public Schools
District Office, % Anita Aase, 1400 Division Street SE, Northfield, MN 55057.
B. Construction Update #29. Superintendent Hillmann updated the Board on the District’s construction

projects.

IX.  Future Meetings
A. Monday, August 10, 2020, 7:00 p.m., Regular Board Meeting
B.  Monday, August 24, 2020, 7:00 p.m., Regular Board Meeting

X.  Adjournment
On a motion by Quinnell, seconded by Barniak, the Board approved adjournment by roll call at 10:10 p.m. Voting
‘yes” were Baraniak, Goerwitz, Hardy, Iverson, Pritchard, Quinnell and Stratmoen. No one voted ‘no’.

Noel Stratmoen
School Board Clerk




NORTHFIELD SCHOOL DISTRICT GIFT AGREEMENT

This agreement made this q# day of :YUJ‘/ , 2020 by and
between A?f(e Audos \Sd}xofafﬂ'\?P Fuund of the Minveapolis Ff"""Awl\ i

hereinafter the “Donor”, and Independent School District No. 659,
Northfield, Minnesota, pursuant to the District’s policy for receiving gifts

and donations, as follows:

TERMS
$‘3, 000.00 Lor 5ol,\o\axe\M‘PS, c[qed/,*" Sigoi2..

Apple A Scholardmp Fund ofthe Mianeqpolis Foundah o

Donor

By: Kece‘mec\ in Dishrick oA e

Approved by resolution of the School Board on the day of ,

INDEPENDENT SCHOOL DISTRICT No. 659

By:

Clerk



NORTHFIELD SCHOOL DISTRICT GIFT AGREEMENT

This agreement made this 8*6\ day of U\L‘# , 2020 , by and
between Mof—W\%e\A Fine Avdrs Booster™

2

hereinafter the “Donor”, and Independent School District No. 659,
Northfield, Minnesota, pursuant to the District’s policy for receiving gifts

and donations, as follows:

TERMS
Check®1325 %% 320, 05 for NMS Ad SKelchbooks

Nottfeld Fne Al Basler

Donor

By: Recc‘mec\ n Middle Scheol otGce

Approved by resolution of the School Board on the day of 5

INDEPENDENT SCHOOL DISTRICT No. 659

By:

Clerk




RESOLUTION ACCEPTING DONATIONS
The following resolution was moved by and seconded by

WHEREAS, Minnesota Statutes 123B.02, Sub. 6 provides: “ The board may receive, for the benefit of the
district, bequests, donations, or gifts for any proper purpose and apply the same to the purpose designated. In
that behalf, the board may act as trustee of any trust created for the benefit of the district, or for the benefit
of pupils thereof, including trusts created to provide pupils of the district with advanced education after

completion of high school, in the advancement of education.”; and

WHEREAS, Minnesota Statutes 465.03 provides: “Any city, county, school district or town may accept a
grant or devise of real or personal property and maintain such property for the benefit of its citizens in
accordance with the terms prescribed by the donor. Nothing herein shall authorize such acceptance or use for
religious or sectarian purposes. Every such acceptance shall be by resolution of the governing body adopted

by a two-thirds majority of its members, expressing such terms in full.”’; and

WHEREAS, every such acceptance shall be by resolution of the governing body adopted by a two-thirds

majority of its members, expressing such terms in full;

THEREFORE, BE IT RESOLVED, that the School Board of Northfield Public Schools, ISD 659,
gratefully accepts the following donations as identified below:

Donor Item Designated Purpose (if any)
Apple Autos Scholarship Fund $5,000.00 Scholarships
Northfield Fine Arts Booster $3,326.05 NMS art sketchbooks

The vote on adoption of the Resolution was as follows:
Aye:
Nay:

Absent:

Whereupon, said Resolution was declared duly adopted.

By:  Julie Pritchard, Chair By: Noel Stratmoen, Clerk




OFFICE EMPLOYEES

AGREEMENT
BETWEEN
INDEPENDENT SCHOOL DISTRICT NO. 659, NORTHFIELD, MINNESOTA
AND

NORTHFIELD PUBLIC SCHOOLS OFFICE EMPLOYEES

AGREEMENT EXTENDS FROM

July 1, 2020 to June 30, 2022




ARTICLE I
EMPLOYMENT

Section 1.01 Parties: THIS AGREEMENT is entered into between the School Board of Independent
School District No. 659, Northfield, Minnesota, hereinafter referred to as the school district, and the
Northfield Public Schools Office Employees, Northfield, Minnesota, hereinafter referred to as exclusive
representative, pursuant to and in compliance with the Public Employment Labor Relations Act of 1971
as amended, hereinafter referred to as the P.E.L.R.A., to provide the items and conditions of employment
for office personnel during the duration of this agreement.

RECOGNITION OF EXCLUSIVE REPRESENTATIVE

Section 1.02 Recognition: In accordance with the P.E.L.R.A., the school district recognizes the
Northfield Public Schools Office Employees, as the exclusive representative for office personnel
employed by the School Board of Independent School District No. 659, which exclusive representative
shall have those rights and duties as prescribed by the P.E.L.R.A. and as described in the provisions of
this Agreement.

Section 1.03 Appropriate Unit: The exclusive representative shall represent all such employees of the
district contained in the appropriate unit as defined in Article I, Section 1.06 of this Agreement and the
P.E.L.R.A. and in certification by the Commissioner of Mediation Services, if any.

Section 1.04 Information: The school district shall provide the exclusive representative with a list that

includes the classification and salary schedule placement of all bargaining unit members by October 1 of
each year. In addition, the school district shall provide a seniority list of all bargaining unit members with
the seniority date being the most recent date of continuous employment in this bargaining unit.

DEFINITIONS

Section 1.05 Terms and Conditions of Employment: shall mean the hours of employment, the
compensation therefore including fringe benefits except retirement contributions or benefits, and the
employer’s personnel policies affecting the working conditions of the employee.

Section 1.06 Description of Appropriate Unit: For purposes of this Agreement, the term Northfield
Public Schools Office Employees shall mean all office employees in the appropriate unit employed by the
school district in such classifications listed in Article II, Section 2.01 excluding the following:
confidential employees, supervisory employees, essential employees, part-time employees whose services
do not exceed the lesser of 14 hours per week or 35% of the normal work week in the employees
bargaining unit, employees who hold positions of a temporary or seasonal character for a period not in
excess of 67 working days in any calendar year and emergency employees.

Section 1.07 School District: For purposes of administering this Agreement, the term “School District”
shall mean the School Board or its designated representative.

Section 1.08 Other Terms: Terms not defined in this Agreement shall have those meanings as defined
by the P.E.L.R.A.

SCHOOL DISTRICT RIGHTS

Section 1.09 Inherent Managerial Rights: The exclusive representative recognizes that the school
district is not required to meet and negotiate on matters of inherent managerial policy, which include, but
are not limited to, such areas of discretion or policy as the functions and programs of the employer, its




overall budget, utilization of technology, the organizational structure and selection and direction and
number of personnel.

Section 1.10_ Management Responsibilities: The exclusive representative recognizes the right and
obligation of the School Board to efficiently manage and conduct the operation of the school district
within its legal limitations and with its primary obligation to provide educational opportunity for the
students of the school district.

Section 1.11 Effect of Laws, Rules and Regulations: The exclusive representative recognizes that all
employees covered by this Agreement shall perform the services and duties prescribed by the School
Board and shall be governed by State and Federal laws, and by School Board rules, regulations, directives
and orders, issued by properly designated officials of the school district. The exclusive representative
also recognizes the right, obligation and duty of the School Board and its duly designated officials to
promulgate rules, regulations, directives and orders from time to time as deemed necessary by the School
Board insofar as such rules, regulations, directives and orders are not inconsistent with the terms of this
Agreement and recognizes that the School Board, all employees covered by this Agreement, and all
provisions of this Agreement are subject to State and Federal laws. Any provision of this Agreement
found to be in violation of any such laws, rules, regulations, directives or orders shall be null and void and
without force and effect.

Section 1.12 Reservation of Managerial Rights: The foregoing enumeration of Board rights and duties
shall not be deemed to exclude other inherent management rights and management functions not
expressly reserved herein, and all management rights and management functions not expressly delegated
in the Agreement are reserved to the school district.

EMPLOYEE RIGHTS

Section 1.13 Right to Views: Nothing contained in this Agreement shall be construed to limit, impair or
affect the right of any employee or his/her representative to the expression or communication of a view,
grievance, complaint or opinion on any matter related to the conditions or compensation of public
employment or their betterment, so long as the same is not designed to and does not interfere with the
full, faithful and proper performance of the duties of employment or circumvent the rights of the
exclusive representative.

Section 1.14 Right to Join: Employees shall have the right to form and join labor or employee
organizations, and shall have the right not to form and join such organizations. Employees in an
appropriate unit shall have the right by secret ballot to designate an exclusive representative for the
purpose of negotiating grievance procedures and the terms and conditions of employment for employees
of such unit with the School Board.

Section 1.15 Request for Dues Check Off: The exclusive representative shall be allowed dues check off
for its members, provided that dues check off and the proceeds thereof shall not be allowed to any
exclusive representative that has lost its rights to dues check off. Upon receipt of the list of employees
authorized for dues deduction from the exclusive representative, the school district will deduct from the
employee’s paycheck the dues that the employee has agreed to pay to the employee organization in
nineteen (19) installments. Such installments will begin as outlined on the District’s annual Payroll
Calendar.

Section 1.16 Conducting Business of the Exclusive Representative: The exclusive representative shall
have access to school facilities, including equipment, by arrangement with the office of Community
Education. Reasonable time without loss of pay may be granted by the school district for use by the




exclusive representative for representation issues, negotiations or mediation sessions of this bargaining
unit that cannot be scheduled outside the work day.

Section 1.17 Personnel Files: An employee may review his or her district personnel file during regular
business hours upon written request. The employee shall have the right to reproduce any of the contents
of the file and may submit for inclusion in the file written information in response to any material
contained therein. When material involving evaluation, reprimand or deficiency is to be placed in the
employee's file, a copy will be provided to the employee.

ARTICLE 11
JOB CLASSIFICATIONS, RATES OF PAY, HOURS OF SERVICE AND HOLIDAYS

Section 2.01 Job Classifications: Office personnel represented by the Northfield Public Schools Office
Employees shall be employed in three classifications: Class II, III, and IV. Positions included in these
classifications are listed below:

CLASS IT
Office Generalist — High School Office/Special Education Department
Office Generalist — Due Process Clerical

CLASS III

Office Specialist — Alternative Learning Center
Office Specialist — Middle School Guidance

Office Specialist — Greenvale Park Office

Office Specialist — Bridgewater Office

Office Specialist — Sibley Office

Office Specialist — Student Activities Coordinator
Office Specialist — Middle School Assistant Principal
Office Specialist — High School Assistant Principal
Office Specialist — High School Guidance

Office Specialist - Community Services (Early Childhood)/Longfellow

CLASS IV

Administrative Support Assistant — Community Services Office
Administrative Support Assistant — Alternative Learning Center
Administrative Support Assistant — High School Principal
Administrative Support Assistant — Middle School Principal
Administrative Support Assistant — Sibley School Principal
Administrative Support Assistant — Child Nutrition/Technology
Administrative Support Assistant — Bridgewater School Principal
Administrative Support Assistant — Greenvale Park School Principal
Administrative Support Assistant — Director of Community Services
Administrative Support Assistant — Director of Buildings & Grounds
Administrative Support Assistant — Director of Instructional Services/Director of Technology Services
Administrative Support Assistant — Family Services

Accounting Specialist — Payroll Finance Office

Accounting Generalist — Finance Office (2)

Benefit/Payroll Specialist — Human Resources/Finance Office
Human Resources Generalist — Human Resources Office (2)
Administrative Support Assistant — Director of Special Education




Section 2.02 Rates of Pay: The steps and corresponding rates of pay are shown below. Step placement
of entering employees shall be recommended by the Superintendent or designee and approved by the
School Board.

RATES OF PAY
2020-21
1 2 3 4 5
Class II 19.21 19.59 19.99 20.38 20.78
Class III 20.32 20.74 21.13 21.50 21.92
Class IV 21.04 21.41 21.81 22.19 22.60
2021-22
1 2 3 4 5
Class I1 19.56 19.95 20.35 20.75 21.16
Class II1 20.69 21.11 21.52 21.89 2232
Class IV 21.42 21.80 22.20 22.60 23.01

Step changes shall take effect at the beginning of the work year. In order for an employee to advance to a
succeeding step on the schedule, she/he must have been employed by the district for more than half of the
preceding work year.

During the duration of this Agreement, advancement on any salary schedule shall be subject to the terms
of this Agreement. In the event a successor Agreement is not entered into prior to the expiration of this
Agreement, an employee shall be compensated according to his/her current rate until a successor
Agreement is entered into.

Section 2.03 Job Reclassification: Employees changing from one classification to another classification
shall move to the same step in the new classification if the change takes place during the work year.
However, when an employee is reclassified at the end of the work year, he/she shall advance a step on the
schedule effective July 1 provided the employee has worked more than half of the preceding year.

A change from one classification to another shall be made at the discretion of the school district.
However, the Superintendent or designee shall discuss such changes in classification and the
classification of new positions with the President of the Association.

Section 2.04 Rate of Pay for Regular Employees who Substitute in a Position with a Higher
Classification:

Subd. 1. Regular office employees who substitute in a position with a higher job classification
shall be paid as follows:

a. Five (5) days or less of continuous service as a substitute - employee’s current



rate of pay or a rate of pay commensurate with step 1 of the classification of the
position in the higher classification, whichever is greater.

b. The sixth (6th) day and all days thereafter of continuous service as a substitute -
rate of pay commensurate with employee’s current step placement in the
classification of the position in the higher classification.

Subd. 2. Employees who substitute in a lower job classification shall be paid at their current rate
of pay.

HOURS OF SERVICE

Section 2.05 Basic Work Week: The schedule of authorized hours worked per day and days worked per
year shall be established by the immediate supervisor. Working hours shall be exclusive of lunch.

Section 2.06 Lunch Period: The lunch period shall be 30 minutes on student days. One hour may be
taken on non-student days; however, arrangements must be made with the immediate supervisor to make
up the extra 30 minutes.

Section 2.07 Breaks: Office employees shall have a 15-minute break for each four (4) consecutive
hours worked each morning and afternoon. These breaks shall be taken at a time when the least possible
disruption in service results. Break time is non-accumulating.

Section 2.08 Overtime: Overtime shall be paid on the basis of one and one-half times the base hourly
rate for all hours worked beyond forty hours per week. No overtime will be paid unless it has been
specifically authorized by the Superintendent of Schools or his/her designee.

Section 2.09 Part-time Emplovees: The school district reserves the right to employ such personnel as it
deems desirable or necessary on a part-time or casual basis.

Section 2.10 School Closing: In the event that school (or schools) is closed due to an emergency, office
employees shall continue to receive compensation for up to a maximum of two days per year. Office
employees shall be required to perform services if requested to do so by their immediate supervisor and
shall earn one and one-half times the base hourly rate.

An emergency closing shall be defined as any unscheduled closing of the school or schools. Examples
might include inclement weather, energy shortage, breakdown of equipment, strike, riot, etc.

The district shall have the right to require employees to perform services on days scheduled as make-ups
for student days lost due to emergency closings.

Section 2.11 Summer Work: Regular employees of the school district who are not employed for the
full year shall, to the extent possible, be given consideration for summer employment in their regular
position or similar positions when the need for such summer work arises and if, in the opinion of the
school administration and/or Board of Education, the employee is qualified to perform the work. Such
work will be at the employee’s regular rate of pay.

Section 2.12 Definition of Work Year:

Subd. 1. The fiscal year shall be from July 1 to June 30.



Subd. 2. The work year for individuals employed for less than 12 months shall be established on
the basis of a specified number of days. Generally, this will include the school year plus a
specified number of days distributed before the beginning of the school year and after the end of
the school year.

Subd. 3. The school district reserves the right to adjust the work year of all office personnel.
HOLIDAYS
Section 2.13 Eligibility: Office Employees who work 20 hours per week or more shall be eligible for

paid holidays as provided in this Article. Paid holidays shall be prorated to the normal percentage of the
day worked.

Section 2.14 Employees with a work year of 173 to less than 195 days: Office employees shall

receive the following paid holidays provided the holiday falls within the scheduled work year.

Labor Day

Thanksgiving Day

Presidents’ Day (if designated as a holiday by the Board of Education)
Memorial Day

Section 2.15 Employees with a Work Year of 195 to less than 220 Days: Office employees shall
receive the following paid holidays provided the holiday falls within the scheduled work year.

Labor Day Christmas Day
Thanksgiving Day New Year’s Day

Friday after Thanksgiving Presidents’ Day (if designated as
Memorial Day a holiday by the Board of Education)

Section 2.16 Employees with a Work Year of 220 Days or More: Office employees with a work year
of 220 days or more shall receive the following additional holidays provided the holiday falls within the
scheduled work year.

Independence Day
Christmas Eve Day
Good Friday

Whenever any of the holidays listed above fall on a Saturday, the preceding Friday shall be observed as
the holiday. Whenever any of the holidays listed above shall fall on Sunday, the succeeding Monday
shall be observed as the holiday.

Section 2.17 Good Friday and/or Presidents’ Day: In those school years when Good Friday and/or

Presidents’ Day are not designated as holidays by the School Board in the approved school calendar,
employees who are eligible to take those days may take one day each in lieu of Good Friday and/or
Presidents’ Day on a non-student day. The days used shall be subject to the following restrictions:

a. The school district shall determine the schedule for office employees to take the holiday(s).

b. Employees shall notify the immediate supervisor in writing at least two weeks in
advance of the day(s) during the designated periods he/she requests to take the holidays.




c. The number of employees allowed to take a holiday on the same day may be limited to
allow for buildings to remain open during these periods.

d. Holidays not taken during the designated periods shall be lost.
e. There shall not be pay in lieu of taking holidays off.

ARTICLE IIT
LEAVES

VACATION

Section 3.01 Vacation Eligibility: Vacation shall apply only to employees who are employed 30 hours
or more per week with the following exception: Employees who work 20 hours or more per week and
have a 52-week work year will be eligible for vacation. Vacation days shall be prorated for eligible
employees who work less than 40 hours per week.

Section 3.02 Vacation Days/Work Year:

Employees with a work year of 250 days shall be granted the following vacation time with pay. Work
year is defined as the number of work days excluding paid holidays.

Years of Service Completed:

1 — 5 years 15 days
6 + years 20 days

Employees with a work year of 220 days to 249 days shall be granted the following vacation time with
pay. Work year is defined as the number of work days excluding paid holidays.

Years of Service Completed:
1 — 5 years 10 days
6 —13 years 15 days
14 + years 20 days

Employees with a work year of 195 to less than 220 days shall be granted the following vacation time
with pay:

Years of Service Completed:

1 to 5 years 8 days
6 + years 12 days

Section 3.03 Vacation Days During First Year of Service: During the first year of service, employees
shall be eligible for a pro-rated number of vacation days with pay based on the number of days worked in
that fiscal year.

Section 3.04 Vacation Periods: Vacation periods shall be approved in advance by the employee’s
immediate supervisor. All requests should be submitted sufficiently in advance using the District’s
substitute/leave management system so that work assignments can be adequately covered by other
employees.




Office employees are encouraged to take vacation in the summer or at other times when school is not in
session except in the case of unusual personal circumstances. Approval to take vacation on days when
school is in session shall be obtained from the immediate supervisor and/or building principal. Vacation
days will be lost unless they are taken within twelve (12) months after the year in which they were earned.
A one-time extension of up to six months to use vacation time may be granted by the Superintendent or
designee upon the recommendation of the supervisor if it is determined that unusual circumstances have
precluded the use of vacation within the regularly designated period of time. Employees shall receive
payment for unused vacation days earned up to the date of resignation upon separation of employment.
Vacation benefits shall not accrue during any period of absence for reasons other than vacation or
required military leave which extends beyond one month.

SICK LEAVE

Section 3.05 Sick Leave:

Subd. 1. Employees who are regularly employed at least four hours per day in a regular work
week assignment for a minimum of 173 days but less than 195 days shall be granted 10 days of
sick leave, a regular work assignment of 195 days shall be granted 11 days of sick leave per year
if the work year is less than 220 days, and 12 days per year if the work year is 220 days or more.
Sick leave days shall be prorated to the percentage of the day worked. The work year is defined
as the number of work days, excluding paid holidays.

Subd. 2. Unused sick leave days may accumulate to a maximum credit as follows:

Work Year Maximum Accumulation
220 work days or more: 228 days
195 to 219 work days 202 days
less than 195 work days 164 days

Subd. 3. Sick leave with pay shall be allowed whenever an employee's absence is due to illness
or injury of the employee or the employee's dependent child or other individuals to the extent of
Minnesota law which prevented the employee's attendance at work on that day or days.

Subd. 4. The school district may require an employee to furnish a medical certificate from a
qualified physician as evidence of illness, indicating that such illness required the employee’s
absence, in order to qualify for sick leave pay. In the event that a medical certificate will be
required, the employee will be so advised.

Subd. 5. All sick leave shall be available at the beginning of the school year. The employee
shall repay the school district any wages paid for sick days which are not later earned by such
employee.

Section 3.06 Bereavement Leave: Employees may be allowed up to ten (10) days per year of leave
with pay in case of death. Bereavement leave may be used in the case of a death of family or friends.

Time off for bereavement shall be deducted from unused sick days.

Section 3.07 Worker’s Compensation: An employee who is absent from work as a result of a
compensable injury incurred in the service of the school district under the provisions of the Worker’s
Compensation Act shall be allowed to use accumulated sick leave or vacation pay in combination with
Worker’s Compensation to receive the employee’s regular rate of pay. The school district will assume




that the employee elects to do so, using sick leave first, then vacation, unless the employee notifies the
district in advance that he or she elects not to use sick leave or vacation for this purpose. Benefit
payments shall continue in accordance with state and federal laws.

Section 3.08 Judicial Duty: For any employee who is required to serve as a juror or is subpoenaed to
appear as a witness (not as a defendant) in a criminal court case, Northfield Public Schools will make up
the difference between such employees basic salary and the fees (but not reimbursed expenses) received
by the employee. In order to be eligible for this supplement, the employee must submit to the finance
office an itemized certification of fees and expenses for judicial duty. Advance notice to the building
administrator is required to permit the scheduling of a substitute, if required. An employee is also
required to notify the building administrator immediately upon being excused from judicial duty.

Section 3.09 Child Care Leave:

Subd. 1. A child care leave without pay may be granted by the school district subject to the
provisions of this Section. Child care leave shall be granted because of the need to prepare and/or
provide parental care for a child or children of the office employee for an extended period of
time.

Subd. 2. An office employee making application for child care leave shall inform the
Superintendent or designee in writing of intention to take the leave at least two calendar months
before commencement of the intended leave, except in unusual circumstances.

Subd. 3. If the reason for the child care leave is occasioned by pregnancy, the office employee
shall also provide at the time of the leave application, a statement from her physician indicating
the expected date of delivery. If an office employee who has requested and been granted child
care leave because of pregnancy delivers prior to the scheduled beginning of her child care leave,
she shall be eligible for sick leave in accordance with the provisions of Section 1 until the
scheduled beginning date of her child care leave.

Subd. 4. The School Board shall grant office employees a child care leave of at least six months
in length and will grant a maximum leave to the beginning of the work year following the six-
month period. Upon signifying his/her intention to return, the office employee shall have a right
to return to his/her original position as specified in his/her child care leave plan if his/her leave is
commenced and concluded within the same work year. If an office employee’s child care leave
plan does not call for his/her return within the year it is commenced, an office employee shall
have the right to be returned to an equivalent position.

Subd. 5. Failure of the office employee to return pursuant to the date determined under this
Section shall constitute grounds for termination unless the school district and the office employee
mutually agree to an extension in the leave.

Subd. 6. An office employee on child care leave without pay is eligible to continue in the
district’s group insurance plans. The employer will continue its contribution for the first three (3)
calendar months of the unpaid child care leave beginning on the 1st of the month after the leave
commences. The employee must pay his or her portion of the premium during such period, and
must pay the full premium for such benefits as he/she wishes to retain beyond such three-month
period.

Subd. 7. An office employee returning to employment after child care leave without pay will be
credited with the amount of accumulated sick leave he/she had when he/she began his/her leave.
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Subd. 8. Time off during the leave period shall not count toward a step advancement on the
wage schedule. However, office employees will be advanced a step if they worked more than
one-half of the duty days in their work year.

Section 3.10 Leaves of Absence Without Pay: Office personnel may apply for leaves of absence
without pay in the event of personal extenuating circumstances. Leaves of absence without pay of up to
five (5) days may be approved by the Director of Human Resources. Additional days may be granted
without pay at the recommendation of the building principal or immediate supervisor and the approval of
the Director of Human Resources.

Section 3.11 Personal Leave: Up to a total of two (2) days sick leave per year may be used to cover
events requiring the employee's personal attention which cannot be conducted outside scheduled hours of
work. Request for leave under this Section must be made through the District’s substitute/leave system at
least three (3) days in advance, except for emergencies.

Section 3.12 School Conference and Activities Leave: In accordance with the provisions of
MS.181.9412, the District will provide each employee with up to sixteen hours of school conference and
activities leave during any twelve month period to attend school conferences or school related activities
related to the employee's child, provided the conference, activity or observation cannot be scheduled
during non-work hours. One school day advance written notice shall be provided via the District’s
substitute/leave reporting system. The Human Resources Director can waive the advanced written notice
requirement in emergency situations under exceptional or unusual circumstances. Such leave will be
deducted from the employee's sick leave allowance.

ARTICLE 1V
GROUP INSURANCE

Section 4.01 Group Insurance: During the term of this Agreement, the employer will purchase the
group insurance policies described in this Article. It is understood and agreed that the provisions of this
Article are merely descriptive of the coverage provided, and that the eligibility of the employee for
benefits shall be governed by the terms of the master insurance contracts in force between the employer
and the insuror providing such coverage.

Office employees regularly scheduled to work twenty or more hours per week in a position with a
minimum work year of the student days in session shall be eligible to apply for benefits described under
this Article. Coverage will be effective only upon enrollment of the employee and acceptance by the
carrier.

Substitute or temporary office personnel who are employed for less than one student school year shall not
be eligible for any benefits described under this Article or sick leave benefits described under Article I11.

Section 4.02 Health and Hospitalization Insurance: Eligible employees and their spouse and eligible
dependents may participate in the district group health and hospitalization insurance plan. The school
district will contribute toward the premium according to the schedule below. Any additional cost of the
premium shall be borne by the employee and paid by payroll deductions. The effective date for
employer contributions shall be January 1.

30-40 hrs/wk 25 <30 hrs/wk 20 <25 hrs/wk
1.0 factor .6 factor .5 factor

SINGLE: Tied to Teachers Tied to Teachers x .60 Tied to Teachers x .50
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FAMILY: Tied to Teachers Tied to Teachers x .60 Tied to Teachers x .50

Section 4.03 Income Protection: Income protection insurance shall be provided for employees who are
eligible for and enrolled in the school district's long-term disability insurance plan, providing income to
the extent of 2/3 of the employee's base salary at the time of disability, commencing after 60 consecutive
calendar days of disability due to sickness or accident. The premium will be paid by the school district.
Such disability payment will be coordinated with Social Security, Public Employees Retirement
Association or any other public retirement plans which may provide the same type of coverage. An
employee who is absent from work as a result of a long-term disability shall be allowed to use
accumulated sick leave or vacation pay in combination with income protection insurance payment to
receive the employee's regular rate of pay.

Section 4.04 Life Insurance: The employer will provide group term life insurance coverage for eligible
employees in the amount of $35,000. The employee may purchase additional group term life insurance in
increments of $25,000 up to a maximum of $100,000 at the group rate upon evidence of insurability and
acceptance by the carrier. The cost of such additional coverage shall be paid fully by the office employee
through payroll deduction.

Section 4.05 Dental Insurance: Eligible employees and their spouse and dependent children may
participate in the district group dental insurance plan. The school district will contribute toward the
premium according to the schedule below. Any additional cost of the premium shall be borne by the
employee and paid by payroll deduction. The effective date for employer contributions shall be

January 1.

30-40 hrs/wk 25 <30 hrs/wk 20 <25 hrs/wk
1.0 factor .6 factor .5 factor
SINGLE: Tied to Teachers Tied to Teachers x .60 Tied to Teachers x .50
FAMILY: Tied to Teachers Tied to Teachers x .60 Tied to Teachers x .50

Section 4.06 Claims Against the School District: It is understood that the school district’s only

obligation is to purchase an insurance policy and pay such amounts as agreed to herein and no claims

shall be made against the school district as a result of a denial of insurance benefits by an insurance

carrier. ‘

Section 4.07 Duration of Insurance Contribution: An employee is eligible for school district
contributions as provided in this Article as long as the employee is employed by the school district. Upon
termination of employment, all district participation and contribution shall cease, effective on the last
working day, except for those employees eligible for employer contributions in Article VI, Retirement,
Section 6.01. However, employees may be continued in the group for a period following termination of
employment or after the district’s contributions toward retirement benefits cease, as determined by state
and federal laws if they agree to pay the entire premium amount.

ARTICLE V
LONGEVITY

Section 5.01 Longevity Pay: Office personnel shall receive longevity pay according to the schedule
listed below.

In addition to the hourly rate to which they are entitled under Article II, Section 2.02 Office Employees
shall be eligible for longevity pay according to the following schedule:
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2020-21 2021-22

After completion of 6 years of employment: $1.00/hour $1.00/hour
After completion of 7 — 11 years of employment $1.50/hour $1.50/hour
After completion of 12 — 16 years of employment $2.00/hour $2.00/hour
After completion of 17 — 21 years of employment $2.50/hour $2.50/hour
After completion of 22 or more years of employment  $3.00/hour $3.00/hour
ARTICLE VI
RETIREMENT

Section 6.01 Retirement Insurance: The district shall contribute toward the premium for medical (health
and hospitalization) insurance under the same conditions as an employed office employee, but not to
exceed 80% of the premium, for six (6) years for any office employee who was enrolled in the plan prior
to retirement and who retires upon attaining age fifty-five (55) and has a minimum of ten (10) years
employment in the Northfield Public Schools. Office employees electing to receive this medical
insurance benefit must make timely payments of his/her portion of the insurance premium cost in order to
remain eligible for the benefit. Coverage will be available to a retired office employee who has group
medical insurance available from another employer. However, such other employer’s insurance must be
taken and will be considered primary coverage.

Once a retired employee becomes eligible for Medicare the retired employee’s coverage will convert to a
Medicare supplement policy. Such policy (when combined with Medicare) will at a minimum be
equivalent coverage to the group health and hospitalization plan offered to active employees and retired
employees who are not eligible for Medicare.

In the event a retired employee and his or her dependent(s) become eligible for Medicare at different
times, the individual insured will be converted to the Medicare supplement policy upon becoming
eligible. At such time as there is only one other insured remaining on the family group health plan, he/she
will be converted to a single policy under the group health plan until they become eligible for Medicare.
If dependent children are covered under the group health plan they will be eligible to continue coverage
until such time that the last parent covered on the group health plan becomes eligible for Medicare.

Once the retired employee or their dependent(s) obtain Medicare eligibility, the District shall contribute
up to $400.00 toward the monthly premium of the Medicare supplement plan for the remainder of the
contribution period as defined above.

When the retiree becomes eligible for Medicare, the retiree must be in compliance with M.S. 471.611

Section 6.02 403(b) Matching Plan: Each year by October 1, employees who wish to participate in the
plan shall be responsible to complete and file a salary deduction authorization for their annual
contribution to a matching 403(b) plan. The School District will match an employee’s contribution to a
403 (b) tax deferred plan up to $600 per school year. During a year in which the employee makes no
contribution, the District shall likewise make no contribution to that employee account. The maximum
lifetime contribution shall be $30,000.
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ARTICLE VII
PROBATIONARY PERIOD, RESIGNATIONS, AND DISCIPLINE AND DISCHARGE

Section 7.01 Resignations: Employees shall give a two week notice of resignation in writing to the
Superintendent or designee with a copy to the immediate supervisor. Such two-week period shall not
include vacation time off unless agreed to by the Superintendent or designee.

Section 7.02 Probationary Period: A new employee under the provisions of this Agreement shall serve
a probationary period of six (6) months of continuous service in the District during which time the
District shall have the right to suspend without pay, discharge or otherwise discipline such employee.
During this probationary period, the employee shall have no recourse to the grievance procedure insofar
as suspension, discharge or other discipline is concerned. However, a probationary employee shall have
the right to bring a grievance on any other provisions of the contract alleged to have been violated.

Section 7.03 Completion of Probationary Period: An employee who has completed the probationary
period may be disciplined or discharged only for cause except in the case of individuals who are
substituting for personnel on long-term leaves of absence. An employee who has completed the
probationary period and is suspended without pay or discharged shall have access to the grievance
procedure.

Section 7.04 Progressive Discipline: Discipline shall normally occur in the following sequence:

1. Conference with employee
2. Written reprimand

3. Suspension without pay

4. Discharge

The relative seriousness of the matter will determine at what level disciplinary action is commenced. The
District may, in its discretion, suspend an employee with pay pending an investigation.

ARTICLE VIII
EXPENSES

Necessary and pre-approved expenses that are required of any office employee in the performance of
school duty shall be at the expense of the school district. The mileage reimbursement rate shall be set by
the School Board.

ARTICLE IX
NOTIFICATION OF JOB OPENINGS

The district recognizes that it is desirable in making assignments to consider the interests and aspirations
of its employees. All notices of job openings will be posted in each school for a period of five (5)
working days. In addition, a copy will be sent to the president of the office employees and all members of
the local via the District e-mail system.

During the summer and/or vacation periods when office personnel are away from the schools, written
notification to the president of the association shall constitute proper notification. Requests for
consideration for job openings shall be made through the District’s online application system.

Final judgment regarding the selection and placement of office employees shall be made by the School

Board upon the recommendation of the Superintendent or designee. The Board shall encourage a policy
of selecting the best qualified applicant for job openings.
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ARTICLE X
PROFESSIONAL GROWTH

Office employees may attend workshop programs deemed to be appropriate for non-certified staff,
provided such attendance is approved by the employee’s immediate supervisor. Expenses incurred shall
be subject to Article VIII of this Agreement.

ARTICLE XI
GRIEVANCE PROCEDURE

Section 11.01 Grievance Definition: A “grievance” shall mean an allegation by an employee resulting
in a dispute or disagreement between the employee and the School Board as to the interpretation or
application of terms and conditions of employment insofar as such matters are contained in this
Agreement.

Section 11.02 Representative: The employee, administrator, or School Board may be represented
during any step of the procedure by any person or agent designated by such party to act in his/her behalf.

Section 11.03 Definitions and Interpretation:

Subd. 1. Extension: Time limits specified in this Agreement may be extended by mutual
agreement.

Subd. 2. Days: Reference to days regarding time periods in this procedure shall refer to working
days. A working day is defined as all week days not designated as holidays by state law.

Subd. 3. Computation of Time: In computing any period of time prescribed or allowed by
procedures herein, the date of the act, event, or default for which the designated period of time
begins to run shall not be included. The last day of the period so computed shall be counted,
unless it is a Saturday, a Sunday, or a legal holiday, in which event the period runs until the end
of the next day which is not a Saturday, a Sunday, or a legal holiday.

Subd. 4. Filing and Postmark: The filing or service of any notice or document herein shall be
timely if it is personally served or if it bears a certified postmark of the United States Postal
Service within the time period.

Section 11.03 Time Limitation and Waiver: Grievances shall not be valid for consideration unless the
grievance is submitted in writing to the School Board’s designee, setting forth the facts and the specific
provision of the Agreement allegedly violated and the particular relief sought within twenty days after the
date the event giving rise to the grievance occurred. Failure to file any grievance within such period shall
be deemed a waiver thereof. Failure to appeal a grievance from one level to another within the time
periods hereafter provided shall constitute a waiver of the grievance.

Section 11.04 Adjustments of Grievance: The School Board and the employee shall attempt to adjust
all grievances which may arise during the course of employment of any employee within the school
district in the following manner:

Subd. 1. Informal Discussion: Before filing a formal grievance, the employee shall first
discuss the alleged grievance with his/her building principal or other immediate supervisor in an
attempt to resolve the grievance on an informal basis.
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Subd. 2. Level I: If the grievance is not resolved through informal discussions, a formal
grievance shall be initiated in writing and served on the building principal or other immediate
supervisor. The principal or other immediate supervisor shall give a written decision on the
grievance to the parties involved within ten days after receipt of the written grievance.

Subd. 3. Level II: In the event the grievance is not resolved in Level I, the decision rendered
may be appealed to the Superintendent of Schools, provided such appeal is made in writing
within ten days after receipt of the decision in Level I. If a grievance is properly appealed to the
Superintendent, the Superintendent or his/her designee shall set a time to meet regarding the
grievance within fifteen days after receipt of the appeal. Within ten days after the meeting, the
Superintendent or his/her designee shall issue a decision in writing to the parties involved.

Subd. 4. Level III: In the event the grievance is not resolved in Level II, the decision rendered
may be appealed to the School Board, provided such appeal is made in writing within ten days
after receipt of the decision in Level II. If a grievance is properly appealed to the School Board,
the School Board shall set a time to hear the grievance within twenty days after receipt of the
appeal. Within twenty days after the meeting, the School Board shall issue its decision in writing
to the parties involved. At the option of the School Board, a committee or representative(s) of the
Board may be designated by the Board to hear the appeal at this level and report its findings and
recommendations to the School Board. The School Board shall then render its decision.

Section 11.05_School Board Review: The School Board reserves the right to review any decision issued
under Level I or Level II of this procedure provided the School Board or its representative notify the
parties of its intention to review within ten days after the decision has been rendered. In the event the
School Board reviews a grievance under this section, the School Board reserves the right to reverse or
modify such decision.

Section 11.06 Denial of Grievance: Failure by the School Board or its representative to issue a decision
within the same time periods provided herein shall constitute a denial of the grievance and the employee
may appeal it to the next level.

Section 11.07 Arbitration Procedures: In the event that the exclusive representative and the School

Board are unable to resolve any grievance, the grievance may be submitted to arbitration as defined
herein:

Subd. 1. Request: A request to submit a grievance to arbitration must be made in writing signed
by the aggrieved party, and such request must be filed in the Office of the Superintendent within
ten days following the decision in Level III of the grievance procedure.

Subd. 2. Prior Procedure Required: No grievance shall be considered by the arbitrator which
has not been first duly processed in accordance with the grievance procedure and appeal
provisions.

Subd. 3. Selection of Arbitrator: Upon the proper submission of a grievance under the terms
of this procedure, the parties shall, within ten days after the request to arbitrate, attempt to agree
upon the selection of an arbitrator. If no agreement on an arbitrator is reached, either party may
request from the Bureau of Mediation Services, pursuant to the P.E.L.R.A., a list of arbitrators
selected by the Commissioner, providing such request is made within twenty days after request
for arbitration. Upon receipt of the list of arbitrators, the school district and the exclusive
representative shall alternately strike names from the list of arbitrators selected by the
Commissioner until only one (1) name remains. This arbitrator shall decide the grievance and the
decision is binding upon the parties. The request shall ask that the appointment be made within
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thirty days after the receipt of said request. Failure to agree upon an arbitrator or the failure to
request a list of arbitrators from the Bureau of Mediation Services within the time periods
provided herein shall constitute a waiver of the grievance.

Subd. 4. Submission of Grievance Information:
a) Upon appointment of the arbitrator, the appealing party shall within five days after notice
of appointment forward to the arbitrator, with a copy to the School Board, the submission
of the grievance which shall include the following:

(1) The issues involved.

(2) Statement of the facts.

(3) Position of the grievant.

(4) The written documents relating to Section 5, Article XII of the grievance procedure.

b) The School Board may make a similar submission of information relating to the
grievance either before or at the time of the hearing.

Subd. 5. Hearing: The grievance shall be heard by a single arbitrator and both parties may be
represented by such person or persons as they may choose and designate, and the parties shall
have the right to a hearing at which time both parties will have the opportunity to submit
evidence, offer testimony, and make oral or written arguments relating to the issues before the
arbitrator. The proceeding before the arbitrator shall be a hearing denovo.

Subd. 6. Decision: The decision by the arbitrator shall be rendered within thirty days after the
close of the hearing. Decisions by the arbitrator in cases properly before him shall be final and
binding upon the parties, subject, however, to the limitations of arbitration decisions as provided
by in the P.E.L.R.A.

Subd. 7. Expenses: Each party shall bear its own expenses in connection with arbitration
including expenses relating to the party’s representatives, witnesses, and any other expenses
which the party incurs in connection with presenting its case in arbitration. A transcript or
recording shall be made of the hearing at the request of either party. The parties shall share
equally fees and expenses of the arbitrator, the cost of the transcript or recording if requested by
either or both parties, and any other expenses which the parties mutually agree are necessary for
the conduct of the arbitration. However, the party ordering a copy of such transcript shall pay for
such copy.

Subd. 8. Jurisdiction: The arbitrator shall have jurisdiction over disputes or disagreements
relating to grievances properly before the arbitrator pursuant to the terms of this procedure. The
jurisdiction of the arbitrator shall not extend to proposed changes in terms and conditions of
employment as defined herein and contained in this written agreement; nor shall an arbitrator
have jurisdiction over any grievance which has not been submitted to arbitration in compliance
with the terms of the grievance and arbitration procedure as outlined herein; nor shall the
Jjurisdiction of the arbitrator extend to matters of inherent managerial policy, which shall include
but are not limited to such areas of discretion or policy as the functions and programs of the
employer, its overall budget, utilization of technology, the organizational structure, and selection
and direction and number of personnel. In considering any issue in dispute, in its order the
arbitrator shall give due consideration to the statutory rights and obligations of the public school
boards to efficiently manage and conduct its operation within the legal limitations surrounding
the financing of such operations.
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Section 11.08 Election of Remedies and Waiver: A party instituting any action, proceeding or

complaint in a federal or state court of law, or before an administrative tribunal, federal agency, state
agency, or seeking relief through any statutory process for which relief may be granted, the subject matter
of which may constitute a grievance under this Agreement, shall immediately thereupon waive any and all
rights to pursue a grievance under this Article. Upon instituting a proceeding in another forum as outlined
herein, the employee shall waive his/her right to initiate a grievance pursuant to this Article or, if the
grievance is pending in the grievance procedure, the right to pursue it further. This shall not apply to
actions to compel arbitration as provided in this Agreement or to enforce the award of an arbitrator.

ARTICLE XII
OTHER BENEFITS

Section 12.01 - Vandalism Reimbursement - The School District shall reimburse the employee
for vehicular vandalism, which occurs in the course of the employee performing his or her
required duties, in an amount up to $500 in a given year toward the unreimbursed insurance
deductible amount on the vehicle. Vandalism Reimbursement does not cover normal wear and
tear from parking in a public parking lot.

ARTICLE XIII
DURATION

Section 13.01 Term and Reopening Negotiations: This Agreement shall remain in full force and effect
for a period commencing on July 1, 2020 through June 30, 2022, and thereafter until modifications are
made pursuant to the P.E.L.R.A. If either party desires to modify or amend this Agreement commencing
at its expiration, it shall give written notice of such intent no later than 90 days prior to said expiration.
Unless otherwise mutually agreed, the parties shall not commence negotiations more than 90 days prior to
the expiration of this Agreement.

Section 13.02 Effect: This Agreement constitutes the full and complete Agreement between the School
Board and the exclusive representative representing the employees. The provisions herein relating to
terms and conditions of employment supersede any and all prior agreements, resolutions, practices, school
district policies, rules or regulations concerning terms and conditions of employment inconsistent with
these provisions.

Section 13.03 Finality: Any matters relating to the terms and conditions of employment, whether or not
referred to in this Agreement, shall not be open for negotiation during the term of this Agreement.

Section 13.04 Severability: The provisions of this Agreement shall be severable, and if any provision
thereof or the application of any such provision under any circumstances is held invalid, it shall not affect
any other provisions of this Agreement or the application of any provision thereof.
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IN WITNESS WHEREOF, the parties have executed this Agreement as follows:

For the Northfield Public Schools For Independent School District No. 659
Office Employees

President Chairperson, Board of Education

Dated:

Clerk, Board of Education

Dated:
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AGREEMENT

BETWEEN

INDEPENDENT SCHOOL DISTRICT NO. 659, NORTHFIELD, MINNESOTA

AND

EDUCATION MINNESOTA-NORTHFIELD PUBLIC SCHOOLS EDUCATIONAL SUPPORT STAFF,
LOCAL #6030, EDUCATION MINNESOTA, AFT, NEA, AFL-CIO

AGREEMENT EXTENDS FROM

July 1, 2020 to June 30, 2022
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ARTICLE I
EMPLOYMENT

Section 1.01 Parties: THIS AGREEMENT is entered into between the School Board of Independent
School District No. 659, Northfield, Minnesota, hereinafter referred to as the school district, and the
Education Minnesota-Northfield Public Schools Educational Support Staff, Local #6030, Education
Minnesota, AFT, NEA, AFL-CIO, hereinafter referred to as exclusive representative, pursuant to and in
compliance with the Public Employment Labor Relations Act of 1971 as amended, hereinafter referred to as
the P.E.L.R.A., to provide the terms and conditions of employment for Educational Assistants during the
duration of this Agreement.

RECOGNITION OF EXCLUSIVE REPRESENTATIVE

Section 1.02 Recognition: In accordance with the P.E.L.R.A, the school district recognizes the Northfield
Educational Support Staff, Local #6030, Education Minnesota, AFT, NEA, AFL-CIO as the exclusive
representative for Educational Assistants employed by the School Board of Independent School District No.
659, which exclusive representative shall have those rights and duties as prescribed by the P.E.L.R.A. and as
described in the provisions of this agreement.

Section 1.03 Appropriate Unit: The exclusive representative shall represent all Educational Assistants in
the district contained in the appropriate unit as defined in Article I, Section 1.06 of this Agreement and the
P.E.L.R.A. and in certification by the Commissioner of the Bureau of Mediation Services, if any.

Section 1.04 Information: The school district shall provide the exclusive representative with a list that
includes the classification, position title, and salary schedule placement of all bargaining unit members by
October 1 of each year. In addition, the school district shall provide a seniority list of all bargaining unit
members with the seniority date being the most recent date of continuous employment in this bargaining
unit.

DEFINITIONS

Section 1.05 Terms and Conditions of Employment: shall mean the hours of employment, the
compensation therefore including fringe benefits except retirement contributions or benefits, and the
employer’s personnel policies affecting the working conditions of the employees.

Section 1.06 Description of Appropriate Unit: For purposes of this Agreement, the term Educational
Assistants shall mean all Educational Assistants in the appropriate unit employed by the school district,
whose employment service exceeds the lesser of 14 hours per week or 35 percent of the normal work week
and more than 67 work days per year, excluding all other employees.

Section 1.07 School District: For purposes of administering this Agreement, the term “school district”
shall mean the School Board or its designated representative.

Section 1.08. Other Terms: Terms not defined in this Agreement shall have those meanings as defined by
the P.E.L.R.A.




SCHOOL DISTRICT RIGHTS

Section 1.09 Inherent Managerial Rights: The exclusive representative recognizes that the school district
is not required to meet and negotiate on matters of inherent managerial policy, which include, but are not
limited to, such areas of discretion or policy as the functions and programs of the employer, its overall
budget, utilization of technology, the organizational structure and selection and direction and number of
personnel.

Section 1.10 Management Responsibilities: The exclusive representative recognizes the right and
obligation of the School Board to efficiently manage and conduct the operation of the school district within
its legal limitations and with its primary obligation to provide educational opportunity for the students of the
school district.

Section 1.11 Effect of Laws, Rules and Regulations: The exclusive representative recognizes that all
employees covered by this Agreement shall perform the services and duties prescribed by the School Board
and shall be governed by State and Federal laws, and by School Board rules, regulations, directives and
orders, issued by properly designated officials of the school district. The exclusive representative also
recognizes the right, obligation and duty of the School Board and its duly designated officials to promulgate
rules, regulations, directives and orders from time to time as deemed necessary by the School Board insofar
as such rules, regulations, directives and orders are not inconsistent with the terms of this Agreement and
recognizes that the School Board, all employees covered by this Agreement, and all provisions of this
Agreement are subject to State and Federal laws. Any provision of this Agreement found to be in violation
of any such laws, rules, regulations, directives or orders shall be null and void and without force and effect.

Section 1.12 Reservation of Managerial Rights: The foregoing enumeration of School Board rights and
duties shall not be deemed to exclude other inherent management rights and management functions not
expressly reserved herein, and all management rights and management functions not expressly delegated in
this Agreement are reserved to the school district.

EMPLOYEE RIGHTS

Section 1.13 Right to Views: Nothing contained in this Agreement shall be construed to limit, impair or
affect the right of any employee or his/her representative to the expression or communication of a view,
grievance, complaint or opinion on any matter related to the conditions or compensation of public
employment or their betterment, so long as the same is not designed to and does not interfere with the full,
faithful and proper performance of the duties of employment or circumvent the rights of the exclusive
representative.

Section 1.14 Right to Join: Employees shall have the right to form and join labor or employee
organizations, and shall have the right not to form and join such organizations. Employees in an appropriate
unit shall have the right by secret ballot to designate an exclusive representative for the purpose of
negotiating grievance procedures and the terms and conditions of employment for employees of such unit
with the School Board.

Section 1.15 Request for Dues Check Off: The exclusive representative shall be allowed dues check off
for its members, provided that dues check off and the proceeds thereof shall not be allowed to any exclusive
representative that has lost its right to dues check off. Upon receipt of a properly executed authorization card
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of the employee involved, the school district will deduct from the employee’s paycheck the dues that the
employee has agreed to pay to the employee organization as outlined in Appendix D.

Section 1.16 List of Unit Employees: The school district will provide the exclusive representative with a list
of all unit employees upon request.

Section 1.17 Conducting Business of the Exclusive Representative: The exclusive representative shall
have access to school facilities, including equipment, by arranging with the office of Community Education.
Reasonable time without loss of pay may be granted by the school district for use by the exclusive
representative for representation issues, negotiations or mediation sessions of this bargaining unit that cannot
be scheduled outside the work day.

Section 1.18 Personnel Files: An employee may review his or her district personnel file during regular
business hours upon written request. The employee shall have the right to reproduce any of the contents of
the file and may submit for inclusion in the file written information in response to any material contained
therein, and shall have the right to challenge false or inaccurate statements as provided by state statute.
When material involving evaluation, reprimand or deficiency is to be placed in the employee’s file, a copy
will be provided to the employee.

Section 1.19 Association Release Time: During the term of this Agreement, the exclusive representative
will have available 40 hours of release time. This time shall include all time spent away from work duties on
behalf of the exclusive representative as designated by the Northfield Schools Educational Support Staff
President including any grievance activities. Association leave shall not be used for activities in support of
any other exclusive representative of employees, nor to run for elective office of any kind.

ARTICLE 11
RATES OF PAY, HOURS OF SERVICE AND HOLIDAYS

Section 2.01 Job Classifications: Educational Assistants (EA) represented by the Northfield Educational
Support Staff, Local #6030, Education Minnesota, AFT, NEA, AFL-CIO, shall be employed in two
classifications: General Education EA and Special Education EA. A job classification appeals process is
available from the Human Resources Office.

General Education EA: to include Supervisory, Instructional, and Media Educational Assistants.
Special Education EA: to include Special Education Personal Care Assistant Educational Assistants.

Section 2.02 Rates of Pay: The steps and corresponding rates of pay are shown below. Step placement of
entering employees shall be determined by the School Board.

Step changes shall take effect on July 1. In order for an employee to advance to a succeeding step on the
schedule, she/he must have been employed by the district for more than half of the preceding work year.

During the duration of this Agreement, advancement on any salary schedule shall be subject to the terms of
this Agreement. In the event a successor Agreement is not entered into prior to the expiration of this
Agreement, an employee shall be compensated according to his/her current rate until a successor Agreement
is entered into.



2020-2021

1 2 3 4
Gen Ed: 15.45 15.81 16.17 16.72
SpecEd: 16.05 16.41 16.75 17.31
2021-2022 -
1 2 3 4
Gen Ed: 15.57 15.92 16.29 16.92
SpecEd: 16.17 16.53 16.88 17.52

Section 2.03 Employee Information: A copy of the School Board follow up information authorizing the
employment of a new staff member shall be forwarded to the president of the association.

HOURS OF SERVICE

Section 2.04 Work Day: The number of hours authorized for each position shall be established by the
School Board on the basis of the requirements of the job and financial resources of the District and shall be
scheduled by the building principal. The paid work day for Educational Assistants shall include an unpaid
lunch break of 30 minutes or as otherwise mutually agreed. Educational Assistants may not be able to take a
duty free lunch during non-regularly scheduled or special events such as off-site field trips. Educational
Assistants will be paid in the event they lose their duty free lunch.

Section 2.05 Work Year: The work year for Educational Assistants shall normally be the instructional
days in session plus eight hours of training opportunities and additional days as deemed necessary by the
district.

The district and the exclusive representative will meet at least once per year as a joint committee for the
purposes of reviewing and evaluating training opportunities, professional standards, and scheduling of
training opportunities.

Section 2.06 Breaks: Educational Assistants shall receive a 15-minute paid break during each three hours
of employ, not to exceed two 15-minute paid breaks per day. These paid breaks shall be taken at a time when
the least possible disruption in service results. Educational Assistants may not be able to take breaks during
non-regularly scheduled or special events, such as an off-site field trip. It is understood that Educational
Assistant will not receive additional pay for these lost breaks.

Section 2.07 School Closing: An emergency closing shall be defined as any unscheduled closing of the
school or schools. Examples might include inclement weather, energy shortage, breakdown of equipment,
strike, riot, etc.

Subd. 1 - In the event that school (or schools) is closed due to an emergency, Educational Assistants shall
continue to receive compensation proportionate to their work day for up to a maximum of two days per year.
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School days that begin late or end early due to an emergency shall not be counted towards these two days,
and Educational Assistants shall receive compensation proportionate to their workday for late start or early
release portions of their day. Educational Assistants shall be required to perform services if requested to do
so by their immediate supervisor.

Subd. 2 - The district shall have the right to require employees to perform services on days scheduled as
make-ups for student days lost due to emergency closing.

[f school is closed for a third day or more that has not been designated a student make-up day according
to the Northfield Public Schools Calendar (calendar), the day(s) may be replaced with an additional day
of Educational Assistant professional development to be held on the first teacher (non-student) make-up
work day designated by the calendar. The Board of Education will set the designated make-up work
days as needed.

Subd. 3 - If more than two full-day closures occur within one school year, and such closures are not
replaced with additional proportionate days of professional development as described in this Section,
then Educational Assistants may utilize available personal leave to offset a reduction in pay for the
cancelled days.

Section 2.08 Payment of Employees: Educational Assistants shall record their hours worked on the
District approved online time recording system and shall be paid from the recorded time sheet.

In an effort to mitigate the financial impact of elected benefit deductions for Educational Assistants during pay periods
with fewer school days, the District and Federation agree to follow the schedule below for the deductions of elected
benefits.

1. 1% September = No Deduction I1. 1" February  Deduction
2. 2" September Deduction 12. 2" February ~ Deduction
3. 1% October Dedneticn 13. 1 March Deduction
4. 2" Qctober Deduction 14. 2" March Deduction
5. 1% November Deduction 15. 1% April No Deduction
6. 2" November Deduction 16. 2" April Deduction
7. 1" December  Deduction 17. 1% May Deduction
8. 2" December Deduction 18. 2" May Deduction
9. 1% January No Deduction 19. 1% June Deduction
10. 2" January Deduction 20. 2" June No Deduction
HOLIDAYS

Section 2.09 Eligibility: This article shall apply to Educational Assistants who work four hours per day or
more.

Section 2.10 Holidays with pay: Six per year (proportionate to a work day)

Labor Day Christmas Eve Day
Memorial Day Christmas Day
Thanksgiving Day New Year’s Day

e




ARTICLE III
LEAVES OF ABSENCE

Section 3.01 _Eligibility: Educational Assistants regularly scheduled to work twenty or more hours per
week in a position with a minimum work year of the scheduled student days on the annual approved school
calendar shall be eligible for leaves described under this Article except as provided in Section 3.02, Subd. 1.1
and Subd. 1.2 herein.

Section 3.02 Sick Leave:
Subd. I. Eligible Educational Assistants as defined in Section 1 above, will earn ten (10) sick leave
days with pay per year, proportionate to the work day.

Subd. 1.1. Educational Assistants who work between 14 and 19.99 hours per week will earn four (4)
sick leave days with pay per year, proportionate to the work day. Such days will be noncumulative
and may be used for sick leave or bereavement leave.

Subd. 1.2. Substitute or temporary Educational Assistants who are regularly scheduled to work less
than sixty (60) days shall not be eligible for any benefits described under this article. Educational
Assistants who are scheduled for 60 or more days but less than the entire school year shall earn a pro-
rated amount of sick leave time based on eligibility requirements listed in Section 3.01 and Section
3.02 of this agreement and the amount of time remaining in the school year.

Subd. 2. Unused sick leave days proportionate to the educational assistant’s work day, may
accumulate to a maximum credit of 190 days for eligible educational assistants.

Subd. 3. Sick leave with pay shall be allowed whenever an employee's absence is due to illness or
injury of the employee or the employee's dependent child or other individuals to the extent provided
by Minnesota law which prevented the employee's attendance at work on that day or days.

Subd. 4. The school district may require an employee to furnish a medical certificate from a
qualified physician as evidence of illness, indicating such absence was due to illness, in order to
qualify for sick leave pay. In the event that a medical certificate will be required, the employee will
be so advised. The school district shall retain the right to require an employee to provide a second
medical certification, at district expense, from a physician of the employer’s choosing prior to
granting sick pay.

Subd. 5. All sick leave shall be available at the beginning of the school year. The employee shall
repay the school district any wages paid for sick days that are not later earned by such employee.

Section 3.03 Bereavement Leave: Employees may be allowed up to ten (10) days per year of leave with
pay in case of death.

Bereavement leave may be used in the case of a death of family or friends. Time off for bereavement
leave shall be deducted from unused sick days.

Section 3.04 Worker’s Compensation: An employee who is absent from work as a result of a

compensable injury incurred in the service of the school district under the provisions of the Worker's
Compensation Act shall be allowed to use accumulated sick leave in combination with Worker's
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Compensation to receive the employee's regular rate of pay. The school district will assume that the
employee elects to do so, unless the employee notifies the district in advance that he or she elects not to use
sick leave for this purpose. Benefit payments shall continue in accordance with state and federal laws.

Section 3.05 Judicial Duty: For any employee who is required to serve as a juror or is subpoenaed to
appear as a witness (not as a defendant) in a criminal court case, Northfield Public Schools will make up the
difference between such employees basic salary and the fees (but not reimbursed expenses) received by the
employee. In order to be eligible for this supplement, the employee must submit to the finance office an
itemized certification of fees and expenses for judicial duty. Advance notice to the building administrator is
required to permit the scheduling of a substitute, if required. An employee is also required to notify the
building administrator immediately upon being excused from judicial duty.

Section 3.06 -- Child Care Leaves: Child care leaves shall be processed under the Federal Family
and Medical Leave Act (FMLA) for those Educational Assistants that meet the current eligibility
requirements of FMLA. All Educational Assistants are eligible for benefits outlined in District
Policy 411, Disability After Childbirth.

Subd. 1. A child care leave shall be granted by the school district subject to the provisions of
this Section. Child care leave may be granted because of the need to prepare and/or
provide parental care for a child or children of the Educational Assistant for an extended
period of time.

Subd. 2. An Educational Assistant making needing a childcare leave of absence shall contact
the Human Resources Office for the appropriate leave paperwork. Applications for
childcare leave shall be made as soon as possible and at least two calendar months before
commencement of the intended leave, except in unusual circumstances.

Subd.3. If the reason for the child care leave is occasioned by pregnancy, the Educational
Assistant shall also provide at the time of the leave application, a statement indicating the
expected date of the delivery.

Subd. 4. Child care leave shall be without pay. However, accumulated sick leave may be
used for up to 8 weeks of pay after the birth of a child under District Policy 411,
Disability After Childbirth. The remainder of the leave is unpaid.

Subd. 5. Up to twenty (20) days leave allowance may be used for adoption purposes such as
preparation and legal reasons, necessary travel, and initial adjustment.

Subd. 6. Up to ten (10) days parental leave may be used within 30 days of the birth of a child,
the days used to be deducted from sick leave. These days would run concurrently with the
8 weeks allowed under District Policy 411.

Section 3.07 Leave of Absence Without Pay: Eligible Educational Assistants may apply for leaves of
absence without pay in the event of personal extenuating circumstances.




Subd. I. Leave of Absence Without Pay: Requests for leaves of absence without pay may be
approved by the Director of Human Resources. Requests for unpaid leave of absence must be
approved in advance except in cases of emergency.

Section 3.08 Personal Leave: Up to a total of two (2) days sick leave per year may be used to cover events
requiring the employee's personal attention which cannot be conducted outside scheduled hours of work.
Request for leave under this Section must be through the District’s substitute/leave system at least three (3)
days in advance, except for emergencies.

One day per year of unused Personal Leave may be carried over to the following school year. Any unused
Personal Leave days will remain as accrued sick leave.

Section 3.09 School Conference and Activities Leave: In accordance with the provisions of MS.181.9412,
the District will provide each employee with up to sixteen hours of school conference and activities leave
during any twelve month period to attend school conferences or school related activities related to the
employee's child, provided the conference, activity or observation cannot be scheduled during non-work
hours. One school day advance written notice shall be provided via the District’s substitute/leave reporting
system. The Human Resources Director can waive the advanced written notice requirement in emergency
situations under exceptional or unusual circumstances. Such leave will be deducted from the employee's sick
leave allowance.

ARTICLE IV
GROUP INSURANCE

Section 4.01 Group Insurance: During the term of this contract, the employer will purchase the group
insurance policies described in this article. It is understood and agreed that the provisions of this article are
merely descriptive of the coverage provided, and that the eligibility of the employee for benefits shall be
governed by the terms of the master insurance contracts in force between the employer and the insurer
providing such coverage.

Educational Assistants regularly scheduled to work twenty or more hours per week shall be eligible to apply
for benefits described under this Article. Coverage will be effective only upon enrollment of the employee
and acceptance by the carrier.

Section 4.02 Health and Hospitalization Insurance: Eligible employees and their spouse and dependent
children may participate in the district group health and hospitalization insurance plan. The school district
will contribute toward the premium according to the schedule below. The difference between the Board
contribution and the total insurance premium will be paid by the employee through payroll deduction. The
effective date for employer contributions shall be January 1.

30-40 hrs/wk 25 <30 hrs/wk 20 <25 hrs/wk
1.0 factor .6 factor .5 factor
SINGLE: Tied to Teachers Tied to Teachers x .60 Tied to Teachers x .50
FAMILY: Tied to Teachers Tied to Teachers x .60 Tied to Teachers x .50

= 10=



Section 4.03 Income Protection: Income protection insurance shall be provided for employees who are

eligible for and enrolled in the school district's long-term disability insurance plan, providing income to the
extent of 2/3 of the employee's base salary at the time of disability, commencing after 60 consecutive
calendar days of disability due to sickness or accident. The premium will be paid by the school district. Such
disability payment will be coordinated with Social Security, Public Employees Retirement Association or
any other public retirement plans which may provide the same type of coverage. An employee who is absent
from work as a result of a long-term disability shall be allowed to use accumulated sick leave in combination
with income protection insurance payment to receive the employee's regular rate of pay.

Section 4.04 Life Insurance: The employer will provide group term life insurance coverage for eligible
educational assistants in the amount of $35,000. The employee may purchase additional group term life
insurance in increments of $25,000 up to a maximum of $100,000 at the group rate upon evidence of
insurability and acceptance by the carrier. The cost of such additional coverage shall be paid fully by the
employee through payroll deduction

Section 4.05 Dental Insurance: Eligible employees and their spouse and dependent children may
participate in the district group dental insurance plan. The school district will contribute toward the premium
according to the schedule below. Any additional cost of the premium shall be borne by the employee and
paid by payroll deduction. The effective date for employer contributions shall be January 1.

30-40 hrs/wk 25 <30 hrs/wk 20 <25 hrs/wk
1.0 factor .6 factor .5 factor
SINGLE: Tied to Teachers Tied to Teachers x .60 Tied to Teachers x .50
FAMILY : Tied to Teachers Tied to Teachers x .60 Tied to Teachers x .50

Section 4.06 Claims Against the School District: It is understood that the school district’s only obligation
is to purchase an insurance policy and pay such amounts as agreed to herein and no claims shall be made
against the school district as a result of a denial of insurance benefits by an insurance carrier.

Section 4.07 Duration of Insurance Contribution: Eligible employees as described in Section 4.01 shall
receive employer insurance contribution through August 31st. When termination of employment occurs
prior to the completion of a school year, all district participation and contribution shall cease, effective at the
end of the month in which termination of employment occurs. However, employees who were members of
the district’s health and hospitalization insurance and dental insurance plans prior to termination of
employment may be continued in the group for a period following termination pursuant to applicable laws if
they pay the entire premium amount.

ARTICLE V
EXPERIENCE AND RETENTION PAY

Section 5.01 Experience and Retention Pay: Educational Assistants shall receive experience and retention
pay according to the schedule listed below. Experience and retention pay differential shall begin with the
first paycheck issued to the employee after July 1 of the employee’s fifth year of employment with the
District.
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In addition to the hourly rate to which they are entitled under Article II, Section 2.02, Educational Assistants
shall be eligible for experience and retention pay according to the following schedule:

Hourly
2020-2021 Eligibility Criteria Pay Differential
4 to 8 years of experience completed $1.50
9 to 13 years of experience completed $2.00
14 to 18 years of experience completed $2.50
19 or more years of experience completed $3.00
Hourly
2021-2022 Eligibility Criteria Pay Differential
4 to 8 years of experience completed $2.00
9 to 13 years of experience completed $2.50
14 to 18 years of experience completed $3.00
19 or more years of experience completed $3.50

ARTICLE VI
403(b) TAX DEFFERED PLAN MATCHING

Section 6.01. District Match: Each year by October 1, employees who wish to participate in the plan shall
be responsible to complete and file a salary deduction authorization for their annual contribution to a
matching 403(b) tax deferred plan. The School District will match an employee’s contribution to a 403(b)
tax deferred plan up to $600 per school year. During a year in which the employee makes no contribution,
the District shall likewise make no contribution to that employee account. Maximum lifetime district
contribution will be $30,000.

ARTICLE VII
PROBATIONARY PERIOD, EVALUATION, DISCIPLINE AND DISCHARGE,
AND RESIGNATIONS

Section 7.01 Probationary Period: New Educational Assistants hired by Independent School District No.
659 shall have a probationary period of six (6) months. During the probationary period, the School District
shall have the unqualified right to suspend without pay, discharge or otherwise discipline such employee and
the employee shall have no recourse to the grievance procedure. However, a probationary employee shall
have the right to file a grievance on any other provisions of the contract alleged to have been violated.

Subd. 1 Evaluations: The probationary period is a time during which a new employee is being tested
on job capabilities, performance and fitness. As such, new employees should have a clear understanding
of the district’s expectations and needs. An evaluation conference shall be held with the employee and
the appropriate supervisor during the first six months of employment to assist the new employee in
assessing his/her job performance.

Section 7.02_Completion of Probationary Period: An employee who has completed the probationary
period may be disciplined or discharged only for cause.
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Section 7.03 Evaluation of Probationary Employees: Probationary employees will be evaluated by their
immediate supervisor prior to the end of the employee’s probationary period.

Section 7.04 Evaluation of Non-Probationary Employees: Employees who have completed their
probationary period will be evaluated at least once every five years.

Section 7.05 Evaluation Review: Evaluations will be reviewed with the employee within ten (10) working
days of the evaluation. The employee will have the right to attach a response to the evaluation if the
employee disagrees with the evaluation. An employee signature to an evaluation will only indicate that the
evaluation has been received by the employee.

Section 7.06 Discipline Procedures: The School District will follow a policy of progressive discipline,
when appropriate, with unit employees. The normal discipline sequence will be 1) an oral reprimand, 2) a
written reprimand, 3) suspension without pay, 4) termination. The seriousness of the matter will determine
at what level disciplinary action is commenced.

Subd. 1. A member of the exclusive representative suspended during an ongoing investigation, shall
be paid the normal daily rate until the school district reaches its decision on the status of the
employee and concluded its investigation.

Section 7.07 Resignation: Employees electing to resign shall be required to give the employer two (2)
weeks notice and shall continue in the employer’s service during this two-week period with the
understanding that the employee may leave sooner if a suitable replacement is obtained.

ARTICLE VIII
EXPENSES

Necessary and pre-approved expenses that are required of an Educational Assistant in the performance of
school duty shall be at the expense of the school district. The mileage reimbursement rate and the rate
between buildings shall be set by the School Board.

An Educational Assistant will be reimbursed for the actual cost of replacement or repair of any damage to
personal property and clothing as a result of student action or assigned duties up to a maximum of $100.00
per incident with the exception of broken prescription glasses which will be reimbursed up to $300. A
Damage Report Form will be filled out by the employee and presented along with the damaged article for
verification by the employee’s supervisor prior to reimbursement.

ARTICLE IX
NOTIFICATION OF JOB OPENINGS

Section 9.01 Notice: The district recognizes that it is desirable in making assignments to consider the
interests and aspirations of its employees. All notices of school Educational Assistant job openings will be
posted in each school for a period of five (5) working days. In addition, a copy will be sent to the president
of the Educational Support Staff and all members of the local via the District e-mail system. Requests for
consideration for job openings shall be made through the District’s online application system.
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Final judgment regarding the selection and placement of Educational Assistants shall be made by the school
district upon the recommendation of the Superintendent or designee. The Board shall encourage a policy of
selecting the best qualified applicant for job openings.

Section 9.02 Job Opening: Job opening shall be defined as any vacancy resulting from the creation of a
new position or from an employee leaving a currently existing position. Current employees shall be given
first consideration for vacant positions.

Section 9.03 Transfer: Transfer shall be defined as change in job location or position. Whenever possible,
an employee shall be notified at least five (5) working days prior to the date of transfer. Prior to date of
transfer, the supervisor or his/her designee shall arrange for a meeting with the employee for the purpose of
reviewing the duties and expectations of the position and establishing a date for a building visit, if the
position is in a new location for the employee.

ARTICLE X
REDUCTION OR ELIMINATION OF POSITIONS

Section 10.01 Seniority Date: The seniority date shall be defined as the most recent date of continuous
employment in an Educational Assistant position in the District. Movement from one Educational Assistant
classification to another shall not change the seniority date. Seniority shall continue during approved leaves
of absence from the district. Upon returning from leave of absence, the educational assistant shall be placed
on the same step of the salary schedule as previously occupied.

Section 10.02 Reduction or Elimination of Positions: The District shall consider the length of service
(seniority), along with other relevant factors, of employees within the same job category and within the same
building when reducing hours or eliminating positions. An employee on layoff shall retain his/her seniority
and right to recall in seniority order for a period of eighteen 18 months after the date of layoff. In the event
more than one employee on the recall list has the identical date of hire, the district’s employee identification
number shall be used, in ascending order, to place the employee on the recall list.

Subd 1. Contact Information for Notice of Recall: When placed on layoff an Educational Assistant
shall file with the District Human Resources Office his or her name, active telephone number and either a
second active telephone number or an active email address where he or she can be reached daily. It is the
employee’s responsibility to update any changes to the contact information with the Human Resources
Office.

Subd 2. Recall Notification: The District Human Resources Office will notify one or more eligible
employees when a position becomes available for recall. Each employee will be notified of his or her
order on the recall list. After being offered the position the employee will have two (2) full eight hour
business days to make a decision. The day of the call does not count toward the two full business days.
When more than one employee is contacted concurrently for the same position, the employees will have
the same two (2) full eight-hour business days to respond. If the position is accepted by a more senior
employee, the less senior employee(s) will be contacted on the third business day and returned to the
recall list. If no response is received by 4:00 p.m. on the second full business day, the offer will be
considered declined.

If the School District Human Resources Office is unable to contact an eligible employee using the
contact number(s) or email address supplied by the employee, the president of the exclusive
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representative, or his/her designee, will be contacted. This call will serve as recall notification and the
two (2) full eight-hour business days will accrue from that point in the same manner as if the employee
on recall had been contacted.

Subd 3. Loss of Recall Rights: If an employee on recall declines an offer of a position he or she shall
lose all further recall rights under this Article.

Section 10.03 Notice of Elimination of Position: To the extent possible, the District shall notify an
employee by the last day of school if his/her position is to be eliminated or hours changed for the subsequent
school year. The District will provide at least a two-week notification for reduction of hours or elimination
of position which occurs during the school year, with the exception of the reduction or elimination of a
student-specific special education educational assistant due to the departure of the student. In that case, the
District shall provide a two-week notice if possible or as soon as practical.

ARTICLE XI
GRIEVANCE PROCEDURE

Section 11.01 Definitions and Interpretations

Subd. I. Grievance Definition: A “grievance” is an allegation by a unit member, unit
members, or the exclusive representative, of a violation, misinterpretation, or
misapplication of this Agreement.

Subd. 2 Representative: The employee, administrator, or School Board may be
represented during any step of the procedure by any person or agent designated by such
party to act in his/her behalf.

Subd. 3. Extension: Time limits specified in this Agreement may be extended by mutual agreement.

Subd. 4. Days: Reference to days regarding time periods in this procedure shall refer to
working days. A working day is defined as all weekdays not designated as holidays by
state law.

Subd. 5. Computation of Time: In computing any period of time prescribed or allowed
by procedures herein, the date of the act, event, or default for which the designated period
of time begins to run shall not be included. The last day of the period so computed shall be
counted, unless it is a Saturday, a Sunday, or a legal holiday, in which event the period runs
until the end of the next day which is not a Saturday, a Sunday, or a legal holiday.

Subd. 6. Filing and Postmark: The filing or service of any notice or document herein
shall be timely if it is personally served or if it bears a certified postmark of the United
States Postal Service within the time period.

Section 11.02 Time Limitation and Waiver: Grievances shall not be valid for consideration unless the
grievance is submitted in writing to the School Board’s designee, setting forth the facts and the specific
provision of the Agreement allegedly violated and the particular relief sought within twenty days after the
date the event giving rise to the grievance occurred. Failure to file any grievance within such period shall be
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deemed a waiver thereof. Failure to appeal a grievance from one level to another within the time periods
hereafter provided shall constitute a waiver of the grievance.

Section 11.03 Informal Discussion: Before filing a formal grievance, the unit member(s) shall first discuss
the alleged grievance with his/her building principal or other immediate supervisor in an attempt to resolve
the grievance on an informal basis.

Section 11.04 Level I: If the grievance is not resolved through informal discussions, a formal grievance
shall be initiated in writing, on the grievance form (Appendix A) and served on the building principal or
other immediate supervisor. The principal or other immediate supervisor shall give a written disposition of
the grievance to the grievant and the exclusive representative within ten days after receipt of the written
grievance.

Section 11.05 Level II: In the event the grievance is not resolved in Level I, the decision rendered may be
appealed to the Superintendent of Schools, provided such appeal is made in writing within ten days after
receipt of the decision in Level [. If a grievance is properly appealed to the Superintendent, the
Superintendent or his designee shall set a time to meet regarding the grievance within fifteen days after
receipt of the appeal. Within ten days after the meeting, the Superintendent or his designee shall issue a
decision in writing to the parties involved.

Section 11.06 Level II1: In the event the grievance is not resolved in Level II, the decision rendered may
be appealed to the School Board, provided such appeal is made in writing within ten days after receipt of the
decision in Level II. If a grievance is properly appealed to the School Board, the School Board shall set a
time to hear the grievance within twenty days after receipt of the appeal. Within twenty days after the
meeting, the School Board shall issue its decision in writing to the parties involved. At the option of the
School Board, a committee or representative(s) of the Board may be designated by the Board to hear the
appeal at this level, and report its findings and recommendations to the School Board. The School Board
shall then render its decision.

Subd. 1. School Board Review: The School Board reserves the right to review any
decision issued under Level I or Level II of this procedure provided the School Board or
its representative notify the parties of its intention to review within ten days after the
decision has been rendered. In the event the School Board reviews a grievance under this
section, the School Board reserves the right to reverse or modify such decision.

Subd. 2. Denial of Grievance: Failure by the School Board or its representative to
issue a decision within the time periods provided herein shall constitute a denial of the
grievance and the employee may appeal it to the next level.

Section 11.07 Level IV: In the event that the exclusive representative and the School Board are unable to
resolve any grievance, the grievance may be submitted to arbitration as defined herein:

Subd. 1. A request to submit a grievance to arbitration must be in writing signed by the aggrieved
party and such request must be filed in the office of the Superintendent within ten days following
the decision in Level III of the grievance procedure.

Subd. 2. Prior Procedure Required: No grievance shall be considered by the arbitrator which has
not been first duly processed in accordance with the grievance procedure and appeal provisions.
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Subd. 3. Selection of Arbitrator: Upon the proper submission of a grievance under the terms of

this procedure, the parties shall, within ten days after the request to arbitrate, attempt to agree upon the
selection of an arbitrator. If no agreement on an arbitrator is reached, either party may request from the
Bureau of Mediation Services, pursuant to the P.E.L.R.A., a list of arbitrators selected by the
Commissioner, providing such request is made within twenty days after request for arbitration. Upon
receipt of the list of arbitrators, the school district and the exclusive representative shall alternately strike
names from the list of arbitrators selected by the Commissioner until only one (1) name remains. This
arbitrator shall decide the grievance and the decision is binding upon the parties. The request shall ask
that the appointment be made within thirty days after the receipt of said request. Failure to agree upon an
arbitrator or the failure to request a list of arbitrators from the Bureau of Mediation Services within the
time periods provided herein shall constitute a waiver of the grievance.

Subd. 4. Submission of Grievance Information:

a) Upon appointment of the arbitrator, the appealing party shall within five
days after notice of appointment forward to the arbitrator, with a copy to the
School Board, the submission of the grievance which shall include the
following:

(1) The issues involved.

(2) Statement of the facts.

(3) Position of the grievant.

(4) The written documents relating to the grievance procedure.

b) The School Board may make a similar submission of information relating
to the grievance either before or at the time of the hearing.

Subd. 5. Hearing: The grievance shall be heard by a single arbitrator and both parties may be
represented by such person or persons as they may choose and designate, and the parties shall have the
right to a hearing at which time both parties will have the opportunity to submit evidence, offer
testimony, and make oral or written arguments relating to the issues before the arbitrator. The
proceeding before the arbitrator shall be a hearing denovo.

Subd. 6. Decision: The decision by the arbitrator shall be rendered within thirty days after the close of
the hearing. Decisions by the arbitrator in cases properly before him/her shall be final and binding upon
the parties, subject, however, to the limitations of arbitration decisions as provided by in the P.E.L.R.A.

Subd. 7. Expenses: Each party shall bear its own expenses in connection with arbitration including
expenses relating to the party’s representatives, witnesses, and any other expenses which the party incurs
in connection with presenting its case in arbitration. A transcript or recording shall be made of the
hearing at the request of either party. The parties shall share equally fees and expenses of the arbitrator,
the cost of the transcript or recording if requested by either or both parties, and any other expenses which
the parties mutually agree are necessary for the conduct of the arbitration. However, the party ordering a
copy of such transcript shall pay for such copy.

Subd. 8. Jurisdiction: The arbitrator shall have jurisdiction over disputes or disagreements relating to
grievances properly before the arbitrator pursuant to the terms of this procedure. The jurisdiction of the
arbitrator shall not extend to proposed changes in terms and conditions of employment as defined herein
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and contained in this written agreement; nor shall an arbitrator have jurisdiction over any grievance
which has not been submitted to arbitration in compliance with the terms of the grievance and arbitration
procedure as outlined herein; nor shall the jurisdiction of the arbitrator extend to matters of inherent
managerial policy, which shall include but are not limited to such areas of discretion or policy as the
functions and programs of the employer, its overall budget, utilization of technology, the organizational
structure and selection and direction and number of personnel. In considering any issue in dispute, in its
order the arbitrator shall give due consideration to the statutory rights and obligations of the public
school boards to efficiently manage and conduct its operation within the legal limitations surrounding the
financing of such operation.

ARTICLE XII
DURATION

Section 12.01 Term and Reopening Negotiations: This Agreement shall remain in full force and effect for
a period commencing on July 1, 2020, through June 30, 2022, and thereafter as provided by the P.E.L.R.A.
[f either party desires to modify or amend this Agreement commencing at its expiration, it shall give written
notice of such intent no later than 90 days prior to said expiration. Unless otherwise mutually agreed, the
parties shall not commence negotiations more than 90 days prior to the expiration of this Agreement.

Section 12.02 Effect: This Agreement constitutes the full and complete Agreement between the School
Board and the exclusive representative representing the employees. The provisions herein relating to terms
and conditions of employment supersede any and all prior Agreements, resolutions, practices, school district
policies, rules or regulations concerning terms and conditions of employment inconsistent with these
provisions.

Section 12.03 Finality: Any matters relating to the terms and conditions of employment, whether or not
referred to in this Agreement, shall not be open for negotiation during the term of this Agreement.

Section 12.04 Severability: The provisions of this Agreement shall be severable, and if any provision
thereof or the application of any such provision under any circumstances is held invalid, it shall not affect
any other provisions of this Agreement or the application of any provisions thereof.
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IN WITNESS WHEREOF, the parties have executed this Agreement as follows:

For the Northfield Educational
Support Staff Local #6030, Education
Minnesota, AFT, NEA, AFL-CIO

President

Dated this day of

, 2020

For Independent School District #659
Northfield, Minnesota

Chairperson, Board of Education

Clerk, Board of Education

Dated this day of

, 2020
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APPENDIX A
GRIEVANCE FORM

Grievance #
Distribution of Form

Name of Grievant: Board of Education
Superintendent
Date Filed: HR Director
Building Principal
Home Phone: Association
Grievant
Assignment:

Association Representative:

Date Grievance Occurred:

Statement of the grievance (including events/conditions of the grievance/persons responsible)

Contract provision allegedly violated:

Redress Sought:

LEVEL I - FORMAL Date Issued:

Disposition by Principal or Immediate Supervisor and Reasons Therefore:

Disposition:

Reasons:

Signature
Initial Applicable Statements:
I hereby accept the above disposition.
I hereby decline the above disposition.
I intend to process the grievance to the next step.
Signature of Grievant Date
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Page Two

LEVEL II - FORMAL Date Issued:

Disposition by Superintendent and Reasons Therefore:

Disposition:

Reasons:

Initial Applicable Statements:
[ hereby accept the above disposition.
[ hereby decline the above disposition.
[ intend to process the grievance to the next step.

Signature

Signature of Grievant

LEVEL III - FORMAL Date Issued:

Date

Disposition by Board of Education and Reasons Therefore:

Disposition:

Reasons:

Initial Applicable Statements:
I hereby accept the above disposition.
[ hereby decline the above disposition.
I intend to process the grievance to the next step.

Signature

Signature of Grievant

LEVEL IV - FORMAL Date Issued:

Date

Disposition and Award of Arbitrator: Attach Arbitrator’s award.
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APPENDIX B
SICK LEAVE OTHER ELIGIBILITY

In addition to using accumulated leave time for one’s own illness or injury, Minnesota law (M.S. §181.9413)
allows an employee to use up to 160 hours of accumulated leave time per leave year (July 1-June 30) for the
illness or injury of the following relatives:

minor child
adult child
spouse

sibling

parent
mother-in-law
father-in-law
grandchild
grandparent
stepparent

In addition, the law also allows an employee to use accumulated leave time for themselves or a relative (as
listed above) to provide or receive assistance because of sexual assault, domestic abuse or stalking.

Please note that the eligible relatives above are based upon Minnesota law as of July 1, 2014. Many
Northfield Public Schools contracts and/or agreements reference Minnesota law for the purposes of defining

eligible relatives for the purpose of sick leave. Please see the Minnesota statute for the most current listings.

Please contact the Northfield Public Schools Human Resources Office at (507) 663-0627 with questions
about the use of the ‘Sick Leave — Other” absence code.
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CONTRACT FOR TRANSLATION SERVICES BETWEEN
NORTHFIELD PUBLIC SCHOOLS AND MAR VALDECANTOS

This document constitutes an agreement between Northfield Public Schools and Mar Valdecantos
(hereinafter called the Contractor). This is a twelve (12) month contract beginning July 1, 2020 and ending
June 30, 2021 for translation services provided to the Northfield Public Schools. Either party with 30 days
written notice may terminate or request to renegotiate this contract. The parties to this agreement intend that
the relationship between them created by this agreement is that of an agency-independent contractor. Ms.
Valdecantos will provide an itemized list of the documents translated each month and the approximate time
required for translation.

No contracted services shall be provided or paid for after June 30, 2021 unless a subsequent contract is
executed between the Northfield Public Schools and Mar Valdecantos.

Documents to be translated will be emailed directly from building or district administrators to Ms.
Valdecantos at least three (3) days prior to the date required (Email address is marvaldecantos@yahoo.com ).
Translations may include but not be limited to the following:

Principals portion of building newsletters

Calendar portion of building newsletters

District and building documents as requested by district or building administrator
Web documents as requested by district administrator

Student Citizenship Handbook

Building Handbooks

Compensation: For translation services provided during this period, the Contractor will be paid nine hundred
twenty dollars ($920) per month over the term of the contract. The monthly fee installments will be paid by
the 30t of each month beginning in August and ending in May. The total compensation for the twelve (12)
month contract will be eleven thousand forty dollars ($11,040.00).

It is understood that the Contractor is not an employee of Northfield Public Schools. Therefore, she is not
expected to fulfill the conditions of employment of a staff member, nor is she eligible for benefits. Payment
of Social Security, workers compensation and state and federal taxes is the sole responsibility of the
Contractor. If, for any reason, the Contractor is not able to complete these contractual requirements,
payment will be adjusted on the basis of the work performed. Any work product generated through the
contract becomes the property of the Northfield Public Schools.

Matthew J. Hillmann, Ed.D. Mar Valdecantos
Superintendent Contractor
Northfield Public Schools

Date Date
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Important Phone Numbers

Longfellow School front office 507-645-1200
Nurse’s Line/Attendance 507-645-1205
Sara Line-Early Childhood Coordinator 507-645-1232
Gabriela Nieves (para espanol) 507-301-8957
Benjamin Bus 507-645-5720
Mary Hansen (ECFE) 507-664-3750
Martha Donahoe (preschool tuition/ E.C screening) 507-645-1200
Hiawatha Transit 1-866-623-7505
*Messages for staff may be left with the front desk 507- 645-1200
SAFETY

Your children’s safety is our main concern. Please check in with the main office staff to let them
know if you are picking up your child or coming for an event. Although we can often recognize
parents, by making your presence officially known we can be more fully aware of who is in our

building at all times. Please make sure you are dropping off and picking up your child each day in the
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classroom so the teachers know where they are at all times! In addition, each family will receive a
packet to fill out including health/emergency forms as it is very important we have that on file.

Hand in Hand practices regular fire, severe weather and lock-down drills throughout the year.

INTRODUCTION

This handbook is designed to give you specific information regarding Hand in Hand Preschool. We
ask that you read through it and keep in an accessible place where it can be referred to as needed.
Please speak with your child’s teacher if further information or clarification is needed. The District’s
full policy regarding guidance and discipline may be found in the Student Citizen Handbook
(available in the school office). We believe that open communication between parents and teachers is
an essential part of your child’s educational experience. We realize that children between the ages of
three and five are continuing to develop their understanding of the world and sometimes their
interpretations of phrases, vocabulary, time concepts and the concepts of real vs. imaginary are not
yet mature. Occasionally, misunderstandings may occur. If you wonder about something your child
has told you regarding school, please contact us, so that together we can clarify. Please refer to the
weekly class note describing our activities to help generate conversation about your child’s day;
children will transport papers and messages each week in a backpack/bag your child will bring to and

from school each day. In addition newsletters will be emailed out to families.

HAND IN HAND TEACHERS

Hand in Hand Preschool teachers hold a minimum of a bachelor’s degree in Eatly Childhood
Education and are licensed by the State of Minnesota to teach young children. Many hold a Master’s
in Education. All staff participate in district training, professional development as well as
contributing to the weekly district-wide Professional learning Communities where we work to

improve teaching techniques and student progress.

PHILOSOPHY OF HAND IN HAND PRESCHOOL

The most important goal in our program is to help children become enthusiastic learners. This
means encouraging children to be active and creative explorers who are not afraid to try out their
ideas and to think their own thoughts. Our goal is to help children become independent, self-

confident, inquisitive learners. The developmentally appropriate activities we plan for the children,
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the way we organize the room, select toys and materials, plan the daily schedule and talk with the
children are all designed to accomplish the goals of our curriculum and give your child a successful

start in school.

EXAMPLE OF APPROXIMATE DAILY SCHEDULE

8:45-9:00 Meet/Greet, Small Motor Activities

9:00-9:30 Citcle Time: calendar with counting/patterns, weather, music/movement
9:30-10:30 Flex time: small group skill building, centers and choice time
10:30-10:45 Stories/Songs

10:45-11:00 Bathroom Break/Snacks

11:00-11:30 Outside/Gym large motor time

CURRICULUM/ASSESSMENT

*Specific Curriculum mapping documents are available upon request

Young children learn best by doing, not just repeating what someone else says but actively
experimenting to find out how things work in the world we live in. We believe that play provides the
foundation for school learning. It is the preparation children need before they learn those highly
abstract symbols such as letters (which are symbols for sounds) and numbers. Play enables us to
achieve the key goals of our early childhood curticulum; play is the “work™ of young children!
Teachers use a combination of Everyday Mathematics, Ladders to Literacy, Handwriting Without Tears, and
Second Step to support our curriculum at Hand in Hand Preschool. The Minnesota Department of
Education’s Early Childhood Indicators of Progtess state standards act as a framework for our
instruction.

At Hand in Hand preschool, we use authentic, observational assessment. The system is not only
designed to work with our curriculum, but it is aligned with the Minnesota State standards for early
learning, the Early Childhood Indicators of Progress; it helps us get to know what our students know
and can do. With this information, we individualize children’s learning, flex group and offer
engaging experiences that help build on their strengths and interests. The system is inclusive of
children with disabilities, children who are developing typically, and children who demonstrate
competencies beyond typical developmental expectations. It also supports the assessment of

children who are English learners.

Social/Emotional: To help children feel comfortable in school, trust their new environment, make

friends, interact with them and feel they are part of a group. To help children experience pride and
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self-confidence, be able to express themselves creatively, to develop independence and self-control,

and have a positive attitude toward life.

Cognitive: To help children become confident learners by letting them try out their own ideas and
experience success, and by helping them acquire learning skills such as the ability to solve problems,
ask questions and use words to describe their ideas, observations, and feelings. The environment is
rich in language to support early literacy and children are exposed to mathematics and logical

thinking as it is embedded in the classroom and routine as well.

Physical: To help children increase their large and small muscle skills, self-help skills, and feel

confident about what their bodies can do.

In our younger three year old classes the main focus is on socialization and school routines. As
educators we realize the importance of meeting their social needs first, and by using Second Step
Social/Emotional curriculum staff is able to do just that before introducing beginning concepts such

as colors, shapes, and other pre-academic skills.

In our older Kindergarten Readiness classes the focus is on preparing for Kindergarten. The students
are introduced to basic concepts such as counting, patterns, numbers, colors and shapes through
Everyday Mathematics as well as pre-literacy skills such as letters and sounds with Ladders to Literacy in
addition to building on the Second Step social emotional concepts. Staff use Handwriting Without Tears
curriculum to begin to introduce proper strokes and letter formation (fine motor) skills. The
students are also familiarized with school expectations, transitions and routines. The Kindergarten

Readiness class lays the foundation to a great start of the Kindergarten experience.
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PEER INTERACTION/INCLUSION

Classes in the Hand in Hand Preschool are co-taught by a licensed eatly childhood special education
teacher and a licensed early childhood regular education teacher. At least one educational assistant is
also assigned to each classroom. A unique aspect of the Hand in Hand Preschool is that children
with special needs and typical developing children attend, interact and learn together. The staff
members model appropriate actions and words to help the children find ways to work together.
There are many opportunities for the children to help each other and serve as positive role models.
In the process, children learn tolerance and understanding of differences, resulting in a mutually

beneficial learning setting.

INDIVIDUAL PERFORMANCE EVALUATIONS/ CONFERENCES

Each child must complete Early Childhood Screening within the first 90 days of enrollment, which
includes vision, hearing, height/weight, a developmental check and a social/emotional assessment.
Our teachers participate in ongoing assessment/progress monitoring techniques. In addition IEP
objectives are developed for all Special Education students. Conferences are offered twice yearly (fall
and spring) and provide an opportunity for parents and teachers to discuss a child’s development,
strengths, goals, and any concerns. Informal conferences can be arranged by contacting the teacher

before or after school and requesting time to discuss any issues.

FAMILY INVOLVEMENT

Parent involvement is an important part of your child’s learning experience at Hand in Hand
Preschool. Research has shown that children who have involved parents have more success in
school. We offer many opportunities throughout the year for you to become involved in your child’s
preschool experience. Parents are welcome and encouraged to visit their child’s classroom at any
time. If you have a special skill or talent that you would like to share with us, (such as an instrument,
a special collection, job or hobby) please see your child’s teacher to make arrangements. Individual
classes will offer specific dates and times for volunteer opportunities, such as “Star of the Week”
reading, family events or class parties. We have parent education events and many family activities
monthly. Early Childhood Family Education and Adult Basic Education also offer many
opportunities for parents to become involved in their children’s education through regular classes,
one time events or parent coaching/consultation! Please call Family Education at 664-3750 to

request information.
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PARENT COMPONENT

Parents of Hand in Hand students will be asked to participate throughout the year. Examples of
parent involvement may include:

e [Early childhood screening (required for all Hand in Hand students)

e Family Consultation/Coaching

e Home visits by Farly Childhood Teachers

e Attending open house, and fall and spring conferences

e Classroom and field trip volunteering

e Attend the Community Education Advisory Council

e Parent/Child Activities and Lending Library participation

®  Guest speakers/Parent education opportunities

e [amily Events

e Attending an Early Childhood Family Education class

GUIDANCE POLICY

Our policy is to provide positive guidance to help children resolve conflicts. It is our goal to build
trusting relationships with and among the children and to teach appropriate behavior. By teaching
children effective ways of communicating their needs, children learn independence and responsibility.
Children will be encouraged to “use your words” to resolve conflicts. In this way, children learn
positive and appropriate skills to express emotions. They also learn valuable social skills such as
negotiation and turn-taking. Any significant behavior issues will be addressed together with parents
on an individual basis. Hand in Hand staff will complete an incident form signed by parents
following any incident resulting in injury or property damage. The completion of a second incident
report will result in a meeting with parents, classroom teacher, the Early Childhood Coordinator and
the Early Childhood Special Education team lead. Upon completion of the third incident report, a
meeting will be held with the previously mentioned team and will result in a mutually agreed upon

plan to support the student’s success in the general education setting.
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ACCESS TO STUDENTS & STUDENT RECORDS
Teachers at Hand in Hand Preschool will follow the policy of Northfield School District in regard to

access of students and student’s educational files and records. All parents and legal guardians will be
allowed such access unless the school has on file a court order or a restraining order, dated within a
year. Please ask about Policy JEDB if you need further information on this policy. State Law
mandates teachers to report suspected abuse or neglect of children to the Child Protection Agency of

Rice County. Itis our goal to provide support and resources to all families in our program.

ATTENDANCE

Regular attendance is essential for a successful school experience. Please make every effort to have
your child at school and on time each day. If your child is ill and unable to attend school, please
report their absence to the school by calling 645-1205. If your child receives transportation please
inform them of the absence as well. To help assure good health for students and alert health
authorities to the presence of specific disease, parents are asked to call the school each morning the
student is absent and to notify the school later if a specific disease develops.

Please leave the following information: the child’s name, the class time and reason for

absence.

TRANSPORTATION

If your child is eligible through ECSE or SR to ride the district school bus or the Hiawathaland
Transit bus and will be absent or do not need transportation to/from preschool on any given day,

please call Benjamin Bus at 507-645-5720 or Hiawathaland Transit at 1-866-623-7505.

ILLNESS

As most diseases are spread before they are recognized, it is impossible to prevent exposure. Parents
are urged to keep their children home if they develop any symptoms suggestive of a communicable

disease. The temperature should be normal at least 24 hours BEFORE a student returns to school.
Please do not send students who have an undiagnosed rash or a profusely runny nose to school. Ifa

student becomes ill while at school, the parent/guardian will be called.
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HEALTH SERVICES
A licensed nurse is available at the Northfield Community Education Center from 7:30 a.m. — 3:30

p.m. each school day. Health services are provided for all students and staff. Each student coming
into the health office is assessed and given any necessary treatment. Parents are contacted as
appropriate. Fach child is required to have an updated immunization record on file. We know the
Preschool Years are a time of great growth and development; although we do not expect children in
our program to be fully potty trained, we do not have adequate staffing to change diapers. Students
will be expected to be working on potty training, wearing pull ups or underwear and be able to

independently take care of bathrooming needs (such as trying to use the toilet or changing a wet pull

up.) .

CLOTHING

Please dress your child appropriately for the weather. We will be playing outdoors almost every day.
Students will be outside when the temperature is at or above 0° F. Students will need labeled boots,
snow pants, hats and mittens during the winter months. Please send a backpack with your child
each day to transport the extra clothes, fun projects and communication efforts.

Please make sure your child is dressed comfortably for play. If your child is newly toilet trained or in
the process of toilet training, we ask that you include a labeled change of clothes in their backpack
should an accident occur. We find children are most comfortable in their own clothes. Durable,
washable clothes and tennis shoes are most appropriate and safe for participation in all preschool
activities. Making sure that buckles, buttons, belts and snaps can be easily managed by your child will

help them gain independence and self-esteem.

LATE PICK UP POLICY

Morning preschool ends at 11:30 and afternoon preschool concludes at 3:45. (With the exception of

Wednesday PLC schedules where a.m. preschool is from 9:45-12:00 and afternoon preschool is
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1:15-3:45.) **If your child is registered for preschool extended day options, they are open 7:30-8:45
am, 11:30-12:45 pm, or 3:45-5:00 pm. Please be respectful of our teachers’ prep time before and
after class and be prompt in picking up and dropping off your children for preschool. Students who
have not been picked up within 5 minutes of class end times will be brought to wait in the front
office and will be charged $1 per minute to be paid before returning to preschool. If you continue to
be late picking up your child, a meeting to discuss a plan to resolve the issue will be scheduled. If the
signed parent agreement is not followed, your child will be terminated from Hand in Hand. Not only
do teachers and educational assistants often have meetings or other scheduled commitments

following class, but this can be very upsetting to the children, so please respect our pick up policy.

EMERGENCY CLOSING OF SCHOOL

The following procedures will be observed when school is closed due to weather:
e When school is not in session, a decision to close schools will be made the night before, if
possible, but not later than 7:00 a.m.
® When the weather is too severe to open school at the normally scheduled time but is
improving, a decision to have a late start may be made. In this case, school will be delayed
for two hours. Bus pick-up and school opening times will be exactly two hours later than
normal for elementary schools, however, Hand in Hand morning session would be
closed. The afternoon Hand in Hand session as scheduled.
® When school is in session and the decision is made to close schools, dismissal times will be
set to coincide with the anticipated arrival of buses. Parents will be expected to pick up
Hand in Hand students at the announced closing time.
In each instance, the community will be informed by KYMN (1080AM), KDHL (920 AM) and
WCCO (830) radio stations as well as WCCO-TV, KARE-TV, KSTP-TV and KMSP-TV. If
weather conditions are poor or worsening, please listen to one of these radio stations. The decision
will also be listed on the homepage of the district website and parents who have emails on file

will recetve an email.

TUITION POLICY

Hand in Hand families must stay up-to-date with payments. Each month’s tuition must be
paid by the last day of the respective month. Preschool slots will be terminated for families that do

not follow the payment policy. Please note, families do not receive a hard copy of monthly
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statements. Please set up online billing/payment access with Martha Donahoe at

mdonahoe@northfieldschools.org or drop payments off with her in the front office.

SNACKS

Snack time is a favorite time of the school day! Healthy snacks are provided by the school district
food service. Please inform your teacher of any food allergies or foods your child may not eat for
religious or medical reasons. Milk is provided daily to all students. All families are asked to pay an
annual snack fee (fee tied to how many days per week the child attends.) Checks are made payable to
“Hand in Hand Preschool”. Pathways Scholarships will cover 100% of these fees, and School

Readiness scholarships cover a portion.

FIELD TRIP INFORMATION

Field trips are important to our curriculum, as they help children learn about the wotld around them.
Past field trips have included Three Links Care Center, Northfield Library and other neighborhood
parks and businesses. We also have many fun visitors to our site! Signed permission slips are required
for all children attending Hand in Hand Preschool field trips. Check monthly newsletters for

additional field trip information.

TOYS FROM HOME

We request that children not bring toys from home; keeping toys at home will prevent hurt feelings
and broken toys. Even toys left in backpacks can be distracting to students. Occasionally, the
teachers may give the children the opportunity to bring specific toys to school for a special day, such
as “Teddy Bear Day”, for our letter of the week or ‘Star of the Week” This information will be
included in the weekly class notes. Please remember that even on special toy days, only non-violent

toys will be allowed in school. Toy guns or weapons are never allowed.

BIRTHDAY OBSERVATIONS
Birthdays are special to children! We will make your child’s birthday or special day by providing a
birthday crown and singing “Happy Birthday.” In accordance with new federal law, families will not
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be allowed to bring food or small gifts to share with other students but we will still make the day
special in other ways. Please speak with your child’s teacher at the beginning of the school year if
your family does not celebrate birthdays, At Hand in Hand Preschool we strive to be respectful of all
families and their beliefs. If your child is planning on having a birthday party, we ask that invitations
be mailed from home rather than passed out in school unless every child in the class is invited. This

helps prevent hurt feelings.

PROUD TO BE
PARENT AWARE
RATED!

—or———y
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Policy 401

EQUAL EMPLOYMENT OPPORTUNITY

L PURPOSE

The purpose of this policy is to provide equal employment opportunity for all applicants
for school district employment and school district employees.

II. GENERAL STATEMENT OF POLICY

A.

The policy of the school district is to provide equal employment opportunity for
all applicants and employees. The school district does not unlawfully
discriminate on the basis of race, color, creed, religion, national origin, sex,
gender, sexual orientation, gender identity or expression. marital status, status
with regard to public assistance, disability, age, family care leave status or veteran
status. The school district also makes reasonable accommodations for disabled
employees.

[Note: The Minnesota Human Rights Act defines “sexual orientation” to include “having or being perceived
as having a self-image or identity not traditionally associated with one s biological maleness or femaleness.”
Minn. Stat. § 3634.03, Subd. 44.]

The school district prohibits the harassment of any individual for any of the
categories listed above. For information about the types of conduct that constitute
impermissible harassment and the school district’s internal procedures for
addressing complaints of harassment, please refer to the school district’s policy on
harassment and violence.

This policy applies to all areas of employment including job application
procedures, hiring, advancement, discharge, compensation, job training and other

terms, conditions and privileges of employment.

Every school district employee shall be responsible for following this policy.

Policy 401 Equal Employment Opportunity
Adopted: 2/14/05; Updated: INSERT DATE HERE

School Board

INDEPENDENT SCHOOL DISTRICT 659
Northfield, Minnesota

Legal References:

Cross References:

Minn. Stat. Ch. 363A (Minnesota Human Rights Act)

29 U.S.C. § 621 et. seq. (Age Discrimination in Employment Act)

29 U.S.C. § 2615 (Family and Medical Leave Act)

38 U.S.C. § 4301 et seq. (Employment and Reemployment Rights of Members of the Uniformed
Services)

38 U.S.C. § 4211 et. seq. (Employment and Training of Veterans)

42 U.S.C. § 2000e et seq. (Title VII of the Civil Rights Act)

42 U.S.C. § 12101 et seq. (Equal Opportunity for Individuals with Disabilities)

MSBA/MASA Policy 402 (Disability Nondiscrimination)
MSBA/MASA Policy 405 (Veteran’s Preference)
MSBA/MASA Policy 413 (Harassment and Violence)



Policy 402

DISABILITY NONDISCRIMINATION POLICY

L. PURPOSE

The purpose of this policy is to provide a fair employment setting for all persons and to
comply with state and federal law.

II. GENERAL STATEMENT OF POLICY

A.

The school district shall not discriminate against qualified individuals with
disabilities because of the disabilities of such individuals in regard to job
application procedures, hiring, advancement, discharge, compensation, job
training and other terms, conditions and privileges of employment.

The school district shall not engage in contractual or other arrangements that have
the effect of subjecting its qualified applicants or employees with disabilities to
discrimination on the basis of disability. The school district shall not exclude or
otherwise deny equal jobs or job benefits to a qualified individual because of the
known disability of an individual with whom the qualified individual is known to
have a relationship or association.

The school district shall make reasonable accommodations for the known physical
or mental limitations of an otherwise qualified individual with a disability who is
an applicant or employee, unless the accommodation would impose undue
hardship on the operation of the business of the school district.

Any job applicant or employee wishing to discuss the need for a reasonable
accommodation, or other matters related to a disability or the enforcement and
application of this policy, should contact the Director of Student Special Services.
This individual is the school district’s appointed ADA/Section 504 coordinator.

Policy 402 Disability Nondiscrimination Policy
Adopted: 2/14/05; Updated: INSERT DATE HERE

School Board

INDEPENDENT SCHOOL DISTRICT 659
Northfield, Minnesota

Legal References:

Cross References:

Minn. Stat. Ch. 363A (Minnesota Human Rights Act)

29 U.S.C. 794 et. seq. Rehabilitation Act of 1973, (§ 504 )

42 U.S.C., Ch. 126 § 12112 (Americans with Disabilities Act)
29 C.FR. Part 32

34 CFR. Part3S

34 C.FR. Part 104

MSBA/MASA Policy 521 (Student Disability Nondiscrimination)




Policy 407 EMPLOYEE RIGHT TO KNOW - EXPOSURE TO HAZARDOUS
SUBSTANCES
I. PURPOSE

II.

I1I.

The purpose of this policy is to provide school district employees a place of employment
and conditions of employment free from recognized hazards that are likely to cause death
or serious injury or harm. (Minn. Stat. § 182.653, Subd. 2)

GENERAL STATEMENT OF POLICY

The policy of this school district is to provide information and training to employees who
may be “routinely exposed” to a hazardous substance, harmful physical agent, infectious
agent, or blood borne pathogen.

DEFINITIONS

A.

B.

“Commissioner” means the Commissioner of Labor and Industry.

“Routinely exposed” means that there is a reasonable potential for exposure
during the normal course of assigned work or when an employee is assigned to
work in an area where a hazardous substance has been spilled.

“Hazardous substance” means a chemical or substance, or mixture of chemicals
and substances, which:

1. is regulated by the Federal Occupational Safety and Health Administration

under the Code of Federal Regulations;-tie29;-part1+91+0;subpart#; or

2. is either toxic or highly toxic; an irritant; corrosive; a strong oxidizer; a
strong sensitizer; combustible; either flammable or extremely flammable;
dangerously reactive; pyrophoric; pressure-generating; compressed gas;
carcinogen; teratogen; mutagen; reproductive toxic agent; or that
otherwise, according to generally accepted documented medical or
scientific evidence, may cause substantial acute or chronic personal injury
or illness during or as a direct result of any customary or reasonably
foreseeable accidental or intentional exposure to the chemical or
substance; or

3. is determined by the commissioner as a part of the standard for the
chemical or substance or mixture of chemicals and substances to present a
significant risk to worker health and safety or imminent danger of death or
serious physical harm to an employee as a result of foreseeable use,
handling, accidental spill, exposure, or contamination.

“Harmful physical agent” means a physical agent determined by the
commissioner as a part of the standard for that agent to present a significant risk
to worker health or safety or imminent danger of death or serious physical harm to
an employee. This definition includes but is not limited to radiation, whether
ionizing or nonionizing.



E. “Infectious agent” means a communicable bacterium, rickettsia, parasites, virus,
or fungus determined by the commissioner by rule, with approval of the
commissioner of health, which according to documented medical or scientific
evidence causes substantial acute or chronic illness or permanent disability as a
foreseeable and direct result of any routine exposure to the infectious agent.
Infectious agent does not include an agent in or on the body of a patient before
diagnosis.

F. “Blood borne pathogens™ means a pathogenic microorganisms that ts are present
in human blood and can cause disease in humans. This definition includes, but is
not limited to, hepatitis B virus (HBV) and human immunodeficiency virus
(HIV).

IV. TARGET JOB CATEGORIES

Annual training will be provided to all full and part-time employees who are “routinely
exposed” to a hazardous substance, harmful physical agent, infectious agent, or blood
borne pathogen as set forth above.

V. TRAINING SCHEDULE
Training will be provided to employees before beginning a job assignment as follows:

A. Any newly-hired employee assigned to a work area where he or she is determined
to be “routinely exposed” under the guidelines above.

B Any employee reassigned to a work area where he or she is determined to be
“routinely exposed” under the above guidelines.

Policy 407 Employee Right to Know - Exposure to Hazardous Substances
Adopted: 2/28/05; Revised: 05/2013; Update: INSERT DATE HERE

School Board
INDEPENDENT SCHOOL DISTRICT 659
Northfield, Minnesota

Legal References: Minn. Stat. Ch. 182 (Occupational Safety and Health)
Minn. Rules Ch. 5205 (Safety and Health Standards)
Minn. Rules Ch. 5206 (Employee Right to Know Standards)

29 CER.§1910.1050, App. B (Substance Technical Guidelines)

Cross References: MSBA/MASA




RESOLUTION RELATING TO THE ELECTION OF SCHOOL BOARD MEMBERS
AND CALLING THE SCHOOL BOARD ELECTION

BE IT RESOLVED by the School Board of Independent School District No. 659 (Northfield), State of Minnesota as follows:

1. (a) Itis necessary for the school district to hold its general election for the purpose of electing four (4) school board
members for terms of four (4) years each.

(b) The clerk shall include on the ballot the names of the individuals who file or have filed affidavits of candidacy
during the period established for filing such affidavits, as though they had been included by name in this resolution. The clerk shall not
include on the ballot the names of individuals who file timely affidavits of withdrawal in the manner specified by law.

2. The general election is hereby called and elected to be held in conjunction with the state general election on Tuesday, the
3 day of November, 2020.

3. Pursuant to Minnesota Statutes, Section 205A.11, the precincts and polling places for this general election are those
polling places and precincts or parts of precincts located within the boundaries of the school district and which have been established
by the cities or towns located in whole or in part within the school district. The voting hours at those polling places shall be the same
as for the state general election.

4. The clerk is hereby authorized and directed to cause written notice of said general election to be provided to the county
auditor of each county in which the school district is located, in whole or in part, at least seventy-four (74) days before the date of said
election. The notice shall include the date of said general election and the office or offices to be voted on at said general election. Any
notice given prior to the date of the adoption of this resolution is ratified and confirmed in all respects.

The clerk is hereby authorized and directed to cause notice of said general election to be posted at the administrative offices
of the school district at least ten (10) days before the date of said general election.

The clerk is hereby authorized and directed to cause a sample ballot to be posted at the administrative offices of the school
district at least four (4) days before the date of said general election and to cause two sample ballots to be posted in each polling place
on election day. The sample ballot shall not be printed on the same color paper as the official ballot. The sample ballot for a polling
place must reflect the offices, candidates and rotation sequence on the ballots used in that polling place.

The clerk is hereby authorized and directed to cause notice of said general election to be published in the official newspaper
of the school district for two (2) consecutive weeks with the last publication being at least one (1) week before the date of said
election.

The notice of election so posted and published shall state the offices to be filled set forth in the form of the ballot below, and
shall include information concerning each established precinct and polling place.

The clerk is authorized and directed to cause the rules and instructions for use of the optical scan voting system to be posted
in each polling place on election day.

5. The clerk is authorized and directed to acquire and distribute such election materials as may be necessary for the proper
conduct of this election, and generally to cooperate with election authorities conducting other elections on that date. The clerk and
members of the administration are authorized and directed to take such actions as may be necessary to coordinate this election with
those other elections, including entering into agreements or understandings with appropriate election officials regarding preparation
and distribution of ballots, election administration and cost sharing.

6. The clerk is further authorized and directed to cause or to cooperate with the proper election officials to cause ballots to
be prepared for use at said election in substantially the following form, with such changes in form, color and instruction as may be
necessary to accommodate an optical scan voting system.




GENERAL ELECTION BALLOT
INDEPENDENT SCHOOL DISTRICT NO. 659
NORTHFIELD PUBLIC SCHOOLS
November 3, 2020

INSTRUCTIONS TO VOTERS
To vote, completely fill in the oval(s) next to your choice(s) like this: ‘

SCHOOL BOARD MEMBER -4 YEAR TERM
VOTE FOR UP TO FOUR
Candidate U
Candidate V
Candidate W
Candidate X
Candidate Y
Candidate Z
Write in, if any

Write in, if any

00000000

Optical scan ballots must be printed in black ink on white material, except that marks to be read by the automatic tabulating
equipment may be printed in another color ink. The name of the precinct and machine-readable identification must be printed on each
ballot. Voting instructions must be printed at the top of the ballot on each side that includes ballot information. The instructions must
include an illustration of the proper mark to be used to indicate a vote. Lines for initials of at least two election judges must be printed
on one side of the ballot so that the judges’ initials are visible when the ballots are enclosed in a secrecy sleeve.

7. The name of each candidate for office at this election shall be rotated with the names of the other candidates for the same
office in the manner specified in Minnesota law.

8. If the school district will be contracting to print the ballots for this election, the clerk is hereby authorized and directed to
prepare instructions to the printer for layout of the ballot. Before a contract in excess of $1,000 is awarded for printing ballots, the
printer shall, if requested by the election official, furnish, in accordance with Minnesota Statutes, Section 204D.04, a sufficient bond,
letter of credit, or certified check acceptable to the clerk in an amount not less than $1,000 conditioned on printing the ballots in
conformity with the Minnesota election law and the instructions delivered. The clerk shall set the amount of the bond, letter or credit,
or certified check in an amount equal to the value of the purchase.

9. The individuals designated as judges for the state general election shall act as election judges for this election at the
various polling places and shall conduct said election in the manner described by law. The election judges shall act as clerks of
election, count the ballots cast and submit them to the school board for canvass in the manner provided for other school district
elections. The general election must be canvassed between the third and tenth day following the general election.

10. The School District Clerk shall make all Campaign Financial Reports required to be filed with the school district under
Minnesota Statutes, Section 211A.02, and received on or after May 17, 2014, available on the school district’s website. The clerk must
post the report on the school district’s website as soon as possible, but no later than thirty (30) days after the date of the receipt of the
report. The school district must make a report available on the school district’s website for four years from the date the report was
posted to the website. The clerk must also provide the Campaign Finance and Public Disclosure Board with a link to the section of the
website where reports are made available.

Dated: August 10, 2020 (Noel Stratmoen, School Board Clerk)



RESOLUTION FOR ADOPTING A BASE LEARNING MODEL FOR THE 2020-2021 SCHOOL YEAR AND OTHER
COVID-19 RELATED MATTERS

WHEREAS, Minnesota Statutes Section 123B.09 vests the care, management, and control of
independent districts in the school board; and

WHEREAS, the Superintendent of Independent School District 659 Dr. Matthew Hillmann, hereinafter
the “Superintendent”, is responsible for the management of the schools, the administration of all School
District policies, and is directly accountable to the School Board; and

WHEREAS, when responsibilities are not specifically prescribed nor School District policy applicable, the
Superintendent shall use personal and professional judgment, subject to review by the School Board,
pursuant to School District Policy 302, Superintendent;

WHEREAS, on March 13, 2020, Minnesota Governor Tim Walz issued Emergency Executive Order 20-01,
which declared a peacetime emergency in Minnesota in response to the COVID-19 pandemic; and

WHEREAS, on July 30, 2020, Minnesota Governor Tim Walz issued Emergency Executive Order 20-82 and
the Safe Learning Plan for 2020-2021 (the “Safe Learning Plan”), which set forth five Learning Models
(in-person learning for all, in-person learning for elementary students and hybrid learning for secondary
students, hybrid learning for all students, hybrid learning for elementary students and distance learning
for secondary students, and distance learning) and authorized all school districts in the State of
Minnesota to select and implement an appropriate base Learning Model in accordance with, and subject
to, the Safe Learning Plan; and

WHEREAS, the Minnesota Department of Education (“MDE”) has issued and may continue to issue
written guidance for Minnesota schools on educational issues related to COVID-19; and

WHEREAS, the Minnesota Department of Health (“MDH”) has issued and may continue to issue written
guidance for Minnesota schools on public health issues related to COVID-19; and

WHEREAS, the Superintendent and the administration of the School District have conferred with the
School Board regarding the available Learning Models, the current MDE and MDH requirements for
each, and other relevant information; and

WHEREAS, based upon the collective consideration of these factors, the Superintendent has
recommended to the School Board that the School District finalize its decision about the base Learning
Model to be implemented at the commencement of the 2020-2021 school year based on the Rice
County infection rate per 10,000 resident and the guidance provided by MDE and MDH.

NOW, THEREFORE, BE IT RESOLVED, by the School Board of Independent School District No.659 as
follows:

Section 1: The Superintendent is hereby directed, after consultation with the School Board Chair
and notification to the School Board, to select and implement the base Learning Model for the
School District or any specific school buildings based on the Rice County infection rate per 10,000
residents while considering any other mitigating factors identified in consultation with Rice County



Public Health, the Minnesota Department of Health, and/or the Minnesota Department of
Education. The decision about the base Learning Model should be made and communicated with
families on or around August 17, 2020.

Section 2: The Superintendent is hereby authorized, after consultation with the School Board Chair
and notification to the School Board, to select and implement a different Learning Model for the
School District or any specific school buildings without School Board action if the Superintendent
reasonably believes that prompt implementation of a different Learning Model is necessary, and that
constraints of time and public health considerations render it impractical to hold a School Board
meeting to approve the implementation. The Learning Model selected and implemented by the
Superintendent shall continue in effect unless and until the School Board, in consultation with the
Superintendent and appropriate school district staff and public health officials, deems it in the best
interest of the School District and its students to implement a different Learning Model.

Section 3: The Superintendent will provide regular updates to the School Board regarding the

School District’s efforts to implement COVID-19 related educational and public health guidance
issued by the MDE and the MDH, respectively.

Adopted this day of , 2020.

The vote on adoption of the Resolution was as follows:

Aye:
Nay:
Absent:

School Board Chair

School Board Clerk




N Construction Update No. 30
0 rt e Presented to the Board on 08.10.2020
S

PUBLIC CHOOLS Matt Hillmann, Ed.D., Superintendent of Schools

Purpose: The purpose of the construction update summary at each Board meeting is to provide information
regarding the five construction projects authorized by the public in November 2018. You can view a full history

of the construction updates at www.northfieldschools.org/construction.
Expected Expected Expected
Project Project Cost Start Date Completion Date
Bridgewater Elementary $2.13 million June 2019 v
Greenvale Park (new) $27.62 million August 2019 August 2020
Sibley Elementary $7.38 million November 2019 August 2020
Eatrly Chil
GVP Early Childhood Center $859,000 June 2020 August 2020
(remodeling)
L 11 hool
ongfellow Schoo $837,000 September 2020 December 2020
(remodeling)
August

O Temporary Certificate of Occupancy issued for the new Greenvale Park Elementary School on
August 4. Some highlights of the project:

o0 We held our official groundbreaking 329 days ago.

o We set our first steel column on November 26, 2019 (252 days ago)...the first precast panel was
set one week later.

Exterior stud framing and sheathing commenced 218 days ago.

0 We began pouring the slab on grade concrete on January 31, 2020 and finished the last pour on
March 11, 2020.

©  Roofing and the second floor topping slabs finished on April 3, 2020. This essentially means the
entire second floor was complete in 4 months.

o Area C Air Handling Units were set in mid-April while the large Area A & B AHU’s were set two
weeks later. They were running by the second week of July. All piping, ductwork, insulation,
electrical, and controls were complete in 90 days

O Finishes (Paint, Tile, Flooring, Casework, Lights, and Acoustical Ceilings) were all completed in
less than 100 days

o It should probably be noted that 40% of our schedule was constructed in the middle of a
pandemic.

o Total construction for a new 90,000 SF Elementary School = 10 months, 25 days




O The latest drone flyover videos are linked below:

o Greenvale Park (August

o Greenvale Park (entire project
o Sibley (August
o1Dley (August)

July
O POC conducted a virtual meeting on July 14, 2020. Building project completion timelines remain on
schedule.




